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CMiC Navigation (For Time Entry Only Users)

Log into CMiC or Construct CT App

e CMIiC Desktop link: https://cmiclkeeley.cmicpaas.com/cmiclaunch/cmiclaunch r12.html

o Select your Product and Environment
o Enter your credentials
o Select Construct CT Header

e Login with Construct CT App

Creating a Crew

e Select Project
o Click on the 3 Blue Bars in the top left corner to open the Menu

o Selectyour Job & click on Crews to bring up the Crew Maintenance screen

o Add a Crew by clicking on the blue + button in the bottom right corner

- S
- /Select Job
ec - = ZekeTLi
kS Zeke T-Line ZelGting <
Gews s Click Crews =
Project Dashboard Crew Schedule swtt Responsible Person Foreman
Productivity Doshboard loranecz ROBERT M GRYD ROBERTM GR2YE
e ROBERT M GRZVE MATTHEN T PFAFF
.. ew
- Matte Crow 240532CPFA MATTHEWT PeaF MATTHEN T PrAFF
Timesheet
This screen lists the Crews
Maintain Crew currently set up for the selected Job
[
Checklists
Crew Dashboard
Crew Real Time Dashboard
Utilities.
Dashboards
Timesheet Approval Click the plus to add a Crew

e Create Crew

o Crew Code - Enter the crew code. This must be a new code as each crew must have a

unique code.
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o Crew Name - Enter the full name of the crew.
o Start Date - Needs to on or before the first day of the current pay period
o End Date - Only enter end date when the Crew will no longer be used

o Schedule - If schedules have been created within Construct CT, it can be selected

here.

o Shift - Day, Night, Evening or All. Depending on the set up, the shift could drive rates.
o Responsible Person - Who is responsible for entering the time for this crew
o Foreman - Who is the foreman on the job responsible for this crew. This can be the
same as the responsible person.
o Sign-Off - Use this if the employees need to sign off on their time.
* Foreman Signature Required - This feature is only used if the Foreman needs
to sign off on the time entered.

CMIiC ENTERPRISE TRAIN [Cloned 10/18/2024) © Okcrocker @ @
Enterprise Field E-Time Construct PM HCM Edit Mode

X Zeke T-Line

Crew Code*

TESTCREW1

Crew Name*

;‘85?691‘—01 (]

End Date

Schedule

shift*
All

Responsible Person*
SETH M KNIGHT
Foreman*

ROBERT M GRZYB
Sign-0ff
None

Foreman Signature Required

In/Out

+/ Create Crew

e Crew Maintenance Screen - add Crew Members and Tasks (cost codes).
o Clickthe "+ Add Crew Members” button. Select the employees on the Crew.

o Click the "+ Add Task” button. Select the cost codes needed for the timecard.
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CMIC ENTERPRISE TRAIN (Cloned 10/18/2024) © Oxcrockr © O
Enterprise  Field  E-Time  Construct PM HCM  Edit Mode

= Zeke T-Line
W 025010 - -
Crew Name shift Code
CREW1 Schedule - 1 -
Responsible Person Foreman Sign-Off
SETH M KNIGHT - ROBERT M GRZYB - None -
Foreman Signature Required » In/Out » N
Crew Member Trade Job Union* Equipment
©® @ 2833: SETH M KNIGHT PROJECT DIRECTOR Employee is not unionized 0 [©)
©® @ 5279: MARY E POLLMANN PROJECT CONTROLS Employee is not unionized 0 [©)

*Union is assigned by the Job Location
(@ ADD CREW MEMBERS

Tasks

01-711300: Mobilization € 01-312000: Project Manager € 01-312100: Project Engineer @

Entering Crew Time

e Openthe menu and select a Job and Crew.

o Select Crew & click on Timesheet

y Project -
S Zeke T-Line
y Project . ) Crews
& Zeke T-Line Select Crew
Project Dashboard
Crews Search
Project Dashboard Soon ‘:{ Productivity Dashboard
19-7311CGRZ
- ee Crew
Productivity Dashboard = CREW1 -
CREW1 f{
TESTCREW1
o Crew v Timesheet
Matt Crew i’:{
Utilities AR Maintain Crew
Matt's Crew
Dashboards 19-7311T-GRZ A Checklists
Timesheet Approval Crew Dashboard
Schedule Codes

Crew Real Time Dashboard

Real Time Dashboard

e Select the date worked and which source to create the timesheet template

from.

o Crew Maintenance - loads the crew membersand cost codes (tasks) that were set up

on the Crew.
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o Previous Day - Select this method if crew members or tasks have been added directly
to the previous timesheet instead of the Crew (via Crew Maintenance) and you want

those changes on the current timesheet.

