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Bldg. 50 Auditorium — C2  
Bldg. 66 Auditorium — D6  
Cafeteria (Bldg. 54) — C2, C3  
DOE Site Office (Bldg. 90) — A1 
Guest House — C3 
Main Bus Stop (Bldg. 65) — B1  
Site Access Office (parking, badges) (Bldg. 65A) — C1 

OFF-SITE LOCATIONS 
Donner Lab — B5 on UC Berkeley campus map 
Calvin Lab — D6 on UC Berkeley campus map 
Joint BioEnergy Institute (JBEI) — Bldg. 978, 5885 Hollis St., 4th floor, Emeryville, CA 
West Berkeley Biocenter (Potter St.) — Bldg. 977, 717 Potter St., Berkeley, CA
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   O C F O  P h o n e  D i r e c t o r y      6 4 0 1  H o l l i s  S t r e e t  E m e r y v i l l e  C A  9 4 6 0 8  ( B u i l d i n g  9 7 1  S u i t e  1 7 5 )               
 

ROOM                EXTENSION  

Office of the Chief Financial Officer (OCFO)    971-CFO       
201 Fernandez, Jeffrey A., CFO 5547 
202 Huebner, Minh Agon, Deputy for the OCFO 5293 
217A Jones, Cynthia 4242 
203 Goodman, Doug -  Manager, Field Operations     7632 
211J Bennett, Michelle     6207 

OCFO OPERATIONS                                       971-CFO     
210 More, Anil, Operations Manager     5254 
209 Wuy, Linda D., Business Manager 7418 
217B Atkinson, Maria, OCFO Web Developer     6184 
211P  Nalepa, Karolina M     8060   
211C  George Noble     6169 
Process Re-Engineering 
211A Garbis, Carla     7095 
Conference Services 971-CONF 
156J Hennessey, Jan T., Manager     5230     
156K Coen, Siobhan (Guest)  7046 
156E Day, Kathy  8131 
156C  Stark, Jill     5073 
Policy & Training  -  971-CFO 
217C Mock, Michele     2415 
211F Weiss, Phillip     7873 
Business Systems Analysis    971-BSA 
204 Axthelm, Charles, Manager     4461 
211M Chan, Steven        6128 
211Q Leong, Janet L        2414 
211N Losev, Anna        7597 
211K Pecoraro, Aurora 6439 
211H Stacey Blue       7060 
14-0104 Upadhyayula, Kameswara (UK Rao)         4676 
14-0104 Haverty, Bridgett       4409 

BUDGET OFFICE        971-BO 
105 Moore, Anne M, Budget Officer (Acting)   4844 
106 Schiller, Anastasia, (Acting) Manager,Direct Budget   4273 
156D Greenwood, Gregg      2528 
156B   Haynes, Lee W.   6694 
154G Lewis, Cari M.   2371 
154E Anderson, Charlene      8181 
156Y Skowronski, Nicholas   6319  
104 Lundell, Christopher Manager, Indirect Budget   7713 
156U Freeman, Robert Lon     4006 
156W Kong, David      4302 
156X Lowe, Dennis W.   6395 
156T  Fox, Brian,  Technical Lead   2696 
156H Zickfeld, Lauren   2182                           

Sponsored Projects and Industry Partnerships (OSPIP) 971-SP 

112  Inada, Rick M., (Acting) Manager   5882 
115C Nowell, Linda 6873 
118C Grossman, Teresa 6970 
115E Leong, Alina 2833 
188D Hartnett, Jane 5845 
118F Hedley, Susan M. 6273 
115F Saxer, Nancy 7471 
118E Sylvester, Cynthia 5938  
90-2066 Garcia, David  7283 
90-2137 Quayle, Betsy 7391 

PROCUREMENT OFFICE           971-PROC 
111  Hammer, Derrol, Proc. & Propery Manager 6019 
110  Chen, David T., Deputy Manager 4506 
151L Speros, John, Systems Support  4569 
76-211J Eary, Sarah (Construction & Institutional Support) 6265 
155M Mack, Gary (CS Subcontracts)  4441 
153M Nasto, Eileen, FAB. Manager 4535 
71W-103 Cowger, Maureen, DPU Team Leader 4595 
151C McNeil, Eva M., Administrator 4546 
Visit http://procurement.lbl.gov/   (for complete/updated list) 

Last Updated: September 30, 2011 (L.Brown x6545) 

 

 
Office of the Chief Financial Officer (OCFO) 

ROOM         EXTENSION  

PROPERTY MANAGEMENT       MS 76L 
110 Morgan, John T., Manager  5728 
Visit  http://www.lbl.gov/Workplace/CFO/pro/property/   (for complete/updated list) 

 
ROOM             EXTENSION  

CONTROLLER’S OFFICE              971-CO 
131 Jeppson, Rachelle, Controller    7558 
150B Brown, Linda L. 6545 
FINANCIAL CONTROLS & COMPLIANCE       971-CO 
132 Hegarty, Robyn A., Manager   7448 
150D   Deshayes, Yvonne M. (Taxes) 6280 
150F   Wick, James (Jim) (Financial Compliance) 2158 
General Accounting          971-GA 
150H Beedle, Mary, Manager 4035 
150R Andrada, Cynthia A 5422 
150M Bautista, Zenaida 7349 
152G Cheng, Helena 4044 
152D Chow, Eric 4753 
152H Gaylor, Craig    6493 
56A-120 Huang, Angela (Lyjang) 5419 
152C Huang, Grace 6024 
150P LI, Connie 6822 
55A-120 Smith, Shirounda R 2963 
150K Wilson, Corinne 4832 
152E Tchertkov, Irena (Contractor)   6822 
150G Vacant TBD 

DISBURSEMENT SERVICES & PROJECT COSTING            971-CO 
130 Flynn, Paul, Manager              2423 
Accounts  Payable            971-AP 
152W Bothe, Marcey A.,  Manager 7878 
152Q  Archibald, Jennalee A.   6912 
154N Archid, Ruth 6737 
154M Lee, Theresa 6952 
152U Lou, Chi-Kin (Eric) 5976 
152S Oshiro, Lisa M. 4784 
152V Payopay, Leonida O. 4657 
154P Reed, Ayana-Emaria   2519 
152T  Watts, Barbara    6007 
Payroll           971-PR 
133A Meo, Paula, Manager 5848 
150C Jen, Sui Hing    7166 
133E Rodriguez, Rosemarie C 5825 
133F Sayson, Rosario    6551 
133D Strickland, Mary A. 5847 
150A Randolph, Linda     6807 
133C Yee, (Thach) Mary 5841 
133B Vacant 5133 

