
 
Welcome to the DNR  

Employee Time Reporting (ETR) Help 
 

 
From this file you will be able to find help on useful topics by a table of contents, or via an indexed 
search. Use the PDF Bookmarks at left to get started. 
 
You will also be able to keep up with the latest enhancements to the system via the "What's 
New?/New Features" links that appear 
 
If you have questions or need help with the system that this help document does not answer, please 
contact support at suppor@dnr.mo.gov. Someone will either call or e-mail you to assist. 
 
If you have comments or suggestions regarding this site, please e-mail those to suppor@dnr.mo.gov 
as well. Your feedback is important to us and will be shared in future meetings of the DNR ETR team. 
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Chapter 1: Accessing the Employee Time System  
Section 1.0 Section 1 
1.1 Logon 
 
From the DNR Central homepage, single click the Employee Time Reporting link.  
your screen will look similar to this:  
 

 
Complete the following 

 
 
Your Dashboard will be loaded. The Dashboard is where you manage all your Time Reporting. The 
Dashboard looks as follows:  
 

 



Chapter 1: Accessing the Employee Time System  
Section 1.0 Section 1 
1.2 Log off 
 
Step-by-Step  
To logout out of the ETR system look for the menu bar at the top of your ETR window.  
 

 
 
After clicking Logout your screen will look similar to this – This is a second check so you do not logout 
accidently:  
 

 
 
Single click the Log Out button to exit Employee Time Reporting. 



Chapter 1: Accessing the Employee Time System  
Section 1.0 Section 1 
1.3 Your Dashboard 
 
Dashboard 
 

 
 
 
Structural Overview of Employee Dashboard 
 

 



Chapter 2: User Profile  
Section 1.0 Profile Parameters 
1.0 Overview 
 
You will access your User Profile from your Time Report Dashboard. Selection shown by arrow 
below. 
 

 
 
Once you make this selection the Profile Document will open. Below is a full version of the Profile 
Document. The individual sections have their on description. 



Screen Continued 



Screen Continued 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.1 Email Address (for notification of status changes) 
 

 
 
Locate the Email section of your profile as shown in the screen shot segment below. Enter your Email 
address.  
 
To add additional Email addresses, single click the Add Email Address button for each additional 
Email address.  
 

 
 
You will have the option of entering (or adding) an email account to be used for notifying you 
regarding status changes in your Time Report. Below is an enlargement showing the process. 
 

 
 
You may add multiple email addresses for notification. E.g. Home and work.  
 
Don't forget to save your changes. 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.2 Entering Program and Division Information 
 

 
 
Locate the section of the Profile that shows "Program and Division" and select the one that applies to 
you.  
 
Select and enter your Program and Division, and Div/Program effective date (see arrow).  
 

 
 
Select your Division and Program from a “drop down” list. As sample shown here  
 

 
 
Don't forget to save (at bottom of form) your information before leaving your profile. 
 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.3 Setting a Default "Week Begin Day" 
 
You can enter a "Week Begin Day" into your Profile to be used for each Time Report period. To do 
so, select "Modify Employee Profile" from your Dashboard (see below) 
 

 
Locate the section of the Profile that shows "Week Begin Day" and select the day of the week which 
starts your work week. 
 

 
 
Scroll down to the bottom of the screen and click on Save Modified Employee Profile.  
 

 
 
You have successfully set your "Week Begin Day." 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.4 Setting Default RDO's 
 
You can enter Default RDO's into your Profile to be used for each Time Report period. To do so, 
select "Modify Employee Profile" from your Dashboard (see below) 
 

 
Locate the section of the Profile that shows "Default RDO(s)" and select your RDO(s). 
 

 
 
Scroll down to the bottom of the screen and click on Save Modified Employee Profile.  
 
 

 
 
You have successfully set the RDO(s) that will be loaded for all future Time Sheets 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.5 Setting Autofill fields 
 
You can select fields to automatically fill into new Time Reports. You select the options in your Profile. 
To do so, select "Modify Employee Profile" from your Dashboard (see below) 
 

 
Locate the section of the Profile that shows "Autofill Time Record with ...." and select if you want to 
have your LDPR entries and/or Work Schedule automatically filled in with each new report. Also 
check if you want an email notification when your time record is completed. 
 

 
 
Scroll down to the bottom of the screen and click on Save Modified Employee Profile.  
 

 
 
You have successfully set the fields that will be loaded for all future Time Sheets 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.7 Setting Supervisor and Time Keeper (7 & 8) 
 
You record who is your Time Keeper and Supervisor (for approving your time) into your Profile. To do 
so, select "Modify Employee Profile" from your Dashboard (see below) 
 

 
Locate the section of the Profile that shows "Approver and Timekeeper(s')" and select the name of 
the person (or persons) who can approve your Time Report and the name of your timekeeper. These 
will automatically be filled in with each new report.  
 

 
 
Scroll down to the bottom of the screen and click on Save Modified Employee Profile.  
 

 
You have successfully set the fields that will be loaded for all future Time Sheets 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.8 Entering Regularly Used LDPR codes 
 
You can pre-fill regularly used LDPR codes into your Profile. To do so, select "Modify Employee 
Profile" from your Dashboard (see below) 
 

 
 
Your screen will look like this:  
 

 
 
2. Scroll down your Profile page till you find the Regulary used LDPR section.  



 
 
3. You can find a list of LDPR codes by clicking on the LDPR Code link the column header. See 
screen below.  
 

 
The LDPR table is for reference purposes. Clicking on the code in the table will not create an LDPR 
entry. You have to manually enter the code (or copy and paste it) to the table.  
 
4. Use the same process for finding and entering Activity Codes and Job/Project Numbers. See 
sample screen below  
 

 
 
 



Scroll down to the bottom of the screen and click on Save Modified Employee Profile.  
 

