Procedures for Submitting Time Logs  

Time logs for Repair or Preventive Maintenance need to be submitted by the 5th of the month to assure payment at the end of that month. 

Initial (First Time) Set Up on your  Personal Computer: 

1. As of 9/1/04 everyone should have a copy of OFFICE (including Word) on their teacher school computer.     If you do not, please see your building technician. 

2. Open (double click) PM and/or REPAIR time log form from ITE website (see Policies and Procedures/Time Logs).

3. Save BOTH the REPAIR and the PREVENTIVE MAINTENCE as MASTER FORMS by: 

· Choose File/Save As/ (give new file a name on your computer).   Note:   clearly label whether you are saving the PM or the REPAIR MASTER FORM.    These are two separate forms.    Save file as your PM or REPAIR MASTER FORM.     Once you have saved these as Master Files, you will then use them every time you wish to submit a time log. 

Subsequent  Submission of Time Logs: 

Select from your computer file whether you are completing the PM or REPAIR MASTER FORM.    Double click to open. 

PAPER SUBMISSION: 

1. Print the respective PM or REPAIR MASTER FORM from your computer files.     

2. Complete and mail in school mail to curriculum specialist.    

3. Keep file copy for your own records.  

ELECTRONIC SUBMISSION: 

1. Pull up the respective PM or REPAIR MASTER FORM and complete the information on your computer after you have completed the work. 

2. Save your completed form you wish to submit for payment as follows:  (this will allow you to keep the MASTER FORM for future use again as well as keep an electronic file of those you submit)

· File/Save AS – give file the date and type you submitted to be stored on your computer.    Suggestion:   091204 Repair === means you submitted on Sept 9, 2004 Repair hours. 

· Email ITE curriculum specialist (candrin@lps.org for interim period) your hours as an attachment by creating email and then inserting attached WORD file that you wish to submit.     

· These procedures will give you an electronic file copy of what you submitted as well as sending your information to the curriculum specialist.   You can check your “sent items” email file on your computer to verify that the form was sent and received.    If there were problems submitting, you will receive an “unable to send” message in your IN email box.    If you do not receive this notice, the form was received by curriculum specialist. 