BUSINESS SERVICES              971-CO 
113 Frainier, Sallie, Manager   6955 
Contract Accounting         971-CA 
150S Cheung, Kimmy 4523 
150L Chiou, Sharon 7348 
150N Lee, Judy 4452 
150J Lorincz, Gyozo (Victor) 6126 
150Q Navarrete, Maria S 7113 
 Information    6543   
Travel Office               971-TR 
152K  Reyna, Jaime,  Manager   6012 
152P  Crawford, Sonya     5693 
154L Johnson-Benjamin, Quanita L 4607 
154K  McCan, Michelle    6386 
Offsite Redfearn, Maxine J. (FAX) –(530) 534-4523          6177 
152L Robinson, Lonnette 5403 
152M  Sebek, Klara    7049 
154J Thomas, Cynthia 4913 
152J         Walker, Elijah  2483 

Carlson Travel Network Reservations (LBNL ONLY) 1-888-243-1125 
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O F F I C E  O F  T H E  C H I E F  F I N A N C I A L  O F F I C E R  ( O C F O )  
1  C y c l o t r o n  R o a d  B e r k e l e y  –   M S  9 7 1 ,  C A  9 4 7 2 0  

P E R S O N N E L  T E L E P H O N E  D I R E C T O R Y  ( 5 1 0 )  4 8 6 - x x x x / 4 9 5 - 2 x x x  
D e t a i l e d  D i r e c t o r y ( s )  a v a i l a b l e  @  h t t p : / / w w w . l b l . g o v / W o r k p l a c e / C F O / i n d e x . h t m l  

 

 

 

FAX NUMBERS 
OCFO   4944 
BUDGET OFFICE  6282 
OSPIP   4386 
PROCUREMENT  4380 
PROPERTY  6580 
CONTROLLER’S OFFICE  495-2878 
DISBURSEMENTS  5995 
PAYROLL  4485 
TRAVEL   6888 
CONFERENCES  7772 

ROOM EXTENSION  
 

Building 971 CONFERENCE ROOMS: 
                                         Capacity        Conf # 

107 Willow Room                              15 495-8098 
108 Aspen Room                               25     495-8099 
109 Maize Room                                 4    495-8103 
114         Poplar Room  (495-8208)             5                 495-8104 
124 Eucalyptus Room                       10 495-8106 
207 Cottonwood Room                     10 495-8108 
 

OPERATIONS MS 50AR4112  

4112E Krupnick,James T., COO 6480 
4112B Blair, Jeff, Laboratory Counsel 7025 
971-211E   Reyes, Betsy, Safety Cooridnator 5071 
4112 Matyas, Linda, Administrator 5345 
 FAX 6498 

ROOM  EXTENSION 
HUMAN RESOURCES MS 90R2121 
2082 Potapenko, Vera   Dept. Head 6681 
2074 Coolahan, Cynthia, Manager  6431 
2121R Giron, Nina    6748 
 FAX     2800 

 
                                                      90R1140 

1140B Cook, Mari, HR Center Manager 4709 
971-205     Lopez, Neli 6366 
1140 Schmidt, Arabella J 2902 
1140 Jenkins, La Shanta 2498 
 FAX 5331 

RECRUITING    MS 90 
1140A Rodriguez, Robert          7092 
1140A  Singh, Bill    5935 

 
OCFO Budgets 971-211G Rebrovich, Lisa 5314 
  
OCFO Mailstops are: 
971-CFO (CFO and Division Office staff) 971-CA (Contract Accounting)
971-BSA (Business Systems Analysis) 971-GA (General Accounting
971-BO (Budget Office) 971-PR (Payroll) 
971-CONF (Conferences 971-TR (Travel) 
971-CO (Controller's Office) 971-PROC (Procurement) 
971-AP (Accounts Payable) 971-SP (Sponsored Projects)
 
 
 
 
 
 
EXTENSION 

INTERNAL AUDIT SERVICES (IAS)   MS 56A-0110  
119 Hamilton, Terrence, Manager 6559 
90-3089 Annis, Edna P.    5824 
116 Faizi, Andrea    6564 
112 Flores, Adel    4472 
117 Harrigan, Ada W [Guest]   6559 
114 Lorsbach, Harry    6561 
115 Martens, Kimberly A   6562 
111 Yoshihara, James Y   6563 
 FAX 7077 

SYSTEMS SUPPORT (IT)  MS 971 
 LBNL Help Desk 4357 
e-mail help.lbl.gov/ 
154F   Huynh, David 2868 
154D Leanos, Manuel (Cell: 499-9402) 4767 
154B Richmond, Eric 6708 
46-125C Peuser, Gayle 4511
INFORMATION SYSTEMS & SERVICES (ISS) MS 69R0201  

203 Dedlow, Mark T., Department Head 4186 
219 Suarez, Linda M., Technical Services 6850 
716 Cademartori, Helen (Business Mgr)  4227 
200 Brenner, Diane    7182 
201 Arce-Kaskiri, Vanessa    4227 
 FAX 5248 

 Financial Systems  
237 Nosek, Rich D., Supervisor 6192 
235 Bakaley, Stephen L. 7427 
239 Lafferty, Sally 7337

 Data Warehouse & Decision Support Systems 
215 Bhatia, Vic 5038 
221 Macfarlane, Robert S. 5361 

 Business Technology Systems & LANOPS
205 Willer, Jeff 8624 
213 Eichman, Laura L 5351 
213A Dy, Jonathan S 2293 

 Procurement Systems  
241 Kessler, Stephen W 7256 

 
 Human Resources & Payroll Systems MS 71J 
101 Lee, Mary 2726 
102 Fleischauer, Nancy K. 5102 
101 Jayabalan, Karthik 7730 
90-1076b Jadhav, Sachin J 5044 

 
(Go to http://www.lbl.gov/IT/for additional information) 

LBNL EMERGENCY NUMBERS:         7911               LBNL 

LBNL SECURITY 5472 
Sam Houston     4855 
971  Building Manager, Phil Weiss   7873  
971 BET Lead, Linda Brown   6545 
971 Parking Garage                         cnowack@impark.com  

B971 SECURITY                                                510-385.6831  

Blackberry Gate 4050 
Strawberry Gate 5210
LBNL Badge Office 4551  

Last Updated: September 30, 2011 (L.Brown x6545) 

 



12



13



14



15



LBNL Ergonomics ResourcesLBNL Ergonomics Resources

New Hire
or JHA trigger

for Ergo
Training?