 
 
You have successfully set the codes that will be loaded for all future Time Sheets 



Chapter 2: User Profile  
Section 1.0 Updating Profile 
1.9 Setting Default Work schedule 
 
You can select fields to automatically fill into new Time Reports. You select the options in your Profile. 
To do so, select "Modify Employee Profile" from your Dashboard (see below) 
 

 
 
Locate the section of the Profile that shows "Default Work Week Schedule" enter the Work Schedule 
you want automatically filled in with each new report.  
 

 
 



Scroll down to the bottom of the screen and click on Save Modified Employee Profile.  
 

 
 
You have successfully set the fields that will be loaded for all future Time Sheets 



Chapter 3: Adding Employee Time Record  
Section 1.0 Employee Time Records 
1.0 5X8 Category Zero 
 
Category Zero employees are exempt from overtime compensation under the FLSA Act. This 
Employee Time Record is used by both exempt and non-exempt employees. 
Starting from your Dashboard 
Step-by-Step  

 
 

1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2) 

 

 
 
 



(Frame 2 of 2)  
 

 
 

FLSA Type 
Is not an editable field and will default to the current user type as it is listed in your User Profile. 

 
2. Single click to the drop down arrow to select your Primary Approver.  

 
 

Note: The Approver name that you select on the first Employee Time Record you submit will 
become the default supervisor for all future records submitted. 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 

changed when you Enter, Submit, or Modify your ETR. 
4.  Enter you start and stop times for each day you work. The format is (HHMM) where HH is 

hours (military time) and MM is the minute. Here are two examples  
a.  A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a 

reminder you are entering both hours and minutes. 
b.  8:45 PM is written as 2045. 

5.  Two RDOs must be recorded in a 7 day work period.  
6.  Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” 

bar. 
Sample is shown here. 



 
 

a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry. 
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- 

NOT a time of day. For example, 0745 represents seven hours and 45 minutes, not 
07:45 in the morning. 

d. No more than 8 hours of Exception time can be taken in a given day. 
e. Exception time must be entered in 15 minute increments, except when sick leave 

workers comp is taken. 
7. Enter special projects or work not assigned to your default LDPR.  You can, on your profile, 

create a group of LDPR entries that you frequently use.  You enter the non-default LDPR work 
time here. The time you enter is NOT a time of day, but rather a length of time. For example, 
0745 represents seven hours and 45 minutes, not 07:45 in the morning.  A list of all LDPR 
codes can be displayed by clicking on the “LDPR Code” link in the header, same for the 
“Activity Code,” or “Job Proj” links. As shown here:  

 
 

8.  Event (Pager or On Call) section. This section will only appear if HR has selected (checked) 
the “Event Time” on your profile. If so, here is where you record your length of time in HHMM 
format. E.g. if you were “On Call” from 8 AM till midnight, you would enter 1600. The sample 
screen is shown here 



 
 

9. Enter an OT Explanation for each day you worked overtime.  
Note: An overtime explanation is required for each day of overtime recorded. 

10. Single click the Submit Week  button to save and submit the Employee 
Time Record for approval. 

 
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval. 
 

 
Additional information regarding the fields displayed. 
 
Week Beginning 
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile. 
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the “Balance 
as of Date”. 
 
Balance as of Date 
Date the Employee Comp Times were last interfaced with SAMII. 
 
Corrected Indicator 
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval. 
 



Status 
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, “Submitted:Modify Approved,” or “Submitted:Modify Disapproved.”  
 
TLR Correction History 
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for. 
 
Messages 
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet 
submitted) status, available to be completed at a later time. Time can be entered daily and Saved as 
Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods. 
 

 Submit Week submits the entire week’s days for approval. 
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week. 
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage. 



Chapter 3: Adding Employee Time Record  
Section 1.0 Employee Time Records 
1.1 5X8 Category One 
5X8 Category One  
 
Step-by-Step  
 

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 
(Frame 2 of 2)  



 
FLSA Type  
Is not an editable field and will default to the current user type as it is listed in your User Profile.  
 
1. Single click to the drop down arrow to select your Primary Approver.  

 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
2. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
 
3. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
4. Two RDOs must be recorded in a 7 day work period.  
 
5. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  
Sample is shown here.  



 
 
a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- NOT a 
time of day. For example, 0745 represents seven hours and 45 minutes, not 07:45 in the 
morning.  
d. No more than 8 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 

 
6. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use.  

 
a. You enter the non-default LDPR work time here.  
b. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning.  
c. A list of all LDPR codes can be displayed by clicking on the “LDPR Code” link in the header, 
same for the “Activity Code,” or “Job Proj” links. As shown here:  

 

 
 
7. Event (Pager or On Call) section. This section will only appear if HR has selected (checked) the 
“Event Time” on your profile. If so, here is where you record your length of time in HHMM format. E.g. 
if you were “On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  



 
 
8. Enter an OT Explanation for each day you worked overtime.  
Note: an overtime explanation is required for each day of overtime recorded.  
9. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval.  



Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, “Submitted:Modify Approved,” or “Submitted:Modify Disapproved.”  
 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage. 



Chapter 3: Adding Employee Time Record  
Section 1.0 Employee Time Records 
1.2 5X8 Category Two 
 
Step-by-Step  

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2) 
 

 
 
 



(Frame 2 of 2)  

 
FLSA Type  
Is not an editable field and will default to the current user type as it is listed in your User Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  

 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045.  

5. Two RDOs must be recorded in a 7 day work period.  
 
6. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  



Sample is shown here.  

 
a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- NOT a 
time of day. For example, 0745 represents seven hours and 45 minutes, not 07:45 in the 
morning.  
d. No more than 8 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken.  

7. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use.  

a. You enter the non-default LDPR work time here.  
b. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning.  
c. A list of all LDPR codes can be displayed by clicking on the “LDPR Code” link in the header, 
same for the “Activity Code,” or “Job Proj” links. As shown here:  
 

 
 
8. Event (Pager or On Call) section. This section will only appear if HR has selected (checked) the 



“Event Time” on your profile. If so, here is where you record your length of time in HHMM format. E.g. 
if you were “On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  
 

 
 
9. Enter an OT Explanation for each day you worked overtime.  
Note: an overtime explanation is required for each day of overtime recorded.  
10. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the “Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 



Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, “Submitted:Modify Approved,” or “Submitted:Modify Disapproved.”  
 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record.  
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage.  
 



