MISSOURI Welcome to the DNR

Y| DEPARTMENT OF ' '
&% AT Beot 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:

Missouri Department of Natural Resources

Iy Time Reporting Home | DNR Home | Time Reporing Help | Logout

Welcome to DNR Time Reporting System
User Id: I
Password:
I Login I
Plaase Note: Due to regular maintenance, the Time Reporting System is unavailable batwean 1715 and 1730 hours, Monday through Saturday.|

Complete the following

Welcome to DNR Time Reporting System
User Id: —{_ Enter your USER ID here

Password: [
Loﬂnﬁ-‘\mur PASSWORD here ]
I Single Click LOGIN after entering your USER 1D and
PASSWORD I

e

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

Missouri Department of Natural Resources

Time Reporting Home for:
My Time Repating Home | DHR Home | Time Raporting Halg | Logout
User Activities Activity Status Time Reporting Activities Viewable Reports
0 Draft T&L Records Report Time & Leave (Add) SAMIl Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&l Record SAMI| Holiday Dates
0 Disapproved T&l Records Modify Employee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes
Activity Codes
Job Project Codes




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.

Missouri Department of Natural Resources

Click on Logout button

0 Unapproved T&L Records Modify M nt T&L Recon SAMI Holiday Dates |
0 Disapproved T&L Records Modify Employee Profile Leave Exception Codes |
Saved T&L Record Summary Leave Request Record{Add) LDPR Codes
Activity Codes
Job Project Codes |

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

Missouri Department of Natural Resources

My Time Reporfing Home | DNR Home | Time Repoding Help | Logout

Are you sure that you want to logout of the Time Reporting System?

Eferify you want to Logout by clicking hefe>_~ LogOut | | Cancel |

Please Hote: Clicking logout button will log you out of the Time Reporting System.
Any unsaved changes will be lost.

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

Iy Time Reporting Home | DNR Home | Time Repording Help | Logout

mm mgmm IWEEMI‘E e E

2 Draft T&l Records Report Time & Leave (Add) SAMIl Cuioff Dales

0 Unapproved T8l Records Modify Most Recent T&L Record SAMI Holiday Dates

0 Disapproved T&l Records Modify Employee Profile Leave Exception Codes

Saved T&L Record Summary Leave Request Record(Add) LDPR Codes
Activity Codes
Job Project Codes
30 T&L Records Awaiting Approval To Be Developed

1 Corrections Awaiting Approval

0 Disapproved Awaiting User Correction
Proxy Time Reporting
Incomplete Time Records

HR Activities Activity Status. | System Maintenance Activities iewable Reports
T8L Records Awaiting Approval Add New User Profile To Be Developed
1 Corrections Awaiting Approval Modify User Profile
0 Corrections Awaiting SAM [l FLSA Cycle Definitions
3 Draft Timesheets Sam |l Holiday Schedule
11 QJS Manual Enfry Records for SAMI Sam Il Cutoff Schedule
Proxy Time Reporting Annual Leave Limits
Incomplete Time Records Federal Comp Time Limits
Leave Exception Codes
Time Keeper Activities | ctivity stats Viewable Reports

11 O/S Manual Entry Records for SAM Il To Be Developed
Incomplete Time Records

Structural Overview of Employee Dashboard

@ Missouri Department of Natural Resources

vity Status
2 Draft T&L Records

SAMII Cutoff Dates
SAMI Holiday Dates

- Report Time & L eave (Add)
Modify Most Recent T8L Record
Modify Employee Profile

*Leave Request Record(Add

\‘h‘ %

0 Unapproved T&L Records
0 Disapproved T&l Records
Saved T&l Record Summary

LDPR Codes
Activity Codes

# ~
Pull up Time.
.; Sheets by

~mstatus 0
lbmﬂ_ﬁn& | Activity Status.

30 T&L Records Awaiting Approval | Create Time Sheets/ 7o Be Developed

1 Corrections Awaiting Approval Leave Requests & information

0 Disapproved Awaiting User Correctiot Modify Profile
Proxy Time Reporting ) i

Incomplete Time Records




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.

User Activities

Missouri Department of Natural Resources

Activity Status Time Reporting Activities Viewable Reports
0 Draft T&L Records Report Time & Leave (Add) SAMI Cutoff Dates
0 Unapproved T&L Records Moty Most Recent T&L Record SAMI Holigay Dates
0 Disapproved T&L Records *mmmrjmmmemm Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes
Activity Codes
Job Project Codes

ém—

Reporting Home for:  Your D Here

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.

Missouri Department of Natural Resources

Ky Time Repoding Homeg | DNR Home | Time Reporting Halp | Logout

Modify Employee Profile

First Name:

Middle Name:

Last Name:

Suffic:

User Id:

S5N:

SAMIT Internal Id:
Primary Email Address:

Employee Start Date:
Employee Termination Date:
Diwvision:

Program:
Diwv/ Prog Effective Date:

Employee FLSA Type:

Your First Name
Your Middle Name
Your Last Name
Your User ID
132456789
1324567899

vghanta@confidus.com |
01012000 (MMDOYYYY

ADMIN SUPPORT
ADMINISTRATION -

Q1012000 (MMDDYYYY)

5X8 Category Zero

Add Email Address 1

FLSA Type Effective Date: 01012000
Week Begin Day:  Sundsy - 3
Week Begin Day Effective Date: 12281888  (MMDODYYYY)
Forced Manual Entry to SAMII: [ 01012000
Event Time Entry: ¥ 01012008
-| 4

Default RDO(s):

El

Hi




Screen Continued

-l 4
Default RDO(s): =
RDO(s) Effective Date: 11042008 | (MIDDYYYY)
Executive
Employee Role(s): HR
Time Keepers
Role(s) Effective Date: 01012000
Time Record Complete Email: 3]
Autofill Time Record with regular LDPR entries: [ 6
Autofill Time Record with default work schedule: [
Approver One:  Supervisor One | Test = ¥
Approver Two: - Selec Division First -
Timekeeper(s): |EwployesOne , C2 One 4X10 | B
[Select up to Eight) | EmployeeOne . Cat One SXB
Supervisor One | Test
Default LOPR Entry: Job.Proi Number
{Firzt entry in Time & Leave Record LOPR Section LOPR Cuds Autty Cuale
Will be auto-filled onto Time & Leave Record ) FECFT
Default LDPR Entry Effective Date: 01012000 (MAMDODVYY
LDPR Code Activity Code Job-Proi Number

Regularly Used LDPR Entries:
{Checkmark abowve to autofill onto Time & Leave Record)




Screen Continued

Default Work Week Schedule:
(Chechmark above o sutafil on Time Sheat)




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

anges)

Missouri Department of Natural Resources

Time Reporting Home for:  Your ID Here

User Activities Activity Status

0 Draft T&L Records

ity Time Reporting Home | DMR Home | Time Reporting Help | Logout

Time Reporting Activities
Report Time & Leave (Add)

0 Unapproved T&L Records
0 Disapproved T&L Records
Saved T&L Record Summary

Modify Most Recent T&L Record
Modify Employee Profile
Leave Request Record(Add)

Viewable Reports
SAMII Cutoff Dates
SAMIl Holiday Dates
Leave EICEEQTiOFI Codes
LDPR Codes

Activity Codes

Job Project Codes

e

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

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.

First Name:
Hiddle Name:
Last Nam:

S

User Id:

S55N:

SAMII Internal Id:

Primary Email Address:

Your First Name
Your Middle Name
Your Last Name
NIA
Your User ID
132456739
1324567898

vghanta@confidus. com '

Add Email Address -1

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.

345678012
3457899999

vghantaj@confidus.com

SSN:
SAMII Internal Id:

Primary Email Address:

1a

Add second email
address for notification

Add Email Address

v

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

Missouri Department of Natural Resources

Time Reporting Home for:  Your ID Here

Ky Time Reporting Home | DNR Home | Time Reporting Help | Logout

User Activities Activity Status Time Reporting Activities Viewable Reports
0 Draft T&L Records Report Time & Leave (Add) SAMIl Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&L Record SAMIl Holiday Dates
0 Disapproved T&L Records Modify Employee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDOPR Codes

tivil

Job Project Codes

P

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

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).

Division ADMIMN SUPPORT -
Program ADMIMNISTRATION -

Div/Prog Effective Date: |01012000 (MMDDYYYY)

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

ADMINISTRATION

Program:

_ i . [Selea- .
Div/Prog Effective Date: | \nuy suppoRT Click on drop
ACCOUNTING ” .
ADMINISTRATION down "arrow

Employee FLSA Type: BUDGET
FLSA Tvoe Effective Date: | FISCAL RESOURCES
ype Eitective Date | GENERAL SERVICES
HUMAN RESOURCES

¥ mlk'

Then select

Week Begin Day:
youe F’rogramJ

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)

Missouri Department of Natural Resources

Time Reporting Home for:  Your ID Here
Ky Time Reporting Home | DNR Home | Time Reporting Help | Logout

User Activities Activity Status Time Reporting Activities Viewable Reports
0 Draft T&l Records Report Time & Leave (Add) SAMIl Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&L Record SAMIl Holiday Dates
0 Disapproved T&L Records Modify Employee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes

tivi

Job Project Codes

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

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

Employes FLSA Type: SaB Categoay Jero
FLSA Type Effective Date: 01012000

Week Begin Day: Srdsy = 3
Week Begin Day Effective Date: 1ZHETEE (MMDDYYYY

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

Save Modified Employee Profile ML Cancel

ﬁ_

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)

Missouri Department of Natural Resources

Ky Time Reporting Home | DNR Home | Time Reporting Help | Logout

User Activities Activity Status Time Reporting Activities Viewable Reports
0 Draft T&L Records Report Time & Leave (Add) SAMIl Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&L Record SAMIl Holiday Dates
0 Disapproved T&L Records Modity Employee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes

Time Reporting Home for:  Your ID Here

tivi

Job Project Codes

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

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

Default RDO(s):

RDO(s) Effective Date:

-Select- . 4
sunday (=)

Mondary

Tuesday e

11042008 (MMDDYYYY)

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

Save Modified Employee Profile "/ | | Cancel

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)

Missouri Department of Natural Resources

Time Reporting Home for:  Your ID Here

My Time Reporting Home | DNR Home | Time Reporting Help | Logaut
User Activities Activity Status Time Reporting Activities Viewable Reports

0 Draft T&L Records Report Time & Leave (Add) SAMII Cutoff Dates

0 Unapproved T&L Records Modify Most Recent T&L Record SAMIl Holiday Dates

0 Disapproved T&L Records Modify Employee Profile Leave Exception Codes

Saved T&L Record Summary Leave Request Record(Add) LDPR Codes

Activity Codes
Job Project Codes

—

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

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.