Move or 
change in 

job or 
equipment?

EHS 59 Ergo 
Self-assess for 
Computer Users
A-Z Index >> Ergo 
Self-assessment for 
Computer Users

EHS62 WorkSmart 
(material handling)
EH&S Training 

Website >> Monthly 
Training  Schedules
For schedule and 
sign-up contact

Training Group  
495-2228

For content or user 
issues contact
Ergo Team 
486-5818

Ergo Eval 
or consultation 

for “at risk”
conditions? 

Work-related
Discomfort 
or Injury?

Need ergo 
furniture or 
equipment?

Need 
techniques 
to improve 

ergo?

EHS 58 Ergo Self
-Assess Refresher

When you move 
or have job or 

equip changes, 
your HR data or 

JHA will be updated 
and prompt you to 

take this brief 
version of Ergo Self- 

assessment for 
Computer Users

For more info 
contact Ergo Team

Ergo@lbl.gov
486-5818

Contact your Ergo  
Advocate or Safety 

Coordinator
If complex ergo risk, 
they will bump it up 

to…
Ergo Team      

For Office/Computer 
settings: Mike White

at 486-5818

For Labs, Material 
Handling or Trades:

Ira Janowitz at
486-6071

For more info   
contact Ergo Team 

Ergo@lbl.gov
486-5818

Notify your 
supervisor

Contact Health 
Services, B 26

486-6266

Ergo Evaluation 
Request

A-Z Index>>Ergo 
Eval Request,
log in & select 

Request My Eval

For more info
contact Ergo Team 

Ergo@lbl.gov
486-5818

Ergonomics 
Products Catalog

Go to A-Z Index 
and search Ergo 
Product Catalog

or
Contact Ergo Display

room to schedule
appointment to test

ergo equipment or for 
chair fitting at Bldg. 

75B Room 110c

For more info 
contact Ergo Tech 

Jayson Martin
Ergo@lbl.gov

486-6848

1 Min 4 Safety 
slides

Go to EH&S
Division website

>>EHS Quick Links
>>1 Minute 4 Safety;

topics include 
- Laptop ergonomics
- Keyboard & Mouse 
techniques

- Workload hazard
controls

- Lab ergonomics
- Ergo of lifting

For more info 
contact Ergo Team 

Ergo@lbl.gov
486-5818

Yes YesYesYes Yes Yes
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Overview of the LETS System 
LETS is a computer system for Berkeley Lab employees to enter their hours and the projects they 
charge, transferring data to the Payroll and Labor Distribution systems.  The LETS System also 
allows the employee's supervisor (the Approver) to review the employee's time, to make changes to 
it, and/or to approve it electronically 

 
LETS provides information such as leave balances, active projects and pay policies.  All time entered 
into LETS is checked for validity.  The time records, once transmitted to Payroll, effect the Payroll 
System, the Labor Distribution System (LDRS) and the Financial Management System (FMS). 

 
The LETS system provides for electronic signatures for employees and for approvers, called 
"employee release" and "Approval" respectively, which do away with the necessity of keeping paper 
records of the time entered. 
 
The LETS system has a single user interface, LETSLite, a web-based user interface for entry and 
approval of employee time. 

19



letslite_user_manual.doc   10/4/2005 3:40 PM 3

LETS Roles 

 
LETSLite allows a user to access its functions and view time data based on the LETS Role(s) granted 
to the user. To use LETSLite, a user selects from his/her roles, and while using the selected role, can 
only access data and functionality available to that role. 
 
ROLE Responsibility / Data Access 
EMPLOYEE "Self-Input" - Responsible for own time entry. 

Can view and/or enter data only for self 
INPUTTER 
(or Backup 
Inputter) 

Responsible for entering time data for a defined group or 
employees. 
Can view and/or enter data only for their group 

APPROVER 
(or Backup 
Approver) 

Responsible for approving time data for direct-report employees. 
Can view and/or enter data only for direct report employees. 

TIMEKEEPER 
(or Backup 
Timekeeper) 

Responsible for ensuring that all time is entered for their defined 
group (based on the organization codes assigned to the 
timekeeper) for each reporting period, resolving time entry 
problems for their group, assigning backup approvers and 
inputters, assigning employees to inputters as necessary. 
Can view and/or enter data only for their group 

PAYROLL Responsible for assigning Timekeepers and Backup 
Timekeepers, and assigning organization codes to Timekeepers 
at the direction of the Divisions.  Responsible for ensuring overall 
that time has been entered.  Responsible for LETSLite training of 
employees, approvers and inputters, and for troubleshooting 
problems 
Can view data for all employees 

DIVISION 
BUSINESS 
MANAGER OR 
DESIGNEE 

Responsible for deciding for their division the Timekeeper and 
backup Timekeeper assignments, assignments of division 
org_codes to Timekeepers, and notifying the LETS team to effect 
these decisions. 

LETS TEAM Responsible for troubleshooting technical problems 

20
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How Roles are Assigned and Removed: 

Timekeeper and backup Timekeeper roles are given to employees by the Payroll Department at the 
direction of each division Business Manager.  The Business Manager (or a designee) is responsible 
for informing the Payroll Department who should be the Timekeeper(s) for the division, who should be 
backup Timekeepers to each Timekeeper for the division, and which of the division’s organization 
codes should be assigned to each Timekeeper.  Timekeeper and backup Timekeeper roles are  
removed by the  Payroll Department upon notification of job assignment changes or termination.  
Note that a contract worker cannot be a Timekeeper or a backup Timekeeper. 

An Approver role is given to an employee automatically by the LETS system when it detects that the 
employee has been set up in the HR system (HRIS) as the Supervisor of another employee.  The 
supervised employee is automatically assigned to the LETS Approver at the same time.  
Timekeepers can neither set up Approver roles nor assign employees to Approvers.  When an 
employee’s Supervisor is changed in HRIS, the employee will also be automatically re-assigned to 
the Approver who is his new Supervisor in HRIS.  Approver roles are removed by the LETS Team 
upon notification of job assignment changes or termination. 