Chapter 3: Adding Employee Time Record  
Section 1.0 Employee Time Records 
1.3 5X8 Permanent Part Time Exception Paid 
Step-by-Step  

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 



(Frame 2 of 2)  

 
FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. You must record at a minimum, the percentage work schedule 
hours. E.g. if you are a 80% person, you must record 32 hours each week. This may include Comp, 
Flex, or sick time in addition to hours worked. Here are two examples for recording hours.  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Two RDOs must be recorded in a 7 day work period.  
6. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  
Sample is shown here.  



 
 
a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- NOT a 
time of day. For example, 0745 represents seven hours and 45 minutes, not 07:45 in the 
morning.  
d. No more than 8 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 

 
7. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use. You enter the non-default LDPR work time here. 
The time you enter is NOT a time of day, but rather a length of time. For example, 0745 represents 
seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be displayed by 
clicking on the “LDPR Code” link in the header, same for the “Activity Code,” or “Job Proj” links. As 
shown here:  
 

 
 
8. Event (Pager or On Call) section. This section will only appear if HR has selected the “Event Time” 
on your profile. If so, here is where you record your length of time in HHMM format. E.g. if you were 
“On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  



 
9. Enter an OT Explanation for each day you worked overtime.  

10. Single click the Submit Week button  to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the “Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, Submitted:Modify/Approved, or Submitted:Modify/Disapproved.  
 



TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage. 



Chapter 3: Adding Employee Time Record  
Section 2.0 Employee Time Records 
2.0 4X10 Category Zero 
Step-by-Step  

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 



(Frame 2 of 2)  

 
 
FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Three RDOs must be recorded in a 7 day work period.  
6. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  
Sample is shown here.  



 
 

a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- NOT a 
time of day. For example, 0745 represents seven hours and 45 minutes, not 07:45 in the 
morning.  
d. No more than 10 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 

 
7. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use.  

 
a. You enter the non-default LDPR work time here.  
b. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning.  
c. A list of all LDPR codes can be displayed by clicking on the “LDPR Code” link in the header, 
same for the “Activity Code,” or “Job Proj” links. As shown here:  

 

 
 
8. Event (Pager or On Call) section. This section will only appear if HR has selected (checked) the 
“Event Time” on your profile. If so, here is where you record your length of time in HHMM format. E.g. 
if you were “On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  



 
9. Enter an OT Explanation for each day you worked overtime.  
Note: an overtime explanation is required for each day of overtime recorded.  
10. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, “Submitted:Modify Approved,” or “Submitted:Modify Disapproved.”  
 



TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage.  



Chapter 3: Adding Employee Time Record  
Section 2.0 Employee Time Records 
2.1 4X10 Category One 
Step-by-Step  

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 



(Frame 2 of 2)  
 

 
FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

5. Three RDOs must be recorded in a 7 day work period.  
6. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  
Sample is shown here.  



 
 
a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- NOT a 
time of day. For example, 0745 represents seven hours and 45 minutes, not 07:45 in the 
morning.  
d. No more than 10 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 
 

7. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use. You enter the non-default LDPR work time here. 
The time you enter is NOT a time of day, but rather a length of time. For example, 0745 represents 
seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be displayed by 
clicking on the “LDPR Code” link in the header, same for the “Activity Code,” or “Job Proj” links. As 
shown here:  
 

 
 
8. Event (Pager or On Call) section. This section will only appear if HR has selected (checked) the 
“Event Time” on your profile. If so, here is where you record your length of time in HHMM format. E.g. 
if you were “On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  



 

 
 
9. Enter an OT Explanation for each day you worked overtime.  
Note: an overtime explanation is required for each day of overtime recorded.  
9. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, “Submitted:Modify Approved,” or “Submitted:Modify Disapproved.”  



 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage. 



Chapter 3: Adding Employee Time Record  
Section 2.0 Employee Time Records 
2.2 4X10 Category Two 
 
Step-by-Step  
 

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 



(Frame 2 of 2)  
 

 
 
FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Three RDOs must be recorded in a 7 day work period.  
6. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  
Sample is shown here.  
 



 
 
a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. The time you enter is a length of time -- NOT a 
time of day. For example, 0745 represents seven hours and 45 minutes, not 07:45 in the 
morning.  
d. No more than 10 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 

 
7. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use. You enter the non-default LDPR work time here. 
The time you enter is NOT a time of day, but rather a length of time. For example, 0745 represents 
seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be displayed by 
clicking on the “LDPR Code” link in the header, same for the “Activity Code,” or “Job Proj” links. As 
shown here:  
 

 
 
8. Event (Pager or On Call) section. This section will only appear if HR has selected the “Event Time” 
on your profile. If so, here is where you record your length of time in HHMM format. E.g. if you were 
“On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  
 



 
9. Enter an OT Explanation for each day you worked overtime.  
Note: an overtime explanation is required for each day of overtime recorded.  
10. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 



Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, “Submitted:Modify Approved,” or “Submitted:Modify Disapproved.”  
 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage.  
 



Chapter 3: Adding Employee Time Record  
Section 2.0 Employee Time Records 
2.3 4X10 Permanent Part Time Exception Paid 
 
Step-by-Step  
 

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 



(Frame 2 of 2)  
 

 
 
FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. You must record at a minimum, the percentage work schedule 
hours. E.g. if you are a 80% person, you must record 32 hours each week. This may include Comp, 
Flex, or sick time in addition to hours worked. Here are two examples for recording hours.  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Three RDOs must be recorded in a 7 day work period.  
6. Enter your Exception codes. Codes are available by clicking on the drop down “Exceptions” bar.  



Sample is shown here.  
 