Executive
Employee Role(s): HR
Time Keepers

Role(s) Effective Date: 01012000

Time Record Complete Email: |« 5
Autofill Time Record with regular LDPR entries: | 6
Autofill Time Record with default work schedule: [

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

Save Modified Employee Profile E Cancel

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)

Missouri Department of Natural Resources

Time Reporting Home for:  Your ID Here

My Time Reporting Home | DMR Home | Time Reporting Help | Logout
User Activities Activity Status Time Reporting Activities Viewable Reports
0 Draft T&L Records Report Time & Leave (Add) SAMII Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&L Record SAMIl Holiday Dates
0 Disaggro\red T&L Records MOEIH! EITIElD!EE Profile Leave EICEEQTiOFI Codes
Saved T&L Record Summary Leave Request Record(Add) LOPR Codes
Activity Codes
Job Project Codes

-~

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

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.

Approver One:  Supervisor One | Test - -.;
Approver Two: - Select Division First - -

Timekeeper(s): | EmployeeOne , Cat One 4X10 8
(Select up to Eight) EmployeeOne | Cat One 5X8
Supervisor One | Test

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

Save Modified Employee Profile 3 Cancel

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)

Missouri Department of Natural Resources

Time Reporting Home for:  Your 1D Here

Idy Time Reporting Home | DNR Home | Time Reporing Help | Logouwt

hhhhhh

ivity. St: J | po
0 Draft T&L Records Report Time & Leave (Add) SAMI Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&L Record SAMI Holiday Dates
0 Di roved T&L R hodi | Profi tign
Saved T&L Record Summary Leave Request Record(Add} LOPR Codes
Activity Codes
Project

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

Your screen will look like this:

Missouri Department of Natural Resources

Ky Time Repcding Home | MR Heme | Time Reperding Help | Logout

Maodify Employee Profile

First Name: CaiZero5x8
Middle Name: H
Last Name: Employeelne
Suffize: A
User Id: HMNRTEST3I
SSMN: 345678912
SAMII Internal Id: 2457599299

Primary Email Address: vghanta@confidus.com | Add Email Address

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



_ o Default LDPR Entry: LDPR Code Activity Code | Job-Proj Number
{First entry in Time & Leave Record LDPR Section

Will be auto-filled onto Time & Leave Record ) FKCFT

Default LDPR Entry Effective Date: 01012000 (MMDDYYYY)

Scroll down till yvou find the

"Re y Used LDPR Entries:" ] LDPR Code Activity Code Job-Proj Humber
Enter all your regularly used LDPR PR UADA haoooT
codes {see below for howtofinda - FSWFT UAPD MOO1601C
list i
B FSLF7 UINS NJODOEGG

Regularly Used LDPR Entries:
{Checkmark above to autefill onto Time & Leave Record)

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

- =T
Default LDPR Entry: LOPR Cod
{First entry in Time & Leave Record LBPR Section FUERLOCR LDPR Codes
Will be auto-filled onto Time & Leave Record } FKCFT
S —— e e
Default LDPR Entry Effective Date: gg%mwm% LDPR Code Description Division
e .
licking on the LDPR Code located *fg%%% FKCF7 KAMSAS CITY REGIONAL OFFICE
on top of the column will open a list of ) " | DPRCoides:
avaliable LDPR Codes. The list will be % EOWEL SOUTHWE STREGIONN DERICE
in a separate window. This is a FKCET : FSLFT ST LOUIS REGIOMAL OFFICE
reference list. You must manually : FSWFT FNEF7 NORTHEAST RECIONAL OFFICE
opy the codes you wish to use.
FSLFT FSEF7 SOUTHEAST REGIONAL OFFICE
QHFCT HWP-FEDERAL FACILITIES SECT 4153
Regularly Used LDPR Entries: g
[Checkmark above to autofill onto Time & Leave Record) QHESW g:,rcp COMPLIANCEEENFORCEMENT 4152

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

EmployEeUne | Lat Une DA |
Supervisor One _ Test

£ You will get a list of activity codes by
clicking on the Activity Code

& tab at the top of the table. A new screen will
— appear with a list of available Activity
-@'@ﬁca‘\@des_

Description 01012000 (MMDOY™)
UADA DEPT & DIVISION ADMINISTRATION
LAPD PROCGRAM DPERATIONS LDPR Code e ﬁ'{:ﬁvm’ Code Job-Proj Humber
LIS INSPECTIONS FKCF7 UADA NIG00T 11
UIGO INSPECT-WF GENERAL OTHER FSWFY UAPO NOO1601C




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

Save Modified Employee Profile - Cancel

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)

Missouri Department of Natural Resources

Time Reporting Home for:  Your ID Here

My Time Reporting Home | DNR Home | Time Reporting Help | Logaut
User Activities Activity Status Time Reporting Activities Viewable Reports
0 Draft T&L Records Report Time & L eave (Add) SAMI Cutoff Dates
0 Unapproved T&L Records Modify Most Recent T&L Record SAMIl Holiday Dates
0 Disapproved T&L Records Modify Employee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes
tivil
Job Project Codes

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

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.

Week Day Work Time Start Work Time End
A schedule with Sunday _ _ i 10
1/2 hour lunch
break. —~ (800 1130
Monday 1200 1630
Mo lunch brak
working from @ 0300 Sl
AMio 5 PM Tuesday
Default Work Week Schedule: 0900 | 1700
(Checkmark above to autofill on Time Sheet) Wadnesda
0900 | 1700

Mote that all time
entries use the
military (24 hour)
format.

0800 1130
Friday 1200 1630

Saturday



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

Save Modified Employee Profile - Cancel

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)

Bissouri Depariment of Hatural Resow
Apga crel iy "'.n‘ IE*; L EAVE ;E &nn e Fengioyes Bame: Your amplinpse amme bpee
Eniburitte Ny ) i '
. Cat FLIA Type: =N Cotegany Jor R ation: Program: Employee 0 [S3N) Weck Degmneng:
dars W- AP TovET Lupervass Une |, Test 2 .z el EEFE b - RS
fedComp: 6300 State Comp: 1300 Noliday Compe 0640  Mex Tune: 0000 Annusiiesve: 10000 Siekleswe: 2200  Balance As ot 07aio0
Corrected: NU Stgs: Submied 3 TLE Corramtion Hatary
Heanages:
DeyBDale  Fridey-0606  Saturdey . pe7 Suray - 5608 Monday . B80S Tuesdey 8610  Wednesday - 0811 Thursdey - 06112
St End St End St End S End St End  San End St End
s Lo e e L e o
Endhing Temes : ; : L i - =
; F- B ] : :
Total Hours ; aatio pape #4809 P 0%
o ol Cod Hrshdin Code © Hrshin U Code MHeadlin @ Code  Hrsllin Code - Hralin
AT M 0w K ) P
Ercesispng 6
Total Exception Hra e A
LOPR Entry Section
LR | Aoty g Fridsy | Seturday . DSOT Sunday - 6688 Mondsy 0889 Tuesday 080  Wednesday -OLN1  Thursdey -D6M2
(LR AR o i e s — S
FRLFT VDA MADGETIY ? S350
FSAFT | GAPD | WOONGDIL o500
FELFT 1ANS RUROE G CELD




(Frame 2 of 2)

LDPR Cominent
(e Call Duty
LOPR  AcBvity Job :
Conh Gt ool Hreilin Hrskdin Hrsbkn Hraiin
B_ Fvont codes are for AmVoRe
| assigned On Calt of Pager duty. i
s et e Selactod, i vour Drofile
s Baar Ny by HR
LOPR Activity oy
Code Code Proj Hinbten Mgl M sl HrEMin
8
07 Explanataon {gpecil project cooe snd nama, if sppicable} O ApprovalDisapprovel Comments OT Approved?
Triduy - 2008 e b e s T
Seturday - 0607 _ (v T %o
Suirvdany - DDl 9 ] |8 VES i NG
Mondsy - 0608 v T ke
Tueaday - 0610 Froves - own
Wedneaday - 0611 Fooves: o0 wg
Thursday - 3842 Foves: ol wg
TLR Comment:
.............
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.
Approver: Supervisor One  Test -

B Supervisce One , Tes,

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.