A Supervisor must be a Lab employee in order to be a LETS Approver.  Exceptions to this include 
non-LBNL supervisors at the Joint Genome Institute who are responsible for funding. Requests for 
exceptions must be in writing and approved, in advance, by the Chief Financial Officer or designee.  

Also, a Supervisor must have a “heera code” of 2 or 3 (supervisor or manager) in the HR system 
(HRIS) to be set up as a LETS Approver.   

A backup Approver role can be given to an employee by a Timekeeper at the direction of Division 
management.  The employee must have a “heera code” of 2 or 3 (supervisor or manager) in the HR 
system to be set up as a backup Approver.   Backup Approver roles are removed by Timekeepers 
upon notification of job assignment changes, or by the system upon termination. 

A Backup Approver must be a Lab employee  Exceptions to this include non-LBNL supervisors at the 
Joint Genome Institute who are responsible for funding, and ISS/Paryoll personnel who provide 
technical support to Approvers. Requests for exceptions must be in writing and approved, in advance, 
by the Chief Financial Officer or designee.  

An Inputter or backup Inputter role can be assigned to an employee by a Timekeeper.   

Backup Roles 

When acting in a backup role, all the information available to the role being backed up can be 
accessed.  For example, a backup Timekeeper can access all of the Timekeeper’s employees’ time 
data. 

21
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LETS Roles and Views 
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LETS Roles and Responsibilities 

Timely, accurate reporting of effort is a Laboratory requirement used to: 

• Monitor actual performance against budget goals 
• Ensure labor costs are property reported by DOE Budget and Reporting classification 
• Guarantee Employees are paid correctly, and their leave accumulations are accurate 

 

Employees are responsible to accurately report their effort on a timely basis (see RPM §3.02 Time 
Reporting). 

Approvers are responsible to certify timely and accurate reporting of time entered by their 
employees. 

Each Approver must approve all of his or her employees' time, either electronically or on a (provided 
by the Division Timekeeper during the reporting period) or Signature Required Report (emailed to 
Employee or Approver from LETSLite after the reporting period is closed). 

In the absence of the Approver, only another designated supervisor or manager may approve time. 

Time certification by the Employee or the Approver may be electronic with the use of a personal 
password accessing LETS or, when not possible electronically, by actual signature on a Time Sheet 
(provided by the Division Timekeeper during the reporting period) or Signature Required Report 
(emailed to Employee or Approver from LETSLite after the reporting period is closed). 

Employees and Approvers must both concur to changes and corrections to their certified time, 
whether accomplished through LETSLite or through Labor Resource Adjustments. Documented 
employee certification and supervisory approval is required for all time and effort corrections. 

Special Note: In the event that exempt Employees work more than the normal number of hours or 
days, they must distribute their effort proportionally to each project worked on, based on the total time 
worked.  

23
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Getting Access to LETSLite: 

Access to LETSLite requires an LDAP Login (also used for Lab email and calendaring) and a LETS 
Role. 
 
Contact the Help Desk for an LDAP Login if you don’t already have one. 
 
The LETS role of Employee Self-input is set up automatically for new Employees and for re-hired 
Employees. 

If you experience any problem signing on to LETSLite, contact letsteam@lbl.gov 

Signing on to LETSLite: 

1. Start a Web browser (Mozilla or IE recommended) and enter the following web address: 
https://lets.lbl.gov/ 

 

2. The LETSLite sign-on page will display: 
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3. Enter your LDAP username and LDAP password, or enter your Employee ID and LDAP password 
(NOTE: this is your email username and password), then click on the  button. 
 

4. If you have the “Employee self-input” role, LETSLite will present the default screen showing your 
current timecard 

 
 

5. If you don’t have the Employee Self-input role, but do have the Approver, Backup Approver, 
Inputter or Backup Inputter role, LETSLite will present the Time Summary screen, with summary 
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time information for your employees’ current time: 
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Getting around in LETSLite (Navigation): 

LETSLite navigation is done via a drop-down role menu and green function tabs at the top of each 
screen which are particular to the screen, as shown below: 

 

Click on the drop-down Role menu to switch between the different roles you may have in the system: 

 

Click on the green function tabs to select the screen you would like to see: 

 

 
Click on the Help link to access the LETS Home Page containing this help document: 

 
 
Click on the Contact Us link to send an email to the LETS support team letsteam@lbl.gov. 

 
 
Click on Sign Off to log out of LETSLite. 
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Monthly Time Entry 

Monthly Time Entry  - Overview 

The Monthly Time Entry screen is used to enter time for employees who are paid monthly and who 
report their time monthly.  This screen is used by monthly reporting employees to enter or modify their 
own time if they have been given the LETS Self-input role.  The Monthly Time Entry Screen can also 
be used by Approvers to enter or modify time for their monthly reporting employees. 

The Monthly Time Entry Screen displays general information about the employee at the top of the 
screen.  It has a single open Entry Line for entering time.  After an entry has been recorded, it will be 
displayed in the Multiple Display Line Area, and may be modified or deleted.  The Monthly Time Entry 
Screen also displays current leave balances and time entry totals. 

Data can only be entered in the open Entry Line.  When the Add button is pressed, time data entered 
in this line will be saved, displayed in the Multiple Line Area and reflected in the time entry totals 
sections.  The Entry Line will be cleared to allow entry of more time. You must press the  
button to record the entry 

The Monthly Time Entry Screen validates the time data entered according to Laboratory 
requirements.   Some examples of time data validations are validation of project id for open status, 
validation of total hours entered per month, validation of earnings types, etc.  

There are 2 types of monthly paid, monthly reporting employees: 
• Basis 4 - report time in days, in half day or full DAY increments (.50, 1.0, 1.5, etc.) 
• Basis 5 - report time in hours, in quarter-, half-or full-HOUR hour increments (.50, 1.0, 1.50 etc.) 
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Monthly Time Entry - Entering Time 

Upon entry, the Monthly Time Entry screen displays all previously entered time entry lines for the 
open reporting period in the multiple-line display area. 

The Entry Line has the default Earnings Type "R" (regular time) and your default Shift filled in.  There 
are fields to enter Project ID, Leave Date and Days worked.  There is an  button on the far 
right side of this line. 