 
 

a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. Refer to Appendix A for a military time 
conversion chart. The time you enter is a length of time -- NOT a time of day. For example, 
0745 represents seven hours and 45 minutes, not 07:45 in the morning.  
d. No more than 10 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 

 
7. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a group of LDPR entries that you frequently use. You enter the non-default LDPR work time here. 
The time you enter is NOT a time of day, but rather a length of time. For example, 0745 represents 
seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be displayed by 
clicking on the “LDPR Code” link in the header, same for the “Activity Code,” or “Job Proj” links. As 
shown here:  
 

 
 
8. Event (Pager or On Call) section. This section will only appear if HR has selected the “Event Time” 
on your profile. If so, here is where you record your length of time in HHMM format. E.g. if you were 
“On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here  



 
9. Enter an OT Explanation for each day you worked overtime.  
Note: an overtime explanation is required for each day of overtime recorded.  
10. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting an Employee Time Record will notify your supervisor that your time is ready for 
approval. 
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile.  
 
Leave Balances  
Displays the current amount of Employee Comp Time balances that are in SAM II since the “Balance 
as of Date”.  
 
Balance as of Date  
Date the Employee Comp Times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, Submitted:Modify/Approved, or Submitted:Modify/Disapproved.  
 



TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage.  
 



Chapter 3: Adding Employee Time Record  
Section 3.0 Employee Time Records 
3.0 Full Time Hourly 
 
Step-by-Step  
 

 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  

 



(Frame 2 of 2)  
 

 
FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Enter your Exception codes and their description. Codes are available by clicking on the 
“Exceptions.” Note. you have to manually enter the codes (clicking on the code does not 
automatically enter it into the Code field).  
Sample is shown here.  



 
 

a. An exception code may be selected only once on a given day.  
b. Both an Exception Code and Exception Time must be entered for every exception entry.  
c. Exception Time must be entered as HHMM. Refer to Appendix A for a military time 
conversion chart. The time you enter is a length of time -- NOT a time of day. For example, 
0745 represents seven hours and 45 minutes, not 07:45 in the morning.  
d. No more than 8 hours of Exception time can be taken in a given day.  
e. Exception time must be entered in 15 minute increments, except when sick leave workers 
comp is taken. 

 
6. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a default group of LDPR codes that you frequently use. You enter are non-default LDPR work time 
here. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be 
displayed by clicking on the “LDPR Code,” Activity Code,” or “Job Proj.” As shown here:  
 

 
 
7. Event (Pager or On Call) section. This section will only appear if HR has selected the “Event Time” 
on your profile. If so, here is where you record your length of time in HHMM format. E.g. if you were 
“On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here:  



 
8. Enter an OT Explanation for each day you worked overtime.  
9. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting a Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile. .  
 
Leave Balances  
Displays the current amount of comp Employee Time balances that are in SAM II, since the “Balance 
as of Date”.  
 
Balance as of Date  
Date that the comp Employee Time times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, Submitted:Modify/Approved, or Submitted:Modify/Disapproved.  
 
TLR Correction History  



If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage.  



Chapter 3: Adding Employee Time Record  
Section 4.0 Employee Time Records 
4.0 1000 Hour Temporary 
 
Step-by-Step  
 

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 
 



FLSA Type  
Is not an editable field and will default to the current user type as it is listed in your User Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a default group of LDPR codes that you frequently use. You enter are non-default LDPR work time 
here. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be 
displayed by clicking on the “LDPR Code,” Activity Code,” or “Job Proj.” As shown here:  
 

 
 
6. Enter an OT Explanation for each day you worked overtime.  
7. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting a Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 



Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile. 
 
Leave Balances  
Displays the current amount of comp Employee Time balances that are in SAM II, since the “Balance 
as of Date”.  
 
Balance as of Date  
Date that the comp Employee Time times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, Submitted:Modify/Approved, or Submitted:Modify/Disapproved.  
 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage. 
 



Chapter 3: Adding Employee Time Record  
Section 5.0 Employee Time Records 
5.0 Returning Retiree 
 
Step-by-Step  

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
 

 



FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a default group of LDPR codes that you frequently use. You enter are non-default LDPR work time 
here. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be 
displayed by clicking on the “LDPR Code,” Activity Code,” or “Job Proj.” As shown here:  
 

 
 
5. Enter an OT Explanation for each day you worked overtime.  
6. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting a Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 
Additional information regarding the fields displayed.  
 
Week Beginning  



Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile. .  
 
Leave Balances  
Displays the current amount of comp Employee Time balances that are in SAM II, since the “Balance 
as of Date”.  
 
Balance as of Date  
Date that the comp Employee Time times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, Submitted:Modify/Approved, or Submitted:Modify/Disapproved.  
 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage.  



Chapter 3: Adding Employee Time Record  
Section 6.0 Employee Time Records 
6.0 Temporary Seasonal 
 
Step-by-Step  
 

 
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this: (Frame 1 of 2)  
 

 
 



FLSA Type Is not an editable field and will default to the current user type as it is listed in your User 
Profile.  
 
2. Single click to the drop down arrow to select your Primary Approver.  
 

 
 
Note: The Approver name that you select on the first Employee Time Record you submit will become 
the default supervisor for all future records submitted.  
 
3. Status of this ETR. The status will match one of the Activity Status Groups and is automatically 
changed when you Enter, Submit, or Modify your ETR.  
4. Enter you start and stop times for each day you work. The format is (HHMM) where HH is hours 
(military time) and MM is the minute. Here are two examples  

 
a. A 8:45 AM start time is entered as 0845. The leading “0” is required. It serves as a reminder 
you are entering both hours and minutes.  
b. 8:45 PM is written as 2045. 

 
5. Enter special projects or work not assigned to your default LDPR. You can, on your profile, create 
a default group of LDPR codes that you frequently use. You enter are non-default LDPR work time 
here. The time you enter is NOT a time of day, but rather a length of time. For example, 0745 
represents seven hours and 45 minutes, not 07:45 in the morning. A list of all LDPR codes can be 
displayed by clicking on the “LDPR Code,” Activity Code,” or “Job Proj.” As shown here:  
 

 
 
6. Enter an OT Explanation for each day you worked overtime.  
7. Single click the Submit Week button to save and submit the Employee Time 
Record for approval.  
Note: Submitting a Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
 



Additional information regarding the fields displayed.  
 