. Exception Code :

Exception Code Daaetofion Short Exc

4 3 : P AnDOD FLEXHRS ZERO ADDITIONAL FL
Clicking here wilibring Y | ADDHR . ADD FLEX HOURS ADDITIONAL FL. -
up a help screenwith | - e e e S S

| exceplion codes, and g AL AL USAGE ANNUAL LEAVE
their descriptions i ; ALPO | AL PAYOFF ANNUAL LEAVE, -

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:

_ icking on the “Actmty, or
Total Exception Hrs Job/Proj link displays the list of codes
available for the comesponding section
.............................................. You have to manually enter these

. Joy codes into these codes in to the
ﬂ’ Code I prol  appropriate section (or copy & paste
T R R
QHFHA UICN | NJDO1512

KANSAS CITY REGIONAL OFFICE

............................................................................................

FSWF7? . SOUTHWEST REGIONAL OFFICE

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



LOFR Cominont:

On Call Duty

LOPR Activity Jot
Cods Coda Proj Hrallin Hrakiin

TR Hralin Hradin Hrsblin

O Pager Duty

LOPR Actedity Job

Cods  Cote  prq M Hrsttin Hrattm Hrstdin Krabtn Hrshin tirabin

i
Lel

OT Explanation {3pocial propmdt code shd aame, f sppheabie) OT Authorzed | Nol Auihosized Comments O7 Authorized?
Sundary - BEAH ves ¢ [ we
Mondsy - 0662 ~oves | [ WD
Tuesday - 0603 'E.i' | vES e
Wednepdey - bE04 5 wo
Thursday . 040E R b e
Friclay - 0606 Cioves: <0 g
Saturdsy - AT T e S
TLR Comment:

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 | >ubmitiveek
Time Record for approval.

button to save and submit the Employee

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 Il 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.

saveasDralt | gave 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 Penod g, h mjt 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

submitiVeek | s bmit Week submits the entire week’s days for approval.

Update Balances .
nd & 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 | 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

My Time Reporting Home | DME Home | Time Reporting Help | Logout

Activity Status

Viewable Rep

~ Time Reporting Activities

0 Draft TEL Becords

SAMI Cutoff D

Report Time & Leave (Add)
Modify Most Rec ei T&L Record

0 Unapproved T&L Records SAMI Holiday C
0 Disapproved T&lL Records Modify Employee Profile Leave Exceptio
Saved T&lL Becord Summary Leave Request Record(Add) LDPR Codes
1. Single click the Report Employee Time (Add) link from your homepage.
your screen will look similar to this: (Frame 1 of 2)
B b Department of Maturad Resowrc
Approrred Br: “UIME & LEAVE RECORD Emphopan lame: VOUr snployes nane bive |
t‘"m"t'ﬂ FLEA Type:  WWork Category listed hare Grgesication: Program: Employes ) [S5ME  Week Beginning:
"“';’::"‘;' Approven  SupercasrOee Temt Tz 4aDM a1z DBAR00S
Fed Comp: 2000~ Siace Comp: 1300 Holiday Comp: 0640 Flex Thme: 6000 | Anausi Lemver 10000 Sick Leave: 2310 | Balance As Of: 1182008
...... Comutted W) Swtus: Swreed 3 ' TLR Comectos Hatey
MeEsages:
Dy & Datn Friday - 0606 Saturday - 06T Sunday - 0608 Khorday - D6 Tuenday 0810 Wedmesdey 0811 Tharsday - 0612
BB E A o0 3001 oeoe 1200 i 0d00 200 200
Shift Beginning & i500 Ao T e 1364 Toh
Ending fimes Lo o el 8 T S L S o PO 00 Y LB L EEERE L TE TR R
Tatal Hours i o e T b
Coty  WraMin - Code  MeaMn  Code WM Code | Wesbin | Code  Hrabin  Code  Mrsbin  Code | Arabin
RO 0800 ] i BOG oieg
Extmticny 6 :
Totst Excaption Hrs 802 { sbess
LIPR Entry Section
FECFT 00| bipmee o L pnog 5 ang T s
FRGFT | UADA | el = S : | g ; : :
FEWFT | UAPD | NASIEDIT 210
T T iumt-ac_' [LE]

(Frame 2 of 2)




Todtal LDPR Bours LECD oB00 05 oan DECD
Add LDPR Enlres
LOFR Comment

O Call Dusty

LOPR Aty Rty

Code Codk Proj HrsMin Hrahiin

Event codes are for anyone

8 assigned On Call of Pager duty, i
must be selected, in your profike,
by HR

O Pager Duty

LOPR ACTAATY ot
Code Code Proj

Hiruhlen Hesblin HraRlm Hraliin HraMim Hrablin Hrahis

07 Eaplisption {apechal propect codd and name, if applicabin] AT Appr Avsaggoval OF Approved?

Friday - 06085 Mo [ own

Samisclay - DROT i b
Snday - 0643 8 Cives T

Monday - HRAE 1 ives i

Twesduy - D540 v 0
Viednedday - 541 T
Thirsday - 6842 I =

TLE Comment:

Moaily Week Cancel

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.
Approver: Supervisor One  Test -

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.



Ending Times i . . : - i 1 ¢ #
PoeorTrRoeoRaeR | | [ m— S—

L c
€ ]
. . i
Total Exce| Son Hrs T, L ricegliontols. | Fvcention Gale Exc
i, e s & gm0 FLEXHRSZERO =~ | ADDITIONALFL &
Clicking here willbring ynday (341 ,n5up ADD FLEX HOURS ADINTIONAL L §
up a help screen with Eassmidiii s nnnn L OATR L 8
exception codes, and 1 AL | ALUSAGE | ANNUAL LEAVE
4 their descriptions j ALPO AL PAYOFF i ANNUAL LEAVE

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. Alist 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:

ey o e . Actnity, or
Joh/Proj tink displays the list of codes
available for the comesponding section
You have to manually enter these
codes into these codes in to the
appropriate section {or copy & paste

...................................................................

OHFNA, UICHN Wois1z 3 e
QHFEY USH HIBEGE COUERR R L e e Looae

KANSAS CITY REGIONAL OFFICE
| SOUTHWEST REGIONAL OFFICE

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.qg.
if you were “On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here



-

Event Codis e used by amyong
................................. gtk acsigned On Call or Pager duty
T E 3  FEEEEREEE T i mast b sefectad in your profils | STETEEEEE T  FEEEEREEE I Py
} E b by HiRL FEEE ! EEECEEREE R I L

On Pager Duty

LDPR | Activity  Job
1 Fe gm0 Bmen 0 B sl maay 0 ooy
OF Explanation |3pecial propect codhe and name, it apghcatbie) OF Awivonized | Boy Authoriped Comengnis OF Authorized T
Sursday - 0601 L v e
Monday - BN Mg el
Tugsday - 0643 o i il e
Wednesdyy - 0604 Moves T e
Tharsdsy - 0605 | TH e
Friday - D534 Cives 0w
Satardsy - 080T vy ol

SavessDrafl = | SsbeitWesk | UpdateBalances | | Cancel

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 | SubmitWeek |, ,tton 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 Il 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.

SaveasDralt | g5y 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| 5,y m it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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 Ti
1.2 5X8 Category Two

Step-by-Step

me Records

My Time Reporting Home | DME Home | Time Reporting Help | Logout

Activity Status

~ Time Reporting Activities

Viewable Rep

0 Draft TEL Becords

0 Unapproved T&L Records

Report Time &

Modify Most Rece

Leave (Add)
E: T

&L Record

0 Disapproved T&l Becord

s

Modify Employee Profile

Saved T&L Record Summary

Leave Request Record(Add)

SAMI Cutoff D
SAMII Holiday C

Leave Exceplio
LDPR Codes

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

your screen will look similar to this: (Frame 1 of 2)

Missouri Department of Natural Resources
Approved By: Employee Hame: Your employee name here
_____ e | TMESLEAVERECORD - | FeeemRmeamemvaeemmese 1
Es“::" :" B; : FLSAType:  Work Category listed here Drganization: Program: | EmployeeD (SSN): = Week Beginning:
eeline  Ca _ |
™ Approver: Supervisor One | Test 2 2128 SADM i mgg12 DEI062008
Fed Comp: €0:00 | State Comp: 13:00 | Holiday Comp: 06:40  Flex Time: 00:00 | Annual Leave: 100:00 | Sick Leave: 22110 | Balance As Of: 02/16/2008
Corrected: NO Status: Submited 3 TLR Correction History
Messages:
Day & Date Friday-06/06 Saturday - 06/07 Sunday - 06/08 Monday - D6/09 Tuesday -06/10 = Wednesday-06/1  Thursday - 06/12
Start End Start End Start End Start End Start  End Start End Start End
""""""""""""""""" 6800 1200 0800 1200 0800 1200 0800 1200 0800 1200
o 13000 1 1700 1300 | 1700 1300 1700 1300 1700 | 1300 1700
Ending Times ; t '
"""" Total Hours " osoo 0200 0800 . 0o  peoo
Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code : HrsMin Code HrsMin Code HrsMin
RODO 0800 5 | RDO 0800
T a . i . 1 - = . i
T T T 0t =
LDPR Entry Section
LDPR  Activity = Job :
pr s iy Friday Saturday - 06/07 Sunday - 06/08 Monday - 06/08 Tuesday - 06110 Wednesday - 06M1 = Thursday - 06/12
e L e roon g ey S s e
HI00OT 1 - | 0300
FSWFT UAPO NOO1801C : : 0s00 | _
FSLF? UNS | MJODOEG( | os00
oeoo | 0800 0300 0200 0800 .
| Add LDPR Entries |



(Frame 2 of 2)

Total LDPR Hours 1000 1000 1000 1000
Update Balances Add LDPR Entries
LDPR Comment:
Event Code Section
On Call Duty i\
LOPR Activity Job ii \‘\
ivi o - - - : =
: HrsMin HraMin ; HrsMin HrsMin HrsMin
Code Code Proj Event codes are used by an;—fnne_\\
g assigned On Call or Pager duty
It must be selected in your profile 3§
by HR. J
On Pager Duty
LDPR Activity Job % = 5 : : : :
Code ol Proj HrsMin HrsMin HrsMin HrsMin HrsMin HrsMin HrzMin
8
OT Explanation (special project code and name, if applicable) OT Authorized / Not Authorized Comments OT Authorized?
Sunday - 06/01 [ iveg I ine
Monday - 06/02 [~ oyes i T nNo
Tuesday - 06103 9 I owvesi I no
Wednesday - 06/04 Cowves i T one
Thursday - 06/05 [ wes | I wo
Friday - 06/06 [ ves| [ no
Saturday - 06/07 oves i [ owo
TLR Comment:
Save as Draft Submit Week Update Balances Cancel
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.