 
 
To add a new time entry, enter the Project ID to which your work should be charged and the number 
of Days worked (Basis 4) or Hours worked (Basis 5) on the Entry Line 
 
Click on the  button to add the new time entry. The newly added time entry will be displayed 
in the Multiple Line Display Area   
 
IMPORTANT NOTE: When you click on the  button, the time entry is saved and totals 
are recalculated.  In LETSLite, there is no SAVE button.  Any action button such as Add, Update or 
Delete will immediately save the changes, add to totals and adjust balances as necessary. 
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To change the Earnings Type, select from a drop-down list of valid Earnings Types. 
 

 
 

  
Project ID is required. Project ID is validated against open projects that can accept labor charges.  If 
the entered Project Id does not pass this validation, the entry will be displayed in red with the project 
description “INVALID PROJECT 
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Project ID’s in previously entered time are re-validated by a batch process each morning. This 
process will remove the red highlighting and display the Project ID description if an invalid project 
later becomes valid (is opened, or modified to accept labor) 
 
If you enter a Leave earnings type, such as E (employee sick) or V (Vacation), the Project ID field will 
be populated automatically by the system. 
 
A valid date must be entered for Leave time taken.  Enter a valid date, or click on the calendar icon 
next to date entry field and click on a date in the pop-up calendar to select it. 
 

 
  
Leave time added will automatically decrement the appropriate leave balance. 
 
IMPORTANT NOTE: A date is only required for LEAVE time taken.  Do not enter a date for 
regular time. 
 
See Monthly Time Entry - Multiple-Day Leave for more information on entering leave time. 
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Monthly Time Entry - Modifying or Deleting a Time Entry 

To modify a time entry that was previously been added, click on the "Modify" button next to the time 
entry line. 

 
 
Clicking on the Modify button will open the line to be modified.  Enter your changes and click on the 
Update button to save your changes.  Click on the Cancel button to cancel your changes. 

 

33



Monthly Time Entry 

 

letslite_user_manual.doc   10/4/2005 3:40 PM 17

Monthly Time Entry - Releasing Your Time 

After you have finished time entry for the period and do not need to make any changes, you should 
"release" your time entry.  To release your time, click on the Release button on the Time Entry 
Screen  

 
 
A pop-up box will prompt you to release your time.  Click on the "OK" button to release your time. 
 

 
 

After you have released your time for the period, you will no longer be able to access that time record 
for update.  Contact your Approver or Timekeeper if changes need to be made to a time record after 
you have released it.  
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Monthly Time Entry - Prefilled Time 

The Monthly Time Entry screen displays a single row for Prefilled time data if a prefill project has 
been set up for the employee by his/her timekeeper. 
 
A Prefilled time entry is a row of "regular" time data created by the system when a time record is 
created.  For a full time employee, the prefill line will charge all of the regular time (hours or days) for 
the month (excluding holidays) to the "prefill project" set up by the timekeeper.  For a part time 
employee, the prefill line will charge a percentage of the regular time (hours or days) for the month 
(excluding holidays) to the "prefill project" set up by the timekeeper, according to the part time 
employee’s percent-time. 

 
A Prefilled time entry is set up by the timekeeper for convenience in time entry.  It is generally used 
for employees who usually charge all or most of their time to a single project.  The Prefill time entry 
line is an actual time entry.  If no changes are made to the time record, the Prefill time entry will be 
swept as if it had been entered by the employee. 

If additional time entry lines are added to a time record containing a Prefill time entry line, the time 
charged to each additional line will be deducted from the Prefill time entry line total.  Subsequent 
modification to additional time entry line totals will be reflected in the Prefill time entry line total. 
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You cannot modify the Prefill time entry line.  However, it can be deleted by clicking on the “Delete” 
button on the Prefill line. 
 
After a Prefill record for a time period has been deleted, nothing will be displayed in the Prefill line, 
and the decrementing behavior associated with prefill will be discontinued.  Deleting a Prefilled time 
entry in a time period will have no effect on prefill in subsequent time periods. 
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Monthly Time Entry - Holiday time 

In months that have a Laboratory holiday, the system will create a time entry line for each day which 
is a holiday.  The amount of time in the holiday time entry line depends on the employee's percent 
time and reporting Basis.  A full time employee (Basis 4) will have 1.0 day on a holiday time entry line.  
 

 
A 50% employee (Basis 5) will have 4.0 hours on a holiday time entry line, a 60% employee will have 
5 hours, etc. Employees under 50% time are not eligible for holidays  

 
Holiday time entry lines can only be modified by a Timekeeper.  At the present time, modification 
of holiday time by a timekeeper can only be done in LETS or WebLETS 
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Monthly Time Entry - Multiple-Day Leave 

Multiple Day Leave Entry allows Monthly paid employees who enter their time in days (basis 4) to 
enter multiple contiguous days of the same leave type on one time entry line.  LETSLite assumes that 
the date entered is the beginning date for the leave and will make a time entry line for each day of 
leave, and determine each leave date.  In doing so, it will skip over weekends and holidays. 

 
For example, if a Basis 4 employee enters 4 days of vacation time (earnings type=V) beginning on 
June 19, 2003 (a Friday), LETSLite will create four time entry lines, one for each day taken, and will 
deduct 32 hours (4x8 hours) from the vacation balance 

 
Note that no time entry lines were created for the weekend days June 21 & 22 
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Weekly Time Entry 

Weekly Time Entry - Overview 

The Weekly Time Entry screen is used to enter time for employees who report their time weekly. The 
screen can be used by weekly reporting employees to enter or modify their time if they have been 
given the LETS Self-input role.  The Weekly Time Entry Screen can also be used by Approvers to 
enter or modify time for their weekly reporting employees.  

The Weekly Time Entry Screen displays general information about the employee at the top of the 
screen, has multiple time entry rows controlled by a scroll bar in the center of the screen, and has 
sections displaying current leave balances and time entry totals.  Data can only be entered in the time 
entry rows, and time data entered in these rows will be reflected in the time entry totals sections.  

The Weekly Time Entry Screen validates the time data entered according to Laboratory requirements.   
Some examples of time data validations are validation of project id for open status, validation of total 
hours entered per month, validation of earnings types, etc.  