CMIC ENTERPRISE TRAIN (Cloned 10/18/2024) © O xcrocker (-2

Enferpise  Fied  ETme  ConstuctPM | ConstructCT | HCM  Edit Mode

= ZekeT-Line > CREW1 > All 1/22/2025-1/28/2025 B

WEDNESDAY THURSDAY FRIDAY. SUNDAY MONDAY TUESDAY
12 123 124 25 1126 127 128

\ 1. Select day you are
entering time for.

Defaults to current date

2. The first time you enter time for a Crew,
you must create from Crew Maintenance.
thetemplatefom? -~ Creating the template from previous day
is helpful if you've added tasks or
employees to a previous timesheet (but
not the crew itself) and want to copy it,
rather than manually adding it again.

Create Timesheet

Where do you want to cr

e Once the timesheet is populated, add hours by clicking the + button under the appropriate
cost code. Click on the + (or click and hold to open multiselect) to add hours for crew
members. If using the multiselect function, all the selected employees will be entered for the

same number of hours.

e If entering time for crew members

MARY E POLLMANN - Mobilization

individually, a box with the

, Normal Hour Unsaved 8|
employee’s name and the cost code ©

selected will pop up. Enter the hours Total 8
and press okay. Add Hours Type cance. ([N
Mobilizati Pi t Ei Py t M,
CroWMombers InsOu W 2405325, 01711300, L 2405955, 01312100, L 2405955, 01312000, L
Units
5279: MARY E POLLMANN
* ANALYST 8.00 8.00
2833: SETH M KNIGHT
D Decumve 000
Total 0.00 800 8.00 0.00 0.00
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Batch Time - 3

© Normal Hour Unsaved 4

© Overtime Hour Unsaved 0.0

selected, press the plus in the top righthand corner. © DoubleOvertme Hour o — 00

e If using multiselect, after all employees/cost codes are

Total 4

Add Hours Type CANCEL OKAY

CMIC ENTERPRISE TRAIN [Cloned 10/ 18/2024) © Oxcrockir © &

Enterprise  Fiekd E-Tme  ConstuctPM | ConstructCT | HCM  Edit Mode

X 3 selected

Crew Members Total e e e 4055 0559 01312000, L1
Units

5279: MARY E POLLMANN
B DROJCT CONTROLS 000

2833: SETH M KNIGH
B BROJECT DRECTOR

Total 000 000 000 000

e Enter the hours for the employees/cost codes selected, press okay.

CMIC ENTERPRISE TRAIN (Cloned 10/18/2024) 0 Oxcocr O &

Enterpise  Field  E-Tme  ConstructPM | ConstructCT | HCM  Edit Mode

= Zeke T-Line > CREW1 > All 1/22/2025-1/28/2025 (3
WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY MONDAY TUESDAY
V2 23 1124 125 1126 127 1128
“ e
Crew Members Total OSSO 100 405520 01 12100 i Cra
Units
& PROJECT CONTROLS 40 40
B ROUKET DIRECTOR (9 - —
1200 800 400 0.00

Total
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Navigate to Menu > Select Project > Select Crew > Timesheet
e Goto Expense Tab
o Click (or press and hold to do multiple) on the + under the appropriate cost code, for
the selected employees.

CMIC ENTERPRISE TRAIN [Cloned 10/18/2024) © Okcrocker @ @

Enterprise  Field E-Time  Construct PM | ConstructCT | HCM Edit Mode

X 2 selected

WEDNESDAY THURSDAY FRIDAY SUNDAY
1/22 1/23 1/24 1/26
e s m
Mobilization iect Engine Project Manager Per Dier p
Crow Mombers Benses 24-0532C, 01711300, L1 #0532, 01.312100, L1 405320, 01.31200 40532C, 01 0, F ®
5279: MARY E POLLMANN 0
PROJECT CONTROLS
2833: SETH M KNIGHT 0
PROJECT DIRECTOR
Jm
Total 0.00 0.00 0.00 0.00 0.00

o Select the expense type, enter the amount, or quantity & rate, depending on the

expense and Save.