Week Beginning  
Is not an editable field and will default to day of the work week selected as “Week Begin Day” on the 
employee profile. .  
 
Leave Balances  
Displays the current amount of comp Employee Time balances that are in SAM II, since the “Balance 
as of Date”.  
 
Balance as of Date  
Date that the comp Employee Time times were last interfaced with SAMII.  
 
Corrected Indicator  
Yes or No indicates if this current Employee Time Record has been changed (corrected) after 
supervisor approval.  
 
Status  
Displays the current status of this Employee Time Record. Status indicators are Draft, Submitted, 
Approved, Disapproved, Locked, Submitted:Modify/Approved, or Submitted:Modify/Disapproved.  
 
TLR Correction History  
If the current Employee Time Record is a SAMII correction, this will become a live link (underlined) to 
the original Employee Time Record this correction is being created for.  
 
Messages  
This area will display messages and alerts that effect the current Employee Time Record. 
 

 Save as Draft saves the current Employee Time Record in a draft (not yet submitted) 
status, available to be completed at a later time. Time can be entered daily and Saved as Draft.  
 

 Submit Pay Period submits days for the current pay period for approval and saves 
future days in a Draft Employee Time Record (days in partial week before the 15th or the end of the 
month). Refer to section 7 for more details on pay periods.  
 

 Submit Week submits the entire week’s days for approval.  
 

 Update Balances calculates all hours entered on the Employee Time record, as well 
as Flex time and Holiday comp time balances for the week.  
 

 Cancel all unsaved data entry on the current Employee Time Record is discarded and 
returns to the homepage. 



Chapter 3: Adding Employee Time Record  
Section 7.0 Employee Time Records 
7.0 Save Employee Time Record as a Draft 
 
Step-by-Step  
 
1. Single click the Report Employee Time (Add) link from your homepage.  
your screen will look similar to this:  
 

 
 
2. Enter Start and End shift times for each day worked so far in the current week or pay period.  
 

 

 
 



N
a

ote: Refer to the step by step procedures listed in the Adding a Employee Time Record section for 
ll field requirements, by employee type.  

 
3. Single click the Save as Draft  button to save the incomplete T&L record that is not 

ady to be submitted. re



Chapter 3: Adding Employee Time Record  
Section 8.0 Employee Time Records 
Modify Most Recent Employee Time Records 
 
Step-by-Step  
 

1. Single click the Modify Most Recent T&L Record link from your homepage.  
2.  

 
your screen will look similar to this:  
 
Notice all of the editable fields are currently “grayed out” or locked.  
 

 
 
2. Single click the Modify Week button at the bottom of the T&L record.  
 

 
your screen will look similar to this:  
 
Notice all of the editable fields are now open or unlocked, allowing you to modify your time.  



 
3. Modify each field as needed.  
4. Single click the Save as Draft button to save and close the Employee Time Record 
in Draft status.  

 
OR  
 
5. Complete all shift times for the week.  
6. Single click the Submit Week button to send the Employee Time Record to your 
supervisor for approval.  
Note. Submitting a Employee Time Record will notify your supervisor that your time is ready for 
approval.  
 
All Employee Time Records must be submitted and approved in chronological order. 



Chapter 4: Working with LDPR's  
Section 1.0 Employee Time Records 
1.0 Pre-set Commonly Used LDPR's in you worksheet 
 
Step-by-Step  
 

1. Single click the Modify Employee Profile link from your homepage.  
 

 
 
Your screen will look like this:  
 

 
 
Add profile and checkbox and show relationship with time sheet  
 

2. Scroll down your Profile page till you find the Regulary used LDPR 
section

 



3. You can find a list of LDPR codes by clicking on the LDPR Code link the column header. 
See screen below.  

 

 
 

The LDPR table is for reference purposes. Clicking on the code in the table will not create an 
LDPR entry. You have to manually enter the code (or copy and paste it) to the table.  
 
4. Use the same process for finding and entering Activity Codes and Job/Project Numbers. 
See sample screen below  

 

 



Chapter 4: Working with LDPR's  
Section 2.0 Employee Time Records 
2.0 Adding a LDPR to you worksheet 
 
Step-by-Step  
 
1. Open the T&L Record to which you will add an LDPR. In this example we start from your 
Dashboard and click on the Report Time & Leave (Add). Option.  
See screen below.  
 

 
 

2. Go to the LDPR frame of your Time Sheet. It will look as follows:  
3.  

 
 
3. Enter additional LDPR codes in the first blank row of the LDPR Entry section  
 

http://wwwtest2.dnr.mo.gov/PN25Web/getTimeAndLeaveRecord.do?action=add


 
 
4. You can find a list of LDPR codes by clicking on the underlined LDPR Code tab at the top of the 
column. See screen below.  
 

 
 
The LDPR table is for reference purposes. Clicking on the code in the table will not create an LDPR 
entry. You have to manually enter the code (or copy and paste it) to the table.  
 
5. Use the same process for finding and entering Activity Codes and Job/Project Numbers. See 
sample screen below  
 

 
 



6. When finished return to your dashboard by clicking on Save as Draft and return to your 
Dashboard. Sample screen section below:  
 

 
 





Chapter 4: Working with LDPR's  
Section 3.0 Employee Time Records 
3.0 Assigning Time to a LDPR 
 
Step-by-Step  
 
1. Open the T&L Records to which you will assign time to an LDPR. In this example we start from 
your Dashboard and click on the Report Time & Leave (Add). Option. See screen below.  
 