Approver: Supenvisor One . Test Tl

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.

Ending Times
Total Hours Vﬁf‘l;.‘ind‘ TR
| Update Bala . Code  HrsMi .
| T RN 1 & http://wwwtest2. dnr.mo.gov/PN25Web/getTiEventCodeList.do -
RDO. =] 0800 |} e S
Exceptions M [
Hh- T
 Total Exce| jon Hrs : Exception Code :
\ Exception Code D iotion Short Exc :
€ ; A ™ ADDOD FLEXHRS ZERO ADDITIONAL FL| |
Clicking here will bring ynday | ADDHR ADD FLEX HOURS Aci%TlDNAL FL|
1 upahelpscreenwith § 3
----- exception codes, and AL AL USAGE ANNUAL LEAVE ™
% their descriptions =~ §——— ALPO | AL PAYOFF ANMUAL LEAVE|

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. Alist 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:

. icking on the . Actiaty, or . . . .
Total Exception Hrs | f Job/Proj link displays the list of codes | | | |
available for the corresponding section.
You have to manually enter these S
LDER o codes into these codes in to the
E Code Proj appropriate section {or copy & paste
FKCFT R o O R
GHEUR UINS MNJ001 28E
QHFMA UICH MIBIHEIZ 1 B g e
QHFBW sM MNJG018GE

FE i

KAMSAS CITY REGIOMAL OFFICE

FSWEY

SOUTHWEST REGIONMAL OFFICE

FSLFT

ST LOUIS REGIONMAL OFFICE

FNEFT

NORTHEAST REGIOMNAL OFFICE

. 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

Total LDPR Hours 1000 1000 1000 1000
lipdate Balances Add LDPR Entries
LDPR Comment:
Event Code Section
On Call Duty 1\
LDPR Activity Job \ \
ivi o : - : : :
: HrsMin HrsMin i HrsMin HrsMin HrsMin
Code Code Proj Event codes are used by an‘;nne\\!
a8 assigned On Call or Pager duty
It must be selected in your profile %
by HR. 4
On Pager Duty
LDPR Activity Job = = 2 i : : :
Code Code Proy HrsMin HrsMin HrsMin HrsMin HraMin HrsMin HrsMin
8
OT Explanation (special project code and name, if applicable) OT Authorized ! Hot Authorized Comments OT Authorized?
Sunday - 06101 [owves il no
Monday - 06/02 [Toves | T no
Tuesday - 06103 9 | ivEs [ NO
Wednesday - 06/04 Coves T no
Thursday - 06/05 [ wves | [ no
Friday - 06/06 T oves | I one
Saturday - 06/07 I oves | [ no
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

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 | SubmitWeek | ,tton 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 Il 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.

SaveasDralt | g5y 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 Dratft.

Submit Pay Perod| 5 hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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)

Missouri Department of Natural Resources

Approved By: Em ee Name: Your employee name here
pheced By TIME & LEAVE RECORD prayes | plove
Submitted By: FLSA Type: Work Category listed here ) ) Organization: | Program: Employes ID{55H):  Week Beginning:
) Approver: Wikes . Mari-Jo 2 - 2125 § AADH RS L bemauee | a0
Fed Comp: 00:00 = State Comp: 02:00 | Holiday Comp: 02015 | Flex Time: 00:00 Annual Leave: 15030 Sick Leave: 3150 Balance As OF: 02162008
Corrected: NO Status: Draf 3 ! TLR Correction History
Meazages:
Day & Date Sunday-0501 | Monday - 0612 Tuesday -0603 | Vednesday -06404 = Thursday - 06705 Fricay - 0506 Saturday - 0607
|Update Balances St | End St End Start End Start | End Start End start  End Start End
Shift Beginning & [ [T 1200 o700 1200 67 | 1200 | 0700 1200
Beginning 1200 1800 1300 1800 1300 | 1a00 | 1300 1800
Ending Times T ! ! ]
Total Hours ! 1000 1060 Coroma 1000
| Update Balances  Code | HrsMin = Code  HrsMin | Code | HrsMin = Code | HrsMin | Code  HrsMin  Code | HrsMin  Code | HrsMin
ADO w MOB 5 . - | - RO = 1G00 BDO w1000
................... - E - - S— —— e e
b= | v b I I S he I SR S hd
Tolal Exception Hrs
LDPR Entry Section
LOPR | Activity g Sunday | Monday - 0502 Tueaday - 0603 = Wednesday - 0604 | Thursday - 06105 Friday - D606 saturday - 0607
......................... T ST e T R TSR s e G o e BT
NOOOTOAE !
HIISHE T

 TotalLOPRHours




(Frame 2 of 2)

Total LDPR Hours 1000 10400 1000 1000
Uipdate Balances Add LOPR Entries
LDPR Comment:
Event CDdg\Sac*tl-:-n
On Calt Duty ';\.\_
o 2
LOFR Activity Jab . . e enand - Wipmssianssmac - - .
Code Code Proj il e !/JE'rar!‘. codes are used by 'ntn',,-::r!l:zh\E e Ll o
[+] b assigned On Call or Pager duly
bt must be salectad in your profila
i\j_:’}. hR ¥
o Pager Duty
LOFR Activity Jaob i
Code | Coda Proj | HraMin Hrahin Hrshin HrsMin HraMin HraMin HraMin
8
0T Explanation (special project code and name, if applicable) 0T Authorized ! Mot Authorized Comments OT Authgnized?
Sunday - 051 e
Monday - 0602 = i R
Tuesday - 0603 ] ooves: o owo
Wednesday - 0604 Iowes i Timn
Thursday - 06405 e
Friday - 0606 I =
Saturday - 06107 e T wn
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

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.

Approver: Supervisor One , Test - |

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.qg. 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.



—
Ending Times 1

Total Hours ..

...................................... Excm“cm
Description Short

e e e AR | FLEX HRS ZERD ADCHTIONAL FL i
Clicking here will bring

_ ADD FLEX HOURS - 4
T up a help screen with e TR T e
exception codes, and AL USAGE AMMUAL LEAVE " i
their descriptions AL PAYOFF AMPUAL I_E,ﬁJ..'EI o |

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:

icking on the L L Actpaty, or
JokProj link dispiays the list of codes
available for the comesponding section
You have to manually enter these
codes into these codes in to the i
Prof 3ppropriate ssction {or copy & pasis Bl i

Total Exception Hre |

NJ0G1 268 i
NJO01512 |1 [ .:: ...........................................................................

LDPR Code Description

HANSAS CITY REGIOMAL OFFICE

SOUTHWEST REGIONAL OFFICE
FSLFT ST LOLAS REGIONAL OFFICE

B e AP ERS 0 4

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



Total LOPR Bours 1600 1000 1000 1000
Lipdate Balances Add LDPR Entries
LOPR Comment:
Event CDd:\Sac*tlnn
On Calf Duty Y
i Y
LOFR Activity Jab . . e enand - Wipmssianssmac - - .
Code Code Prog HrsMin Hr=Min {HE'-'B:'!‘- codes are used by Brl':;:_"r!sﬁxi HrsMin HrsMin HrsMin
g i assigned On Call or Pager duly i
bt must be sefected in vour profile 3
i\E}. HR i
O Pager Duty
LDPR Activity Job :
Code Coda Proj Hralin HraMin Hraiin HraMin HraMin HraMin HraMin
0T Explanation (special project code and name, if applicable) QT Authorized | Mot Authonized Comments 0T Authorized?
sunday - 05101 e
Monday - 06/02 — ie - e
Tuesday - 163 =] Coves o Cown
Wednesday - 0604 Iowes i Timn
Thursday - 0605 e T
Friday - 06405 I
Saturday - 06107 Foowes T ome
TLR Comment:
Save as Draft Submit Week Uipdate Halances Cancel
9. Enter an OT Explanation for each day you worked overtime.

10. Single click the Submit Week button S Weck

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

to save and submit the Employee Time

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 Il 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.

SaveasDralt | g5ye 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 Dratft.

Submit Pay Perod| 5 hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | 5,hmit Week submits the entire week’s days for approval.