Select Expenses

rch
MILE
PD
Actual [y
TRAV

INE
CMIC ENTERPRISE TRAIN [Cloned 10/ 18/2024) ©® Oxcrockin @ &

Enterprise  Field E-Time  ConstructPM | ConstructCT | HCM  Edit Mode

X 1 Activities Selected B save

2 Crew Members Selected

Expense ype Hours Type Quantity Rate Amount
©  PerDEM AcTL $ 100 ‘
Totals 100.00
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CMIC ENTERPRISE TRAIN [Cloned 10/18/2024) ©® Oxcrocker O O
Enlerprise  Fied  ETime  ConstructPM | ConstructCT | HOM  Edit Mode
= Zeke T-Line > CREW1 > All 1/22/2025-1/28/2025 (A
SDA FRIDAY TUESDAY
24 128
CREW EQUIPMENT EXPENSE &
Mobilization Per Diem Project Engineer Project Manager Spo
COAZED Epse 240532C, 01-711300,L1 240532€, 01-317500, PD 24:0532C, 01-312100,L1 240532, 01-312000, L1 240532C, 034
5279 MARY E POLLMANN o
PROJECT CONTROLS v 100
Subtotal 100.00 100.00
2833: SETH M KNIGHT P0 10000 Y
PROJECT DIRECTOR g 10000
Subtotal  100.00 10000
Total 20000 0.00 20000 000 0.00

Entering Production Quantities

Navigate to Menu > Select Project > Select Crew > Timesheet

e Under the appropriate phase, click on the blue plus to open the units entry window.

= ZekeT-Line > CREW1 > All 1/22/2025-1/28/2025 [

WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY MONDAY TUESDAY
122 1/23 1/24 1/25 1/26 /27 1/28

EQUIPMENT EXPENSE
Crow Mlambiers In&Out ot 2405558 0711500, 240522901 517500, PD 2408958 01313100, 2405958, 01313000, 2406999, 05370000,
Units I © © (+] © ©
L S275:MARY EPOLLMANN ® 400 400 ® ® ® ®
& Beome T ® 800 400 ® 400 ® ®
Total 000 1200 8.00 0.00 400 0.00 0.00

e Enterin the units or percentage completed for that day. Once one is entered, the other will

populate.

Reinforcing Steel - Units Complete

Weight or Measurement

GL - Gallons

Units

Today To Date Percent (%)
4834.02 0.0

Comments (optional)

Cancel Ok

e Once all entries are in (including per diem, see notes below), use the 3 dots in the upper

right corner to Submit. This will allow the approvers to approve the timecard
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= Zeke T-Line > CREW1 > All

=, AddTask
WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY MONDAY

122

123 1/24 1/25 1/26 127 2% Add Crew Members

EQUIPMENT EXPENSE B PostPhase Unit
{ o sumt N
Mobilization Project Engineer

Crow Members n&out Total 2405325, 01-711300, L 2405325, 01-312100, L

X Reject
Units (+] (+]

2, Approve
o Z{«TL%?W EPOLLMANN 300 o 8 ot
£ 2833: SETHMKNIGHT 73] Pull Hours from Check

EXECUTIVE 0.0 In

Clear All
Total 0.00 8.00 8.00 0.00

Review Dashboards

Navigate to Menu > Select Project > Project Dashboard
The Review CT Project dashboard is used to summarize how many hours each crew has entered by
type. There are two statuses:

e Complete - the crew has 5 days of time entered.

e Incomplete - the crew does not have 5 days of time entered.

= 24-0532S - Zeke T-Line 1/22/2025-1/28/2025 B Q

Status Normal Overtime Double OT Other Equipment
gERSE?(;RE\W Incomplete 12 0 0 0 0
Total 12 0 0 0 0

e Click on the crew to drill into the Crew Dashboard. Click on the employee to see their time

for the week.

Navigate to Menu > Select Project > Select Crew > Crew Dashboard
e The Review CT Crew Dashboard is used to summarize hours entered for the selected crew,
by hour type. This shows how many days are due for each employee. Click on the employee

to see their time for the whole week.