 
2. Go to the LDPR frame of your Time Sheet. It will look as follows:  
 

 
 
3. Enter the time for each day you work on each LDPR. The default LDPR will automatically be 
assigned all time not allocated to other LDPR’s. The time entry will only accept an HHMM format. So 
to assign a half hour (30 minutes) the entry will be 0030. To assign four hours and fifteen minutes the 
entry will be 0415. Note this is not a time of day, so 1300 does not represent 1:00 PM, rather it 
represents 13 hours work. Enter the units in 15 minute increments.  
 

http://wwwtest2.dnr.mo.gov/PN25Web/getTimeAndLeaveRecord.do?action=add


 
 

 
 
4. When finished return to your dashboard by clicking on Submit Week and return to your 
Dashboard. Sample screen section below: 

 
 
 



Chapter 5: Working with Draft Employee Time Records  
Section 1.0 Employee Time Records 
Viewing Draft Employee Time Records 
 
Viewing DRAFT Employee Time Records  

Step-by-Step  

1. Single click the Draft T&L Records link from your homepage  

 

your screen will look similar to this:  

 
2. Single click the Week Begin Date of the Employee Time Record that you want to view.  

your screen will look similar to this:  

Notice all of the editable fields are currently “grayed out” or locked.  

 

3. Single click the Cancel  button to return to your homepage when you are finished viewing 
the Employee Time Record. 
 

 



Chapter 5: Working with Draft Employee Time Records  
Section 2.0 Employee Time Records 
Complete and Submit a Employee Time Record 

Step-by-Step  

1. Single click the Draft T&L Records link from your homepage.  

 

your screen will look similar to this:  

 

2. Single click the Week Begin Date of the Employee Time Record that you want to view.  

your screen will look similar to this:  

Notice all of the editable fields are currently “grayed out” or locked.  

 



 

3. Single click the Modify Week button at the bottom of the T&L record.  

your screen will look similar to this:  

Notice all of the editable fields are now open or unlocked, allowing you to modify your time.  

 

4. Enter additional shift start and end times or Modify existing entries, for each day as needed.  

 

5. Single click the Submit Week  button to send the Employee Time Record to your 
supervisor for approval.  

OR  



6. Single click the Submit Pay Period  to submit the days for the current pay period 
for approval and save the future days (days in partial week before the 15th or the end of the month) on 
this record as a Draft record.  

You will see message to submit the pay period when you are in a partial week. i.e.  

 

Submitting a Employee Time Record will notify your supervisor that your time is ready for approval. 
Refer to section 7 for more details on pay periods. 



Chapter 6: Working with Submitted Employee Time Records  
Section 1.0 Viewing Submitted Employee Time Records 
1.0 Viewing Submitted Records 
 
Step-by-Step  
1. Single click the Unapproved T&L Records link from your homepage.  
 

 
your screen will look similar to this:  
 

 
 
2. Single click the Week Begin Date of the Submitted Employee Time Record that you want to view.  
your screen will look similar to this:  
 

 
2. Single click the Cancel button to return to your homepage when you are finished viewing 
the Employee Time Record. 
 



Chapter 6: Working with Submitted Employee Time Records  
Section 2.0 Modifying a Submitted Employee Time Records 
2.0 Modifying Submitted Records 
 
Step-by-Step  
1. Single click the Unapproved T&L Records link from your homepage.  
 

 
your screen will look similar to this:  
 

 
 
2. Single click the Week Begin Date of the Submitted Employee Time Record that you want to view.  
your screen will look similar to this:  
 
Notice all of the editable fields are currently “grayed out” or locked.  
 

 
 
 
3. Single click the Modify Week button at the bottom of the T&L record.  
your screen will look similar to this:  
Notice all of the editable fields are now open or unlocked, allowing you to modify your time.  



 
 
4. Modify each field as needed.  
 
5. Single click the Submit Week  button to send the Employee Time Record to your 
supervisor for approval.  
 
Re-Submitting a Employee Time Record that has been modified will notify your supervisor that the 
“current” record is ready for approval.  



Chapter 6: Working with Submitted Employee Time Records  
Section 3.0 Viewing Disapproved Employee Time Records 
3.0 Viewing Disapproved Time Records 
 
Step-by-Step  
 
1. Single click the Disapproved T&L Records link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Begin Date of the Not Approved Employee Time Record that you want to 
view.  
 
your screen will look similar to this:  
 

 
 
3. Review the Comments from your Supervisor informing you as to why your Employee Time 
Record was Disapproved.  
 



4. Single click the Cancel  button to return to your homepage when you are finished viewing 
the Employee Time Record.  



Chapter 6: Working with Submitted Employee Time Records  
Section 4.0 Modifying Disapproved Employee Time Records 
4.0 Modifying Disapproved Records 
 
Step-by-Step  
 
1. Single click the Disapproved T&L Records link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
3. Single click the Week Begin Date of the Not Approved Employee Time Record that you want to 
view.  
 
your screen will look similar to this:  
 
Notice all of the editable fields are currently “grayed out” or locked.  
 

 

 
 
4. Review the Comments from your Supervisor informing you as to why your Employee Time 
Record was Disapproved.  



 
5. Single click the Modify Week button at the bottom of the T&L record.  
 
Your screen will look similar to this:  
 
Notice all of the editable fields are now open or unlocked, allowing you to modify your time.  
 

 
 

 
 
6. Modify your Employee Time Record to correct the time that has been Disapproved.  
 
7. Single click the Update Balances  button to re-calculate your Total Hours worked.  
 
8. Single click the Submit button to send the MODIFIED Employee Time Record to your supervisor 
for approval.  
 
Submitting a MODIFIED Employee Time Record will notify your supervisor that the “Corrected” record 
is ready for approval. 



Chapter 6: Working with Submitted Employee Time Records  
Section 5.0 Viewing Saved Employee Time Records 
5.0 Viewing Saved Records 
 
Step-by-Step  
 
1. Single click the Saved T&L Record Summary link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Begin Date of the Employee Time Record that you want to view.  
 