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

Cancel | 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)

HMissouri Department of Natural Resources

Approved By: Employee Hame: Your emplo name hera
pRraved By TIME & LEAVE RECORD Ple praves
Submitted By: FL3A Type: Wark Categary listed here ) . Organization: Program: Employes 1D {SSH): Weeak Baginning:
' Approver: - Wikes . Marlo 2 v 2125 R R T~ U )
Fed Comp: 0000 | State Comp: 03.00  Holiday Comps 0215 Flex Time: 00:00 Annual Leave: 150:30 Sick Leave: 2150 Balance As OF 02/18/2008
Corrected: n0 Status: Oroft 3 | TLR Comection History
Messages:
Monday - 06402 Tuesday - 0603 Vednesday - 0604 Thuraday - 0605 Friday - D606 Saturday - 0607
St | End | Start  End St  End St  End | St  End St End
shit Beginning & orol | 1204 wrng | 1200 0700 1200 o700 1200
g 1300 | 1800 12300 | 1800 1300 1200 1300 1200
Ending Times . 1 : . . . .
| 4. | ; |
Tatal Hours { {1000 1000 1000 1000
UpdateBalances |  Code | HrsMin  Code  HrsMin  Code  HrsMin  Code  HrsMin  Code  HrsMin  Code  HrsMin  Code | HrsMin
RDD - 1000 5 { - - - ADO -~ 1000 [RDO w1000
. < - r 1- - - - -l
Total Exception Hrs :
LDFR Entry Seetion
Lo Aeny ‘ Monday - 0602  Tuesday-0503  Wednesday-0604  Thursday-06/05  Friday - 0606 Eaturday - 067

FSWFT | UICH | HODOTO
FNEFT | LIS NOD1S0EC
QHFET | LIS HAOT2EE




(Frame 2 of 2)

Total LDPR Hours 1000 1000 10400 1000
Uipdate Balances Add LDPR Entries
LOPR Comment
Event C:rdg\Sa-::tl-:»n
On Calk Duty ';\.\
i |
LOPR Activity Jab : : U : : :
Code Code Proj T A fE}a.'!‘. codes are used by 'ntn',;::-'!lasxE I L kel
8 assigned On Call or Pager duly
Bl must be sefected in your profile 3
i\:‘f"' HR /
On Pager Duty
LDPR Activity Jab :
ot Coda Pro Hraiin Hrabin HrzRdin HraMin HraMin HraMin HrsMin
07 Explanation (special project code and name, if applicable) QT Authorized ! Hot Authonized Comments OT Authornized?
Sunday - 0601 v LT v
Monday - 0603 I vee o
Tuesday - 1603 ] Coooves o me
Wednesday - 16704 Mowes o Thinp
Thursday - 3605 YES I MO
Friday - 0606 Fovegd T ing
Saturday - 0607 o [
TLR Commaent:
Save as Draft Submit Week lipdate Balances Cancel

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.

Approver: SupenvisorOne . Test -

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.




—
Ending Times

Total Hours ) 1
Total Exce : wes | Exception Code E
: gl | iR Description Short Gk i

. \ : Th :noon FLEX HRS ZERO ADDIMONALFL, | B

! | ADDHR ADD FLEY HOURE g%mem FL o E

up a help screen with | o 1
exception codes, and i AL AL LIZAGE AMMUAL LEAVE ™ | i
-afheir descriptions | aLPO AL PAYOFF AMNUAL LEAVE  {if

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. Alist 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:

icking on the L . Actpaty, ar
JobProj link displays the list of codes
available for the comesponding section
Yoo have to manually enter these
codes into these codes into the ;

ok appropriate section {or copy & pasts L

Total Exception Hre |

CHEWR | LING M09 28
QHFHa | LHCH MJGOASAZ U e

LDPR Code Description

HANSAS CITY REGIOMAL OFFICE
SOUTHWEST REGIONMAL OFFICE
18 FoLET 5T LOLAS REGIONAL OFFICE

T s AP 4

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



Total LDPR Hours 1000 1000 1000 1000
Update Balances Add LOPR Entries
LDPR Comment
Evanttodg\Sac’tmn
T,
On Call Duty B
LOFR Avctivity Jab p
i : : R, ; : £
HrsMin Hr=Min HrsMin HrsMin HrsMin
Code Code Proj !"Hﬁmr!‘. codes are used by BTI':,"'«.‘TH‘\E
g b assigned On Call or Pager duly
b it must be sefectad in your profile
i\E}. HR i
On Pager Duty
LDPR Activity Job :
Code Coda Prod HraMin HraMin Hr=Riin HrsMin Hr=Min HrsMin HrsMin
0T Explanation (special project code and name, if applicable) QT Authorized | Mot Authorized Comments 0T Authorized?
Sunday - 0601 Foowes s
Monday - 0602 I vEs s
Tuesday - 0613 G - owves: o wo
Wednesday - 1604 = ) N ¥
Thursday - 06805 I oyee T
Friday - D606 I oves T wo
Saturday - 0607 i owes T mo
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

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 | SubmitWeek | ,tton 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 Il 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.

SaveasDralt | g5ye 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 Dratft.

Submit Pay Perod| 5 hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | 5,hmit Week submits the entire week’s days for approval.

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

Cancel | 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)

Kissouri Department of Natural Resources

Approved By: TIME & LEAVE RECORD Employee Name: Your employee name here |
Submitted By: FL3A Type: Wark Categary listed here ) . Organization: Program: i Employes 1D {SSH): Week Beginnirfg:
Approver: Videes  Mario 2 . 2125 4A0M _ 1345 L Se012008 | 180,
Fed Compe C00E State Comp: 08:00 .!Inlidnj- Comp: 0?15. Flex Time: 0000 Annual Leave: 158050 ; Sick Leave: 3150 t Balance As OF: D218/2008
omected W0 | swmws Bt F T Rcevedendemy
Mezzages:
Monday - 06402 Tuesday - 0603 Vednesday - 0604 Thuraday - 0605 Friday - D606 Saturday - 0607
St | End  Start  End Start  End Start End | St End Sart | End
. oran | 1200 LT, i avoa 200 aTon 1200
5:::;::1:::;:& i 1300 | f800 1300 i80a ] 1300 ] a0 i 1300 ] 1800
| 4. | | |
Tatal Hours | 101000 RO 111 1000 1000

Update Balances | | Code | HreMin = Code | HrsMin = Code  HreMin  Code  HrsMin  Code  HrsMin  Code | HrsMin = Code | HrsMin

RDO  » 1000 5 . - - - ADO - 108G [ ADO w1000
. < - r 1- - - - -l
Total Exception Hrs :
LOFR Entry Section
| Tuesday-0603  Wednesday-06@4  Thursday-0605 Friday - 0616 Saturday - 0607

FSWFT | UICH | HODOTO
FNEFT | LIS NOD1S0EC
QHFCT | UISH NJDOT2EE




(Frame 2 of 2)

Total LDPR Hours 1000 1000 1000 1000
| Update Balances Add LDPR Entries
LDPR Comment:
Event Code Section
On Call Duty ’c‘:\\
LOPR  Activity | Job . : : ' _ _ . .
Code Code Proj Hrslin HrsMin i s are used by aﬂ'fgz';eﬁ?ﬁ-‘ HrsMin HrsMin HreMin
g On Call or Pager -’5;5‘«.;.
On Pager Duty
LDPR Activity Job : : : d d :
Code Code Proj HrsMin HrsMin HrsMin HrsMin HrsMin HrsMin HrsMin
OT Explanation (special project code and name, if applicable) OT Authorized / Hot Authorized Comments OT Authorized?
Sunday - 06104 Toves T “no
Maonday - 06102 oves [T no
Tuesday - 06103 g e
Wednesday - 06104 T ovesii g
Thursday - 06/05 Soves| [ ono
Friday - 06106 oves T no
Saturday - 06/07 oves | T omo
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

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.

Approver: Supervizar Une . Test ik

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.



Ending Times

Total Hours
| Update Balances = Code  HrsMin
Employee Leave Codes
Exception Code
Exception Code Descrition Short Ext
i ] { : ADDOD FLEX HRS ZERO ADDITIOMAL FL
Clicking here will bring yoday ADDHR ADD FLEX HOURS ADDITIONAL FL
""" up a help screen with | CATZ 3
exception codes, and | AL AL USAGE ANNUAL LEAVE
- their descriptions . ALPO AL PAYOFF ANNUAL L EAVE

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:

icking on the LDPR Actraty or
- Job/Proj link displays the list of codes
available for the coresponding section.
You have to manually enter these ALk
codes into these codes in to the I
appropriate section [or copy & paste

Total Exception Hrs |

FKCF7 -
QHEUR | UINS | NJ00128E

QHFNA U":NNJUU“MEO ........................................................................................................
QHFBY | USH | NI0D18GE

LDPR Code Description

KANSAS CITY REGIONAL OFFICE
SOUTHWEST REGIONAL OFFICE
ST LOUIS REGIOMAL OFFICE
MORTHEAST REGIONAL OFFICE

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



Total LOPR Hours 1000 1000 1000 1000
| Update Balances Add LDPR Entries
LDPR Comment:
0On Call Duty
LDPR Activity Job : < 5 . =
Cods Code Proj HrsMin HrsMin HrsMin HrsMin HrsMin
3
On Pager Duty
LDPR Activity Job : : = : : :
il Code Proj HraMin HrsMin HrsMin HrsMin HrsMin HrsMin HrsMin
0T Explanation (special project code and name, if applicable) OT Authorized | Hot Authorized Comments OT Authorized?
Sunday - 06101 [ wee (N T
Monday - 06102 oves | T owo
Tuesday - 06103 g T oves | T ono
Wednesday - 06/04 I oves ! T ono
Thursday - 0605 " ves [T no
Friday - 06/06 I owes| I no
Saturday - 06/07 I oves | T no
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