Weekly reporting employees (Basis 2) report time in hours.  They must record their time in quarter 
hour increments (.25, .50, 1.0, 1.25 etc.).  They may record up to 8 regular hours (Earnings Type "R") 
per day.  Entry of Overtime (Earnings Type "O") is required when time for a single day exceeds 8 
hours, or when total time for the week exceeds 40 hours.  
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Enter Weekly Time 

Upon entry, the Monthly Time Entry screen displays all previously entered time entry lines for the 
open reporting period in the multiple-line display area. 

The single enterable time entry line has the default Earnings Type "R" (regular time) and the default 
Shift "1" (day shift) already entered for you.  There is an “Add” button on the far right side of this line. 

 

The Weekly Time Entry screen allows you to enter time for more than one day on a single time entry 
line that is to be charged to the same Earnings Type, Shift and Project ID.  Time units should be 
entered under the day when the time was worked. 

Your time should be reported time in quarter hour increments (.25, .50, 1.0, 1.25 etc.). 
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To add a new time entry, enter Project ID and an entry in hours under each day worked for the 
Project. 

 
 
Click on the Add button to add the new time entry. The newly added time entry will be displayed in the 
multiple-line display area. 
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IMPORTANT NOTE: When you click on the Add button, the time entry is saved and totals are 
recalculated.  In LETSLite, there is no SAVE button.  Any action button such as Add, Update or 
Delete will immediately save the changes, add to totals and adjust balances as necessary. 
To change the Earnings Type, select from a drop-down list of valid Earnings Types. 
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Project ID is required. Project ID is validated against open projects that can accept labor charges.  If 
the entered Project Id does not pass this validation, the entry will be displayed in red with the project 
description “INVALID PROJECT” 
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Weekly Time Entry - Modifying or Deleting a Time Entry 

To modify a time entry that was previously been added, click on the "Modify" button next to the time 
entry. 

 
 
Clicking on the Modify button will open the line to be modified.  Enter your changes and click on the 
Update button to save your changes.  Click on the Cancel button to cancel your changes. 
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Weekly Time Entry - Releasing Your Time 

After you have finished time entry for the period and do not need to make any changes, you should 
"release" your time entry.  To release your time, click on the Release button on the Time Entry 
Screen 

 
 
A pop-up box will prompt you to release your time.  Click on the "OK" button to release your time. 
 

 
 
After you have released your time for the period, you will no longer be able to access that time record 
for update.  Contact your Approver or Timekeeper if changes need to be made to a time record after 
you have released it. 
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Weekly Time Entry - Prefilled Time 

The Weekly Time Entry screen displays a single row for pre-filled time data if a prefill project has 
been set up for the employee by his/her timekeeper.  A prefilled time entry is a row of "regular" time 
data created by the system when a time record is created. 
 
For a full time employee, the prefill line will charge all of the regular time for the week (excluding 
holidays) to the "prefill project" set up by the timekeeper.  For a part time employee, the prefill line will 
charge a percentage of the regular time for the week (excluding holidays) to the "prefill project" set up 
by the timekeeper, according to the part time employee's percent-time. 

You cannot modify the Prefill time entry line. However, you can delete it by clicking on the Delete 
button to the right of the Prefill time entry line 

A Prefill time entry is set up by the timekeeper for convenience.  It is generally used for employees 
who usually charge all or most of their time to a single project.  The Prefill time entry line is an actual 
time entry.  If no changes are made to the time record, the Prefill time entry will be swept as if it were 
entered by the employee.  

If additional time entry lines are added to a time record containing a Prefill time entry line, the time 
charged to each additional line will be deducted from the Prefill time entry line total.  Subsequent 
modification to additional time entry line totals will be reflected in the Prefill time entry line Total. 

 

Weekly Time Entry - Holiday Time 

In weeks which have a Laboratory holiday, the system will create a time entry line with Earnings Type 
"H" and project id "356011" containing hours for each day which is a holiday.  The amount of time in 
the holiday time entry line depends on the employee's percent time and reporting Basis.  A full time 
Basis 2 employee will have 8 hours for each holiday.  A 50% Basis 2 employee will have 4.0 hours for 
each holiday. 
 
Holiday time entry lines can only be modified by a Timekeeper 
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Weekly Time Entry - Enter Leave Time 

Leave time is entered by specifying a leave Earnings Type, such as "V" (Vacation), "E" (Employee 
Sick) or "F" (Family Sick), and entering hours under the day the leave was taken. 
 
Select the leave Earnings Type using the drop-down list. 
 
The Project ID for a leave earnings type will be populated by the system.  
 
For each Vacation time entry line entered, the total hours on the line will be deducted from the 
employee's Vacation Balance.  
 
For each time entry line of Employee or Family Sick Leave entered, the total hours on the line will be 
deducted from the employee's Sick Leave Balance. 
 
For each time entry line of Family Sick Leave entered, the total hours on the line will be added to the 
employee's Family Sick Leave YTD total. 
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Time Approval - Overview 

LETSLite allows for electronic approval of current time for assigned employees.  As an Approver you 
will be able to: 

 
• Approve your employees' current, late and corrected time online  

 
• Modify or add current time information for your employees 

 
• View time information for previous reporting periods 

 
An Employee is assigned to you for time approval based on your designation as his/her supervisor in 
the Human Resources Information System (HRIS). 
 
When you log on to LETSLite, you will be presented with only those employees' time records for 
which you are responsible.  You may approve the current time in LETSLite before the end of the 
current reporting period, which eliminates any requirement to sign and maintain paper documents.  
Your electronic approval of time replaces your signature on any document. 
 
LETSLite will validate projects, vacation and sick leave balances and certain time reporting policies 
automatically. 
 
You can review an individual's time entry, and approve time on an individual basis, or you can 
approve time for all of your employees who have released their time at once (“Approve All” option)  
NOTE that “Approve All” only approves employee-released time – it does not approve un-released 
time which includes late or corrected time.  Unreleased time must be approved on an individual basis. 
 
Once you have approved the time entry for an employee, the employee will no longer be able to 
access that time record.  This prevents the employee from changing the time record after it has been 
approved.  You can unapprove the time record if further changes are needed by the employee.  
 