Employee Time Status  
 
Draft = record has been saved as a draft, but not yet submitted  
 
Submitted = record has been submitted for supervisor approval  
 
Approved = record has been approved by supervisor  
 
Not Approved = record has been disapproved by supervisor  
 
Submitted:Modify Approved = an approved record has been modified and re-submitted for 
supervisor approval  
 
Submitted:Modify / Disapproved = a disapproved record has been modified and re-submitted for 
supervisor approval  
 
Locked = record has been interfaced with SAMII and is locked from further changes  



Chapter 6: Working with Submitted Employee Time Records  
Section 6.0 Modifying an Approved Employee Time Records 
6.0 Modifying Approved Records 
 
Step-by-Step  
 
1. Single click the Saved T&L Record Summary link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Begin Date of the APPROVED Employee Time Record that you want to  
modify.  
 
your screen will look similar to this:  
 
Notice all of the editable fields are currently “grayed out” or locked.  
 



 
 
3. Single click the Modify Week button at the bottom of the T&L record.  
 
Note: If the record you are modifying falls in a split week, you will select Modify Previous Pay Period 
or Modify Current Pay Period instead of Modify Week. Refer to Section 7 for more details on pay 
periods.  
 

 
 
Your screen will look similar to this:  
 
Notice all of the editable fields are now open or unlocked, allowing you to modify your time.  



 
 
3. Change your Employee Time Record to Modify the time that has been Approved.  
 
4. Single click the Update Balances  button to re-calculate your Total Hours worked.  
 
5. Single click the Submit Week button to send the Modified Approved Employee Time Record to 
your supervisor for approval.  
 
Submitting a Modified Approved Employee Time Record will notify your supervisor that a record is 
ready for approval.  



Chapter 7: Working with Submitted Employee Time Records  
Section 1.0 Creating a Correction Employee Time Record 
7.0 Creating a Correction Time Record 
 
Step-by-Step  
 
1. Single click the Saved T&L Record Summary link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
1. Single click the Week Begin Date of the LOCKED Employee Time Record that you want to 
correct.  
 
your screen will look similar to this:  
 
Notice all of the editable fields are currently “grayed out” or locked.  
 

 
 
2. Single click the Create Correction button at the bottom of the T&L record.  
 



your screen will look similar to this:-- Notice that you are now in a NEW Record in a NEW window.  
 
Your original record is in the window behind this new one.  
 

 
 
3. Enter the CORRECTION that is needed in this NEW Employee Time record.  
 
4. Enter a Correction Record Comment or Explanation for each day that has new time entered.  
 
5. Enter an OVERTIME EXPLANATION for this corrected entry, if needed.  
 
6. Single click the Submit  button to send the Corrected Employee Time Record to 
your supervisor for approval.  
 
your screen will look similar to this: 

  



Chapter 8: Working with Partial Pay Periods  
Section 1.0 Submitting Time in a Partial Pay Period 
1.0 Submitting Time in a Partial Pay Period 
 
If you are submitting a Employee Time Record where the pay period falls in a partial week, before the 
15th or the end of the month, you will submit 2 records. The first record will be submitted for the 
current days and the second record will be a draft to be completed and submitted for future days.  
 
Step-by-Step  
 
1. Single click the Report Employee Time (Add) link from your homepage.  
 

 
 
your screen will look similar to this:  
 
Notice this is a Partial Pay Period that must by submitted before the specified date.  
 

 
 
2. Enter the time you have worked this week.  



3. Single click the Submit Pay Week to submit the days for the current pay period for approval and 
save the future days (days in partial week before the 15th or the end of the month) on this record as a 
Draft record.  
 
4. Return to the homepage  
 

 
 
5. Single click the Draft T&L Records link from your homepage.  
 
your screen will look similar to this:  
 
Notice that your record has the status of Submitted / Draft.  
 

 
 
6. Single click the Week Begin Date of the Submitted/Draft Employee Time Record that you want to 
complete.  
 



your screen will look similar to this:  
 
Notice all of the editable fields are currently “grayed out” or locked.  

 
 
7. Single click the Modify Week button at the bottom of the T&L record.  
 
your screen will look similar to this:  
 
Notice all of the editable fields are now open or unlocked, allowing you to modify your time.  
 

 
8. Enter the time you have worked this week.  
 
9. Single click the Submit Week  button to send the Employee Time Record 



Chapter 8: Working with Partila Pay Periods  
Section 2.0 Modifying a Previous Pay Period 
2.0 Modifying a Previous Pay Period 
 
Step-by-Step  
 
1. Single click the Saved T&L Record Summary link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Begin Date of the APPROVED Employee Time Record that you want to 
modify.  
 
your screen will look similar to this:  
 
Notice that the record is split into Previous or Current pay periods.  
 

 
 
3. Single click the Modify Previous Pay Period  button at the bottom 
on the record.  
 



your screen will look similar to this:  
 
Notices that the fields in the Previous pay period are now unlocked, allowing you to modify 
your time.  
 

 
 
4. Change the record to Modify the time that has been Approved.  
 
5. Single click the Update Balances  button to re-calculate your Total Hours worked.  
 
6. Single click the Submit  button to send the Modified Approved Employee Time Record to 
your supervisor for approval.  
 
Submitting a Modified Approved Employee Time Record will notify your supervisor that a record is 
ready for approval. 



Chapter 9: Working with Manual Corrections for Sam II  
Section 1.0 View Corrections for SAM II 
1.0 View Sam II Corrections 
 
Manual correction to SAM II must be completed before marking Employee Time Records as entered.  
 
Step-by-Step  
 
1. Single click the O/S Manual Entry Corrections for SAM II link from your homepage.  
 

 
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Date of the Employee Time Record that you want to view.  
 
your screen will look similar to this:  
 

 
 

 
 



3. Single click the Cancel  button to return to your homepage when you are finished viewing 
the Corrections Employee Time Record. 



Chapter 9: Working with Manual Corrections for SAM II  
Section 2.0 Manula Entry Corrections for SAM II 
2.0 Manual Entry for Sam II Corrections 
 
Manual corrections to SAM II must be completed before marking Employee Time Records as 
entered.  
 
Step-by-Step  
 
1. Follow the steps neccsarry to complete SAM II enteries within SAM II.  
 

 
 
Note: Step 1 must be completed before marking Employee Time records with the following steps.  
 