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 | SubmitWeek | ,+ton 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 Il 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.

saveasDraft | g5ye 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 Perod| 5, hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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)

Missouri Department of Natural Resources

Appraved By: TIME & LEAVE RECORD
. FLSA Type: YWork Catagory listed here
Submitted By: Approver: Wikes Maso ? M

Fed Comp: 00:00 State Comp: 0500 .Hbl.iﬂar Comp: I}Z!ISE Flex Time: 00:00

Employee Name: Your employes name here

Organization:
2125 |
Annual Leave: 150530

Program:
440U

Emplayea 10 {SSN):
345
Sick Leave: 31:50

Week Beginning:

e o 5 e e e

Messagas:

Day & Date Sunday - 06/ Monday - 16102 Tuesday- 063 | Vednesday- 0644  Thursday - 06105 Friday - 6106 Saturday - 06107
| Update Balances Sttt  End Start End Start End Start | End Start End start  End Start End
Shift Beainning & 0700 1200 o700 1200 0700 1200 01700 1200

Beginning 1300 1800 1300 1300 1300 1800 1300 1800
Ending Times

4

Total Hours 1000 1000 1000 1000

éLIpdaIJeBahnE:EE Code Hrsiin = Code HreMin = Code | HrsMin = Code HrsMin = Code  HrsMin  Code HrsMin = Code = HrsMin
RDO - 1000 5 - - -l - RDO = 1000 ADO w1040
] - v - - :v. - - -

Total Exceplion Hrs ' ;




(Frame 2 of 2)

Total LDPR Kours 1000 1000 10400 1000
Uipdate Balances Add LOPR Entries
LOPR Comment:
Ewvent CDdg\Se-::tlon
On Calt Duty ';\.\
. | Y
LOFR Activity Jab f f ST R * i *
Code Code Proj il o ;’fE'rer!': codes are used by '::n'::::ruasﬁx‘E i Ll Lol
8 assigned On Call or Pagar duty
Bl must be sefectad in your profle 3
i\:.f}' HR f
O Pager Duty
LDPR Activity Job :
Code Coda Prod HraMin HraMin HrzRlin HraMin HrsMin HraMin HrsMin
(T Explanation (special project code and name, if applicable) 0T Authorized | Hot Authorized Comments OT Authorized?
Sunday - 0601 JRES - R I
Monday - 0602 — . - e
Tuesday - 1603 ] o ovesowo
Wednesday - 0604 [ oves i iwn
Thursday - 36:05 [ ovee T e
Friday - 06406 I owes T owo
Saturday - 0507 oowes T mo
TLR Comment:
Save as Draf Submit Week Uipdate Balances Cancel

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.

Supervisor One  Test ¥

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.



T —

Ending Times
e T — T e
S g ] Hrs S . I Excam m. 3
: - et | EXERDION 003 Description Short . i
: \ : : '™ 2pDo0 FLEX HRS ZERO | ADDMOMALFL, | B
_ | ADOHR ADD FLEX HOURS ' g%mﬂm P
up a help screen with Tl f = If
exception codes, and i AL AL USAGE | ANNUAL LEAVE 41 |

A their descriplions il Ao AL PHYOFF D ANNUAL LEAVE | E

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:

icking on the L . Actpaty, ar
JokFroj link dispiays the list of codes
available for the comesponding section
Yoo have to manually enter these
codes into these codes into the ;

§  appropriate section {or copy & pasts e e

Total Exception Hre |

CHEWR | LING M09 28 i
AHENS | LIEN NJBD1E12 - |1 [ .:: ...........................................................................

LDPR Code Description

HANSAS CITY REGIOMAL OFFICE
SOUTHWEST REGIONMAL OFFICE
18 FoLET 5T LOLAS REGIONAL OFFICE

T s AP 4

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.qg. if you were
“On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here



Total LDPR Kours 1600 1000 1000 1000
Lipdate Balances Add LDPR Entries
LOPR Comment:
Event Code Section
On Calf Duty ';\.\_
i N
LOFR Activity Jab . . e enand - Wipmssianssmac - - .
Code Code Prog Gl NN { nt codes are used by 'atrl',,-::r!nezﬂxE i L Uikl
g assigned On Call ar Pager duly
i must be sefectad in your profile 3
i\E"' HR i
O Pager Duty
LDPR Activity Job :
Code Coda Proj Hralin HraMin Hraiin HraMin HraMin HraMin HraMin
0T Explanation (special project code and name, if applicable) QT Authorized | Mot Authonized Comments 0T Authorized?
sunday - 05101 e
Monday - 06/ s e
Tuesday - 163 =] Coves o Cown
Wednesday - 0604 Iowes i Timn
Thursday - 0605 e T
Friday - 06405 I
Saturday - 06107 Foowes T ome
TLR Comment:
Save as Draft Submit Week Uipdate Halances Cancel

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 | SubmitWeek |, ,tton 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 Il 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.

SaveasDralt | g5y e 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 Dratft.

Submit Pay Period| 5 hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | syphmit Week submits the entire week’s days for approval.

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

Cancel | 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)

Missouri Department of Natural Hesources

Approved By: TIME & LEAVE RECORD Employee Name: Your employee name here
Subrmitted By: FLSA Type: Wiork Category listed here ) ) Organization: Programs: Employes 105N} Week Beginning:
Approver: Wikes . Mas-lo 7 - 2125 | 440U AT [ 801E008 | ED
Fed Comp: 0000 State Comp: 0800 | Holiday Compe 02015 | Flex Time: 00:00 Annual Leave: 150:30 Sick Leave: 31:50 Balante As Of 02ME2008
e 16 T seme oem 3 T TR T
Messages:
Day & Date Sunday-06m1 | Monday - 0602 Tuesday - 0603 | Wednesday - 06104 Thursday - 06105 Friday - 05106 Saturday - 0607
|Update Balances  Start  End St End Start End Start | End Start End Start . End Start Ened
shift Beginning & | [T 1200 oTon 1200 0700 | 00 0T 1200
1300 1800 1300 18040 1300 1800 | §300 1500
Ending Times . 4 ! 3
Total Hours ! 1000 1060 Coroma 1000

| Update Balances ~ Code | HrsMin = Code  HrsMin | Code | HrsMin = Code | HrsMin  Code  HrsMin  Code  HrsMin  Code | HrsMin

10 5 - - '!r: - RO - 10400 AO0O - 1040
- - | 1-. - - -

Tolal Exceplion Hrs

| Update Balances |

T




(Frame 2 of 2)

Total LDPR Hours 1000 1000 1000 1000
Update Balances Add LOPR Entries
LOPR Comment:
Event tndgfactmn
On Call Duty ';\-\.
= N
LOPR Activity lob . . ST ET ISR O | s - - .
Hrshi Hr=M HrsM HrsM HrsM
Code Code Prog Eaih i {#E'rar!‘. codes are used by 'ntn',,-::r!eﬁx\E o gl gl
11 i assigned On Cali or Pager duty ;
i it must be selectad in your profila 3
o HR =
On Pager Duty
LDPR Activity Job ;
Code Coda Prod Hrahin HraMin HraRlin HraMin HraMin HraMin HraMin
B
OT Explanation (special project code and name, if applicable) OT Authorized ! Hot Authorized Comments OT Authonized?
sunday - 1501 i
Monday - 0602 e e = e
Tuesday - D603 9 Fooves: oo
Wednesday - 1604 Foves o we
Thursday - 3605 I oyee T
Friday - 0606 R e
Saturday - 0507 Foovesi M iinp
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

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.

Approver: SupenvisorOne . Test -

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.qg. 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.

=
Ending Times

Total Hours

Update Balances | Code  HrsMin

Total E‘Hcei; g ey ! i . Exe Code o

_ Description Short
: \ : ™, D000

; A FLEX HRS ZERQ
Clicking here will bring  gndsy

up a help screen with [
exception codes, and H
4 their U(-:Ei’;fiml[]ﬂii .............. i

P TTTTTTTITTIIII It

ADDTIONALFL, | B
ADDITIONAL FL|
CAT2 :

ANNUAL LEAVE " B
AMNUBL LEAVE  [if

ADDHR ADD FLEX HOURE

AL USAGE
AL PAYOFF

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:

icking on the L . Actpaty, ar
JobProj link displays the list of codes
available for the comesponding section
Yoo have to manually enter these
codes into these codes into the ;

ok appropriate section {or copy & pasts L

Total Exception Hre |

CHEWR | LING M09 28 i
QHFHE | LIHCH HJG01512 | r—

LDPR Code Description

HANSAS CITY REGIOMAL OFFICE
SOUTHWEST REGIONMAL OFFICE
18 FoLET 5T LOLAS REGIONAL OFFICE

T s AP 4

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.qg. if you were
“On Call” from 8 AM till midnight, you would enter 1600. The sample screen is shown here



Total LOPR Bours 1600 1000 1000 1000
Lipdate Balances Add LDPR Entries
LOPR Comment:
Event CDd:\Sac*tlnn
On Calf Duty ';\.\_
LOFR Activity Jab A
: : T i : : £
Code Code Prog HrsMin Hr=Min {HE'-'B:'!‘- codes are used by Brl':;:_"r!sﬁxi HrsMin HrsMin HrsMin
g assigned On Call ar Pager duly |
i must be sefectad in your profile 3
i\E}. HR i
O Pager Duty
LDPR Activity Job :
Code Cods Proj HraMin HraMin Hrahin HraMin HreMin HrsMin HrsMin
0T Explanation (special project code and name, if applicable) QT Authorized | Mot Authonized Comments 0T Authorized?
sunday - 05101 e
Monday - 06/02 — ie - e
Tuesday - 163 =] Coves o Cown
Wednesday - 0604 Iowes i Timn
Thursday - 0605 e T
Friday - 06405 I
Saturday - 06107 Foowes T ome
TLR Comment:
Save as Draft Submit Week Uipdate Halances Cancel

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 | SubmitWeek |, ,tton 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 Il 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.