If you do not approve the time online, LETSLite will generate a paper document, the Approver 
Signature Required Report, after the close of the reporting period for your signature.  A separate 
Approver Signature Required Report will be created for each instance of un-approved time for each 
employee, and emailed to you.  Each Report must be printed, signed by you and returned to the 
Employee’s Timekeeper, who is listed on the Report. 
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Bus Schedules
Effective March 16, 2009

65 Downhill BART 65 Uphilll 62/66 62/66 Downhill BART 62/66 Downhill HMC

6:20 AM 6:30 AM 6:40 AM 6:50 AM 6:30 AM 6:45 AM
6:30 AM 6:40 AM 6:50 AM 7:00 AM 6:45 AM 7:00 AM
6:40 AM 6:50 AM 7:00 AM 7:10 AM 7:00 AM 7:15 AM
6:50 AM 7:00 AM 7:10 AM 7:20 AM 7:15 AM 7:30 AM
7:00 AM 7:10 AM 7:20 AM 7:30 AM 7:30 AM 7:45 AM
7:10 AM 7:20 AM 7:30 AM 7:40 AM 7:40 AM 7:55 AM
7:20 AM 7:30 AM 7:40 AM 7:50 AM 7:50 AM 8:05 AM
7:30 AM 7:40 AM 7:50 AM 8:00 AM 8:00 AM 8:15 AM
7:40 AM 7:50 AM 8:00 AM 8:10 AM 8:10 AM 8:25 AM
7:50 AM 8:00 AM 8:10 AM 8:20 AM 8:20 AM 8:35 AM
8:00 AM 8:10 AM 8:20 AM 8:30 AM 8:30 AM 8:45 AM
8:10 AM 8:20 AM 8:30 AM 8:40 AM 8:40 AM 8:55 AM
8:20 AM 8:30 AM 8:40 AM 8:50 AM 8:50 AM 9:05 AM
8:30 AM 8:40 AM 8:50 AM 9:00 AM 9:00 AM 9:15 AM
8:40 AM 8:50 AM 9:00 AM 9:10 AM 9:10 AM 9:25 AM
8:50 AM 9:00 AM 9:10 AM 9:20 AM 9:20 AM 9:35 AM
9:00 AM 9:10 AM 9:20 AM 9:30 AM 9:35 AM 9:50 AM
9:10 AM 9:20 AM 9:30 AM 9:40 AM 9:50 AM 10:05 AM
9:20 AM 9:30 AM 9:40 AM 9:50 AM 10:05 AM 10:20 AM 10:14 AM 10:22 AM
9:30 AM 9:40 AM 9:50 AM 10:00 AM 10:20 AM 10:35 AM 10:30 AM 10:38 AM
9:40 AM 9:50 AM 10:00 AM 10:10 AM 10:35 AM 10:50 AM 10:46 AM 10:54 AM
9:50 AM 10:00 AM 10:10 AM 10:20 AM 10:50 AM 11:05 AM 11:02 AM 11:10 AM

10:00 AM 10:10 AM 10:20 AM 10:30 AM 11:05 AM 11:20 AM 11:18 AM 11:26 AM
10:10 AM 10:20 AM 10:30 AM 10:40 AM 11:20 AM 11:35 AM 11:34 AM 11:42 AM
10:20 AM 10:30 AM 10:40 AM 10:50 AM 11:35 AM 11:50 AM 11:50 AM 11:58 AM
10:30 AM 10:40 AM 10:50 AM 11:00 AM 11:50 AM 12:05 PM
10:40 AM 10:50 AM 11:00 AM 11:10 AM 12:05 PM 12:20 PM
10:50 AM 11:00 AM 11:10 AM 11:20 AM 12:20 PM 12:35 PM
11:00 AM 11:10 AM 11:20 AM 11:30 AM 12:35 PM 12:50 PM
11:10 AM 11:20 AM 11:30 AM 11:40 AM 12:50 PM 1:05 PM
11:20 AM 11:30 AM 11:40 AM 11:50 AM 1:05 PM 1:20 PM 1:13 PM 1:21 PM
11:30 AM 11:40 AM 11:50 AM 12:00 PM 1:20 PM 1:35 PM 1:29 PM 1:37 PM
11:40 AM 11:50 AM 12:00 PM 12:10 PM 1:35 PM 1:50 PM 1:45 PM 1:53 PM
11:50 AM 12:00 PM 12:10 PM 12:20 PM 1:50 PM 2:05 PM 2:01 PM 2:09 PM
12:00 PM 12:10 PM 12:20 PM 12:30 PM 2:05 PM 2:20 PM 2:17 PM 2:25 PM
12:10 PM 12:20 PM 12:30 PM 12:40 PM 2:20 PM 2:35 PM 2:33 PM 2:41 PM
12:20 PM 12:30 PM 12:40 PM 12:50 PM 2:35 PM 2:50 PM 2:49 PM 2:57 PM
12:30 PM 12:40 PM 12:50 PM 1:00 PM 2:50 PM 3:05 PM 3:05 PM 3:13 PM
12:40 PM 12:50 PM 1:00 PM 1:10 PM 3:05 PM 3:20 PM 3:21 PM 3:29 PM
12:50 PM 1:00 PM 1:10 PM 1:20 PM 3:20 PM 3:35 PM 3:37 PM 3:45 PM