1. Single click the O/S Manual Entry Corrections for SAM II link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Date of the Employee Time Record that you want to modify.  
 
your screen will look similar to this:  
 



 
 
3. Single click the Entered button to mark the Employee Time Record as Manually entered into 
SAMII.  
 
your screen will look similar to this:  
 

 



Chapter 9: Working with Manual Corrections for SAM II  
Section 3.0 Rejecting Corrections for SAM II 
3.0 Rejecting Corrections for Sam II Corrections 
 
Corrections that are not entered into SAM II must be marked as “Reject”. This will return the 
“corrected” Employee  
 
Step-by-Step  
 
1. Single click the O/S Manual Entry Corrections for SAM II link from your homepage. Time Record 
to a Draft status.  
 

 
 
your screen will look similar to this:  
 

 
 
2. Single click the Week Date of the Employee Time Record that you want to modify.  
 
your screen will look similar to this:  
 

 



3. Single click the Reject button to marke the Employee Time Record as Manually entered into 
SAMII. 
 



Chapter 10: Approving/Disapproving Employee Time Reports  
Section 1.0 Approving Employee Time Records 
1.0 Approving Records 
____________________________________________  

 
 
Step-by-Step  
 
1. Single click the T&L Records Awaiting Approval link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click on the T&L Record for the Week Begin Date that you want to view.  
 
your screen will look similar to this:  
 

 



 
3. Review the Time Posted on this Employee Time Record by your employee.  
 
4. Single click the Yes check box in the OT Approved column for each day where overtime is entered.  
 
5. All Overtime must be Approved or Disapproved for each day that has overtime posted.  
 
6. Single click the Approve  button to Approve this Employee Time Record. 



Chapter 10: Approving/Disapproving Employee Time Reports  
Section 2.0 Disapproving Employee Time Records 
2.0 Disapproving Records 
 
Step-by-Step  
 
1. Single click the T&L Records Awaiting Approval link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click on the T&L Record for the Week Begin Date that you want to view.  
 
your screen will look similar to this:  
 

 
 
3. Review the Time Posted on this Employee Time Record by your employee.  
 

 



 
4. Single click the No check box in the OT Approved column for each day where overtime is not 
approved.  
 
5. All Overtime must be Approved or Disapproved for each day that has overtime posted  
 
6. Enter an OT Disapproval Comment for each day where the overtime is not approved.  
 
7. If a Employee Time Record is Disapproved , the supervisor must post a TLR Comment. This 
comment should inform the employee why their Time was not approved and/or give instructions for 
Correcting their Employee Time Record.  
 
8. Single click the Disapprove  button to Disapprove this Employee Time Record.  
 
Disapproving a Employee Time Record will notify the employee that their Employee Time Record 
must be Modified and re-submitted. 



Chapter 10: Approving/Disapproving Employee Time Reports  
Section 3.0 Viewing Disapproved Records Waiting on User Modifications 
3.0 Viewing Disapproved Records Waiting Approval 
 

 
Step-by-Step  
 
1. Single click the Disapproved Awaiting User Correction link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click on the T&L Record for the Week Begin Date that you want to view.  
 
your screen will look similar to this:  
 

 
3. Single click the Cancel  button to return to your homepage when you are finished viewing 
the Employee Time Record. 



Chapter 10: Approving/Disapproving Employee Time Reports  
Section 4.0 Approving Modified Employee Time Records 
4.0 Approving Modified Records 
 

 
 
Step-by-Step  
 
1. Single click the Corrections Awaiting Approval link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click on the T&L Record for the Week Begin Date that you want to view.  
 
your screen will look similar to this:  



 
 
3. Review the Corrected Time on this Employee Time Record by your employee.  
 
4. Single click the Yes check box in the OT Approved column for each day where overtime is entered.  
 
5. All Overtime must be Approved or Disapproved for each day that has overtime posted.  
 
6. Single click the Approve  button to Approve this Employee Time Record.  



Chapter 10: Approving/Disapproving Employee Time Reports  
Section 5.0 Viewing Corrections Awaiting Approval 
5.0 Viewing Corrections Awaiting Approval 
 

 
 
Step-by-Step  
 
1. Single click the Corrections Awaiting Approval link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click on the T&L Record for the Week Begin Date that you want to view.  
 
your screen will look similar to this:  
 
 

 
3. Single click the Cancel  button to return to your homepage when you are finished viewing 
the Employee Time Record. 
 



Chapter 10: Approving/Disapproving Employee Time Reports  
Section 6.0 Approving Corrected Employee Time Records 
6.0 Approving Corrected Records 
 

 
 
Step-by-Step  
 
1. Single click the Corrections Awaiting Approval link from your homepage.  
 
your screen will look similar to this:  
 

 
 
2. Single click on the T&L Record for the Week Begin Date that you want to view.  
 
your screen will look similar to this:  
 

 



 
3. Review the Corrected Time on this Employee Time Record by your employee.  
 
4. Single click the Yes check box in the OT Approved column for each day where overtime is entered.  
 
5. All Overtime must be Approved or Disapproved for each day that has overtime posted.  
 
6. Single click the Approve  button to Approve this Employee Time Record. 



Chapter 11: Military Time Conversion  
Section 1.0 Military Time Conversion 
1.0 Military Time Conversion 
 
Appendix A  

Military Time Conversion  

12:00 AM 2400 

1:00 AM 0100 

2:00 AM 0200 

3:00 AM 0300 

4:00 AM 0400 

5:00 AM 0500 

6:00 AM 0600 

7:00 AM 0700 

8:00 AM 0800 

9:00 AM 0900 

10:00 AM 1000 

11:00 AM 1100 

12:00 PM 1200 

1:00 PM 1300 

2:00 PM 1400 

3:00 PM 1500 

4:00 PM 1600 

5:00 PM 1700 

6:00 PM 1800 

7:00 PM 1900 

8:00 PM 2000 

9:00 PM 2100 

10:00 PM 2200 

11:00 PM 2300 
 



Chapter 12: Exception Codes  
Section 1.0 Exception Codes 
1.0 Exception Codes 
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