SaveasDralt | g5ye 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 Dratft.

Submit Pay Perod| 5 hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | 5,hmit Week submits the entire week’s days for approval.

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

Cancel | 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)

Appraved By: hirﬁnur*FﬁpEa;nieEr:ﬁé P:Eg:&;;g&uurces Employee Hame: Your employee name here
Submitted By: FLEA Type: Work Category listed here | Organization: Program: Employes I0{55Hy  Week Beginning:
) Approver: Wiles . Marida 2 - 21 | 440 IS [ oeamne | 160
Fed Comp: 00:00 State Comp: (200 - Holiday Comp: 02:15 Flex Time: 00:00 Annual Leave: 150030 Sick Leave: 31:50 Balance As Of: 021982008
Corrected: NO Status: [rafl 3 | TLR Correction History
Mesaages:
Day & Date Sunday - 06/04 Konday - 0602 Tuesday - 0603 Viednesday - 0604 = Thursday - 0805 Friday - 0606 Saturday - 0607
| Update Balances ~ Start  End St End Start End Start  End Start End St End Start End
Shift inning & i oron 1200 oyl 1200 ored 1200
Beginning 1200 1800 1300 1800 1300 1300
Ending Times
4
Total Hours 1000 100D 1000
Update Balances Code Hrsbtin = Code HrsMin = Code | HrsMin = Code HrsMin = Code  HrsMin  Code HrsMin = Code = HrsMin
................... v 2T T v M S
| v - - . - - -
Tolal Exceplion Hrs .
LDPR Entry Section
LDEBE ag:mn g‘ Surmday Monday - D602 Tugsday - 0603 Vednesday - 0604 | Thursday - 065 Friday - 0606 Saturday - 60T
FRCFT 1000 1000 1000
FEWFT CH ROQOTIC & !
FHEFT i !\.II]I:I15I]1I:E
OHFCT RSN BUO0 2EE
 TomiLOPRHours
| Update Balances |




(Frame 2 of 2)

Total LOPR Hours il GECD 000 &0 00
Add LDPR Entries
LOPR Comment:
Event Codlitk:tion
On Call Duty \'\
:.‘;:1: "'::"E;:" ;?:i HrsMin Hr=Rlin “rgMi:"' \mg Min HrsMin Hr=htin HreMin
8 f Eventcodes are for anyone
| assigned On Call of Pager duty. it
b omust be sebected, inyour profile,
L bvHR
On Pager Duty L b :
b /
LOPR Activity Job : : : ; : : :
Code Code Prog Hrshtin Hrsitin HraMin HrsMin Hrsifin HrsRlin HrsMin
8
OT Explanation (special project code and name, if applicable) QT ApprovaliDisapproval Comments OT Approved?
Ericay - 0606 [ ves T
Saturday - 0BT Moves o0
Sunday - 0605 9 Y S T
Monday - 06/09 Moives e
Tuesday - 0840 ™~ yes i
Wednesday - 06/14 I - S Y
Thurzday - 0612 I~ em o
TLR Comment:
Modify Week Cancel

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.

Approver: Supervisor One , Test - |

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.



—
Ending Times

Taotal Hours

| g 1

; g 1

] : 8 1

Total Exes Hrs | i Exceplion Code Exception Code Exe i
!

:

T T T T L |

Description Short

- \ : i o : = ADDD0 FLEX HRS ZERO ADDITIOMAL FL B

ADDITIONAL FL|
up a help screen with e [.oCAT2 N -
exception codes, and il AL AL USAGE | AMMUAL LEAVE i

“adheir descriptions il arD AL PAYCFF [ AMMUSLLERVE | iE

ADDHR ADD FLEX HOURE

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:

icking on the L . Actpaly, ar
JobFroj link dispiays the list of codes
awailable for the comespanding seciion
You have to manually enter these
codes into these codes in to the

ok appropriate section {or copy & pasts

Total Exception Hre |

Tt T

b , aov/PN2SWeb/getTirl dprCodelist.do
RReFr L ERMUL L T iageno oo BIEYNENget e duioceiatds - T )

QHEUR | UINS HJ0O1 288 1
QHFNS, | LICH HJO01512 | r—

.....................................................................................

LDOPR Code Description

KANSAS CITY REGIONMAL OFFICE

SOUTHWEST REGIONAL OFFICE

i FsLFT ST LOUIS REGIONAL OFFICE
B ;

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:



Total LOPR Bours 1600 1000 1000 1000
Lipdate Balances Add LDPR Entries
LOPR Comment:
Event CDd:\Sac*tlnn
On Calf Duty ';\.\_
LOFR Activity Jab A
: : T i : : £
Code Code Prog HrsMin Hr=Min {HE'-'B:'!‘- codes are used by Brl':;:_"r!sﬁxi HrsMin HrsMin HrsMin
7 i assigned On Call or Pager duly i
bt must be sefected in vour profile 3
i\E}. HR i
O Pager Duty
LDPR Activity Job :
Code Cods Proj HraMin HraMin Hrahin HraMin HreMin HrsMin HrsMin
7
0T Explanation (special project code and name, if applicable) QT Authorized | Mot Authonized Comments 0T Authorized?
sunday - 05101 e
Monday - 06/02 — ie - e
Tuesday - 163 & Coves o Cown
Wednesday - 0604 Iowes i Timn
Thursday - 0605 e T
Friday - 06405 I
Saturday - 06107 Foowes T ome
TLR Comment:
Save as Draft Submit Week Uipdate Halances Cancel

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

9. Single click the Submit Week | SubmitWeek | tton 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 Il, 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.

saveasDralt | g5ye 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| 5, hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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)

Missouri Department of Natural Resources

TIME & LEAVE RECORD Empln'raa Name:  Your emp.fam name here

Approved By:

S i Trne ok Emegn'} o1 umnmmn — Pmum — Emplwu ID!SEHJ . wmkﬂegmmg
" Fo R Approver: E'upemﬁnrﬂhe Test 2 - 2425 4408 HHEETE wmmua GD
Status: Dralt 3 TLR Cosrectisn Hislory * Total Appnlnhnentﬂnurs Worked: 4000
M&Dm Sumndny - G601 Momday - 0603 Tuesday - 0603 w:dm::du D604 Tlu.lrl‘dlr 0605 Frichay - (606 Saturday - 0607
Updale Baaannas Start End Start End Start End | Start End Start . End Start | End | Start End

4 (HHMM HeMWO

Shift Beginning & 073 1130

Ending Times

1130 1600

Total Hours
LOPR Enfry Section
LDPR  Actvity | Job |
== e w0 2 o .
FECFT

Update Balances Add LOPR Entries |
........... T NI r
OT Explanation {special project code and name, if applicable} OT Authorized / Hot Authorized Comments | OT Authorized?
Sunday - 0501 . T owves i T wo
Monday - D602 i T owves i T wo
Tuesday - 0603 ™ yes | 7 owe
Wednesday - 06104 7 owves i T we
Thursday - 0605 T owves i I owo
Friday - 06106 I owves | T owo
Saturday - 0607 7 oves | T owe
TLR Comment:

Save as Draft Submit Week Update Balances Canceal




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.

Approver: Supenvisor One . Test -

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:

woking on the - actialy, or

JolProj link displays the list of codes

available for the comesponding section

B You have to manuatly enter thase

4 codes into these codes in to the

Prok. @ppropriate section {or oo py & paste
hem

Total Exception Hre

LDPR Entry Section

s Internet Explorer

o.qov/ PN2SWeb/get TirldprCodel

CHELR UINS N0 288
QHFHA UICH HJOD512
QHFBW UEsH HIODIEGE LDFR Codes

LDPR Code Description Division

HANSAS CITY REGIOMAL OFFICE
FEWFT SOUTHWEST REGIOMNAL OFFICE
FSLFT ST LOWAS REGIONAL OFFICE

FHEFT HORTHEAST REGIOMAL OFFICE

O SR e Y

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

7. Single click the Submit Week | SubmitWeek | ,+ton 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 I, 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.