1:00 PM 1:10 PM 1:20 PM 1:30 PM 3:35 PM 3:50 PM
1:10 PM 1:20 PM 1:30 PM 1:40 PM 3:50 PM 4:05 PM
1:20 PM 1:30 PM 1:40 PM 1:50 PM 4:05 PM 4:20 PM
1:30 PM 1:40 PM 1:50 PM 2:00 PM 4:20 PM 4:35 PM
1:40 PM 1:50 PM 2:00 PM 2:10 PM 4:35 PM 4:50 PM
1:50 PM 2:00 PM 2:10 PM 2:20 PM 4:50 PM 5:05 PM
2:00 PM 2:10 PM 2:20 PM 2:30 PM 5:05 PM 5:20 PM
2:10 PM 2:20 PM 2:30 PM 2:40 PM 5:20 PM 5:35 PM
2:20 PM 2:30 PM 2:40 PM 2:50 PM 5:35 PM 5:50 PM
2:30 PM 2:40 PM 2:50 PM 3:00 PM 5:50 PM 6:05 PM
2:40 PM 2:50 PM 3:00 PM 3:10 PM 6:05 PM 6:20 PM
2:50 PM 3:00 PM 3:10 PM 3:20 PM 6:20 PM 6:35 PM
3:00 PM 3:10 PM 3:20 PM 3:30 PM 6:35 PM 6:50 PM
3:10 PM 3:20 PM 3:30 PM 3:40 PM 6:50 PM 7:05 PM
3:20 PM 3:30 PM 3:40 PM 3:50 PM
3:30 PM 3:40 PM 3:50 PM 4:00 PM
3:40 PM 3:50 PM 4:00 PM 4:10 PM
3:50 PM 4:00 PM 4:10 PM 4:20 PM
4:00 PM 4:10 PM 4:20 PM 4:30 PM
4:10 PM 4:20 PM 4:30 PM 4:40 PM
4:20 PM 4:30 PM 4:40 PM 4:50 PM
4:30 PM 4:40 PM 4:50 PM 5:00 PM
4:40 PM 4:50 PM 5:00 PM 5:10 PM
4:50 PM 5:00 PM 5:10 PM 5:20 PM
5:00 PM 5:10 PM 5:20 PM 5:30 PM
5:10 PM 5:20 PM 5:30 PM 5:40 PM
5:20 PM 5:30 PM 5:40 PM 5:50 PM
5:30 PM 5:40 PM 5:50 PM 6:00 PM
5:40 PM 5:50 PM 6:00 PM 6:10 PM
5:50 PM 6:00 PM 6:10 PM 6:20 PM
6:00 PM 6:10 PM 6:20 PM 6:30 PM
6:10 PM 6:20 PM 6:30 PM 6:40 PM
6:20 PM 6:30 PM 6:40 PM 6:50 PM
6:30 PM 6:40 PM 6:50 PM 7:00 PM
6:40 PM 6:50 PM 7:00 PM 7:10 PM
6:50 PM 7:00 PM 7:10 PM 7:20 PM
7:00 PM 7:10 PM 7:20 PM 7:30 PM

Blue Bus
Route: 40 minutes

10 minute intervals

Orange Bus
Route: 30 minutes

15 minute intervals
10 min intervals (7:40 - 9:40 am)

Green Bus
Route: 16 minutes
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Ordering Services from Internal Resources Other
Than Procurement at LBNL

CONFERENCES
LBNL-organized conferences and meetings must be coordinated
with Conference Services.

Call Conference Services at X5073, or visit
http://www.lbl.gov/Workplace/CFO/conferences/index.html.

FACILITIES
Modifications and repairs to LBNL buildings are processed
through the Facilities Division. A valid project ID is needed.

Call the Work Request Center at X6274, or visit
https://workrequest.lbl.gov.

GUESTS
Stipends and honoraria for short-term visitors providing noncom-
mercial advisory or speaking services are processed through Dis-
bursements.

Call X6954, and see RPM 11.29 (Honoraria) at
http://www.lbl.gov/Workplace/CFO/assets/docs/fpt/policies/
Honoraria_policy.pdf.

MANUFACTURING
Electronic/mechanical hardware to be made at LBNL is ordered
through the Engineering Division.

For electronic fabrications, call X5473; for mechanical fabrica-
tions, call X5904.

PRINTING AND GRAPHICAL COMPOSITION
Must be performed through the Creative Services Office.

Call Creative Services at X6541, or visit
http://www.lbl.gov/LBL-PID/CSO/.

PUBLICATIONS
Publication of technical papers in scientific journals is processed
through the Library.

Contact the Division Business Office; or call the Library at X6504,
or visit http://www-library.lbl.gov/.

TRAVEL
Travel and off-site conference costs are processed through the
Laboratory’sTravel System.

Call X4500, or visit http://travel.lbl.gov/.

FRIENDLY REMINDER:
To avoid problems with your requirement, make sure you have
the appropriate approval and follow these approved paths. Buy-
ing outside these approved paths can result in personal liability
for the costs.

NEED HELP OBTAINING SUPPLIES AND SERVICES?

http://www.lbl.gov/Workplace/CFO/assets/docs/fpt/policies/Honoraria_policy.pdf
http://www.lbl.gov/Workplace/CFO/conferences/index.html
https://workrequest.lbl.gov
http://www.lbl.gov/LBL-PID/CSO/
http://www-library.lbl.gov/
http://travel.lbl.gov/


Buying Commercial and Noncommercial
Supplies and Services from External Resources

Before you start, make sure you know the approximate cost and
description of your requirement (i.e., scope of service or supply),
and that you also have a valid project ID and approval (generally
from a supervisor or PI) to charge this expense.

A. For frequently used commercial products under Lab-wide sub-
contracts covering computers and related products, electrical
hardware, laboratory materials and glass/hardware, office prod-
ucts, tools, etc.:

1. Go to eBuy System at http://ebuy.lbl.gov to place your order.

2. Enter the following required information:

• LDAP user ID • Employee Number
• Project ID • Approver Name

For contact information on eBuy contracts, go to http://ebuy.lbl.gov,
and visit the merchant page for a particular eBuy vendor.

B. For other frequently used, commercially available commodities
or services not covered in A, above:

1. Go to the Procurement Web site at http://procurement.lbl.gov or
http://www.lbl.gov/Workplace/CFO/pro/links.html to get a list of
available blanket subcontracts.

2. Place your order directly with the vendor via Web, fax (see ven-
dor website), or phone by using an LBNL or division blanket

subcontract. “Deliver to” name and location, and a Project ID are
required when placing your order. Authorized users may be lim-
ited.

For information or assistance regarding usage of a particular
blanket subcontract, contact the buyer listed on the respective
blanket subcontract.

C. For other supplies and services not covered in A and B, above:

An approved ePro requisition is required to place an order. See
instructions located on the Procurement Web site at
http://procurement.lbl.gov. A Procurement Specialist will place
the purchase order.

For information or assistance on preparing a requisition through
the ePro System, contact your Division Business Manager or de-
signee.

Planning assistance and other information are available from Pro-
curement Liaisons assigned to your division or subject matter;
find your division’s Procurement Liaison at http://procurement.
lbl.gov/liaisons.html.

Other information about obtaining goods and services is avail-
able in the LBNL Regulations and Procedures Manual, Section
11.38 (Obtaining Goods and Services), at http://www.lbl.gov/
Workplace/RPM/R11.38.html; and the Procurement and Property
Web site at http://procurement.lbl.gov.
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