= TESTCREW1 - CREW1 1/22/2025-1/28/2025 O Q

Due Normal Overtime Double OT Other Equipment
MARY E POLLMANN
5279 4 Days 4 0 0 0 0
SETH M KNIGHT
bl 4Days 8 0 0 0 0
Total 12 0 0 0 0
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Navigate to Menu > Utilities > Dashboards
e The CT Dashboard lists all jobs that the user has access to under the ‘My Jobs' tab. Click on
the job to see the Project Dashboard. The ‘My Responsible Crews’ tab shows all Crews the

user has been listed as the responsible person in Crew Maintenance.

Timesheet Approval Process

Navigate to Utilities > Timesheet Approval
e Use the Filters (Date, Job, Crew, Foreman, Responsible Person, Status) to filter for the
timesheets you are responsible for reviewing and approving.
Each line in the Timesheet Approval screen is an individual day. Click on any part of the
entry to open the timecard and see the details. Once you are confident that all entries are

correct, select them and hit the Approve button:

= Timesheet Approval
From Date Not everyone will see all

’7202501'24 D
depend on your role.

“

- oD

ToDate

( Date Range will default
202502:04

to current week

Crews
{? | Company ~ Job v Cew~ St »  Swus v  Foeman ~  ResponsiblePerson v |F||ters

Project Dashboard

Productivity Dashboard
oo Crew
“* CREW1
Timesheet
Maintain Crew
Checklists
Crew Dashboard
Crew Real Time Dashboard

Utilities

Dashboards

Timesheet Approval

Schedule Codes

Real Time Dashboard

B bate =  Company = Job = Cew = sht = Foreman ﬁ:’:‘s""e = |Pendmg Submitted Approved Rejenedl

O 02042055 Keeley Construction (2312055) Texas Trust Credit Mary's Crew Al

Group,Inc Union -Civi

MICHAEL RUPINSKI

01/24/2025  Keeley Construction

Group, Inc
\ \

(24-05325) Zeke T-Line CREW1 ROBERT M GRZYB SETH M KNIGHT

Hours

Expenses
Equipment

Hours ) 12
Expenses 0. 200.00
Equipment )

Select the entries you've reviewed and the desired /
action button (Submit, Approve, Reject). The Post
button is ONLY for Payroll and will not be available for
other users.

The hours and expenses will be
under the status they are currently
in.

e To open the timecard and view the details entered for that day, click on any part of the

entry.
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=  Timesheet Approval

From Date To Date

= Company ~ Job ~ Crew ~ shift ~ Status ~ Foreman ~ Responsible Person ~
O oDae = Company = Job = Crew = shft =  Foreman =  Responsible Pending Submitted Approved Rejected
D 01/23/2025 Keeley Construction (24-0532S) Zeke T-Line CREW1 All ROBERT M GRZYB SETH M KNIGHT Hours 8
Group, Inc
Expenses (
@ Equipment
m] 01/24/2025 Keeley Construction (24-0532S) Zeke T-Line CREW1 All ROBERT M GRZYB SETH M KNIGHT Hours C 12
Group, Inc E ~ 200,00
Equipment
m] 01/26/2025 Keeley Construction (24-0532S) Zeke T-Line CREW1 All ROBERT M GRZYB SETH M KNIGHT Hours
Group, Inc
Expenses
Equipment
m] 01/25/2025 Keeley Construction (24-0532S) Zeke T-Line CREW1 All ROBERT M GRZYB SETH M KNIGHT Hours
Group, Inc
Expenses
Equipment

& Zeke T-Line > CREW1 > All Thursday, 1/23/2025
EQUIPMENT EXPENSE ] [N

CEvienbas Totel 24—05?2?3%-3;?1" 300,L 24-;5{?2&58,‘ e 00, 24-§5’glzesc,‘0’\f-aznwazgneu(0, L Rezcae-ggé?;ukss-;as%eo(%a,';g »
Units © © © ©
S ° ° ®
5 e ° ° ° °

Total 800 800 000 000 000

e Timesheets can also be approved/rejected using the menu in the top right.

= Add Task
=» Add Crew Members

& Submit
X Reject
2 A
h'A pprove
N
ﬁ Post

Pull Hours from Check
In

=

Clear All

e Approvers may update pending and unsubmitted entries. To change an approved

timesheet, it must be rejected first, then resubmitted and approved.
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