SaveasDralt | g5y 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| 5,y m it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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

My Tirme Raporing Home | DR Home | Time Reporting Help | Logoul

Viewable Rep
SAMIE Cutoff i
SANIE Hofiday |
Leave Exceplig
LDFR Codes

O Draft Tél Records

0 Unapproved T&L Records

0 Dizapproved T&L Records

T

| Time Reporting Activities

Report Time & Leave (Add
Bdochify I I

bdodify Employes Profile
Leave Reques] RecordlAdd}

e I

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

Missouri Department of Natural Resources
A d By Empl Hame:
Submitted By: FLSA Type: Work Category listed here Organization: Progrom: Employee I0 (S5H): | Week Baginning:
" Fo R Approver: Superviser Ore | Test 2 - 2425 4408 HHEETE wmmua G0
Correcled: RO Stafus: Cralt 3 TLR Correction Hislory Tolal Appointment Hours Worked: 40000
Tuesday-06/03  Wednesday- 06104 Thursday - 06405 Friday - (606 Saturday - 06107
Start End | Start End Start  End St | End | Stan End
SHAA AN !
Shift Beginning & . . l-"l-l?jl:||1 ..... Hh?;j I I SN RSN SN SUN SU S S S
Ending Times - ;
1130 1604
Total Hours
LOPR Enfry Section
LOPR  Activity | Job |
Cods Code Proj Sunday Maonday - 0602 Tuesday - 0603 Vednesday - 0604 Thuraday - 06/05 Friday - 06106 Saturday - 0607
: F_Hfﬂ:?? .... i e e S e el s e SR S e
5
Total LOPR Hours
Update Balances | Add LDPR Entries |
LDPR Comment:
OT Explanation {epecial praject code and name, if applicable) OT Authorized | Hot Authorized Comments | OT Authorized?
Sunday - 0501 T owves i T wo
Monday - D602 i | T owves i T wo
Tuasday - D60} ™ ves | I wo
Wednesday - BE04 7 oves | T we
Thursday - 0605 T owves i I owo
Friday - (&6 vz oo
Saturday - 0607 Zowes ! T owe
TLR Comment:
Save as Draft Submit Week Update Balances Cancel




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.

Approver: Supenvisor One . Test -

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:

#Ncking on the LOPR, Actiaty, of ™,
Total Exception Hre { JobProj link dispiays the list of codes
i available for the coresponding section
o You have to manually enter these
: ...._....::.i:---'==? codes inta these codes in ta the
-odle m\a.’:p{upriate section {or copy & pasis e :
FREFT tham) r,a?‘z.m.::.gm-.!'PNEWEbfge!T!rLﬂ?.r.l.I.q:.IeLlst.da
GHEUR | UNS | NJpoezes 15: | J;' -
GHENA UIEH HJOB1512 i i
QHFBY | USM | RIDDIEGE i i ; LDPR Codes
LDPR fﬁda LDPR Code Description Division
1 FHCFS HANSAS CITY REGIOMAL OFFICE
g FSWFT SOUTHWEST REGIONMAL OFFICE
7 :E FSLFT ST LOLAS REGIONAL OFFICE
& FHEFT HORTHEAST REGIONAL OFFICE

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

6. Single click the Submit Week | SubmitWeek | ,+ton 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 I, 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.

SaveasDralt | g5ye 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 Dratft.

Submit Pay Period| 5 hm it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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

My Time Raporing Homa | DNR Home | Time Reporing Help | Logoul

| hctviy staus
0 Draft T&L Records

0 Linapproved T&L Records
O Disapproved T&L Records
A

| Time Reporting Activities

Report Time & Leave (Add
BAochify I I

hdodify Employvee Profile
Leave Reques] RecordiAdd)

Viewable Rep
SaAMIE Cutoff i
CANIE Holiday §
Leave Exceplip
LDFR Codes

o Ve i

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

Missouri Department of Natural Resources

feeaE TIME & LEAVE RECORD

Emplo-.-aa Rame:  Your mp!am name here

R . Trpe o Emegn'y ST eeam— nmnmmn - Pmum R EMIWM ID:SEHJ - waau Eegmmg .
" Fo R Approver: E'up-emﬁnrﬂhe Test 2 - 2425 4408 HHEETE GD
Correctad: HO Status: Dralt 3 TLR Cosrection Hislory * Total Appnlnhnenlﬂoum Worked: 4000
Messages:
Day & Date Sunday - 06101 Monday - 06107 Tuesday - 0603 w:dn::du D604 Tlulri‘dl]' 06405 Frichay - (606 Saturday - 0607
Update Balances | | Start End Start End Start End . Start End Start  End Start End | Stant Ervdl
SHMM AN [
Shift Beginning & 4 '-”I-I?SI:I|1 ..... HF";';-"
Ending Times - ;
? 1130 | 1600
Total Hours
LDPR Entry Section
LDPR  Activity  Job :
Cods Code Proj Sunday Maonday - 0602 Tuesday - 0603 Vednesday - 0604 Thuraday - 06/05 Friday - 06106 Saturday - 0607
: F_rét:?? .... T T S S A R S e R S S e s B e R B A e

Update Balances | Add LOPR Entries |
........... T Ry M
OT Explanation (zpecial project code and name, if applicable) OT Authorized / Hot Authorized Comments | OT Authorized?
Sunday - 0501 T owves i T wo
Monday - D602 i T owves i T wo
Tuesday - DRI P ves | T o
Wednesday - BE04 7 oves | T we
Thursday - 0605 . T owves i I owo
Friday - 06106 I owves | T owo
Saturday - 0607 7 oves | T owe
TLR Comment:

Save as Draft Submit Week Update Balances Cancel




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.

Approver: Supenvisor One . Test -

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:

icking on the CDPE Acteaty, or
Total Exception Hre JobProj fink displays the list of codes
available for the coresponding section
You have to manually enter these
codes inta these codes in ta the S R
appropriate section {or copy & paste
ham)

o.qov PM25Web/get TirLdprCodelist.do

FECFT

QHELR LG NJ0G1 288

QHFHA UICH MJOD1512

QHFEY HEM HIOOEGE LDPR Codes
LOPR Code Description Division

HANSAS CITY REGIOMAL OFFICE

FSWFT SOUTHWEST REGIOMAL OFFICE
FSLFT ST LOLAS REGIONAL OFFICE
FLEFTY HORTHEAST REGIGHNAL OFFICE

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

7. Single click the Submit Week | SubmitWeek | ,+ton 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 I, 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.

SaveasDralt | g5y 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| 5,y m it 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 15" or the end of the
month). Refer to section 7 for more details on pay periods.

SubmitWeek | sypmit Week submits the entire week’s days for approval.

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

Cancel | 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:

Ky Tirng Ragoring Homé | DR Home § Time Reponing Help | Loaoul

| | Activity status Time Reporting Activities Viewable Rep

0 Draft T&L Records Report Time & Leave (Add SARMIE Cutof i

0 Unapproved T&L Becords E.i;'i‘; r;:é é;;;g;; é;;;rg SANIE Hoticay |

0 Disapproved TaL Records podify Emplovese Profile Leave Exceplig
Save rif SUmmar Leave Reques! Record(Add) LDFR Codes

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

Mizsouri Department of Natural Resources

_ TMESLEAVERECORD =00 0
FLEA Type: Your FLSA type Organization: Program: Employee ID{S5H
Approver: The name of Approver - 2125 2ADM | TES

Employee Name:  Your User D

Approved By
S T —
[ DEMIZINE G

Submitted By:

Fed Camp: 16840 State Compe 1500 | Flex Time: 0000 Annual Leayve: 16700 Sick Leave: 23:.00 Balance As Of: (2ME2008

Corrected: NO

TLR Correction Hilory

Day & Date Sunday - 0601 esday - 0643

| Update Balances | | Start End | s Start  End Stal  End | Start | End Start | End
1200

rrog

Wednesday - 0604 Thursdoy-0605  Friday - 0606 hmm-m{

Shift Beginning & |
Endimg Times

Tial Hours I 0&00 DE00

| Update Balances | Code  HrsMin | Code | HrsBMiin  Code  HrsMin  Code  HrsMin

Exceptions

Total Excaption Hre QB00

LDFR Entry Section

5undﬂr§ Monday - D602 Tuesgday - 0603 Wednesday - 06104 Thurgday - 06/05

NIDIO1ZEE
| HIDDASAE

Saturday - 0607 P wes! T mo

TLR Comment:

*| SubmitWeek | | Update Balances | cancel |




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

3. Single click the Save as Draft . SaveasDraft | ,+ton to save the incomplete T&L record that is not
ready to be submitted.



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.

User Activities _ Activity Status . Time Reporting Activities Viewable Reports
0 Draft TEL Records Report Time & Leave {Add) SAMII Cutoff Dates
0 Unapproved T&l Records ify b [ SAMI Holiday Dates
0 Disapproved T&L Records Modify Emplovee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record{Add) LDPR Codes
Activity Codes
Job Project Codes

your screen will look similar to this:

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

Fed Comp: B0:00 | State Comps 1300 | HolidaySfigp: 0540 Flex Time: 00:00 Annual Leave: 100:00 Sick Leave: 22:10 Balance As Of: 02182008
Corrected: NO | Status @ 1 TLR Cosraction History |
Messages: ey 4
Day & Date Friday - 36/20 = Saturday - 06/24 Sunday - DE:22 Monday - 06823 Tuesday - 0824 = Wednesday - 0825 | Thursday - 0625
Start End | Start End Atart End Start End  Start Endl Start End Start ' End
Shift Be 8 CEOD 1200 nz0a 1200 nE0o 1200 D& 1200 0800 1200 I
hitt Beginnin E i
Sea 1300 1700 1300 1700 1EH0 17oe 1300 170011300 1700
Ending Times 4 d i ! i
Tatal Hours |

| Code  MrsMin  Code | HrsMin  Code  HrsMin  Code  HrsMin  Code  MWrsMin  Code  HrsMin  Code  HrsMin
=inw] ogan ot RiDG- [ DROD

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

¥ P JE— o ) . . R
e S ‘V et ) "\./J T T T e T Y T ‘_/z-'-__‘_f A -“-_,-" e Mo ma
Tuesday - 1624 owves o mm
|| Wednesday - 0825 Toves i ng
Thursday - 6626 oves o wo
TLR Comment:
| cancel

your screen will look similar to this:

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



Missouri Depariment of Natural Resources

| Week Beginning; %
i oemizong

Approved By: | £ Name:  Your User ID
Submi i FLEA Type: four FLSA type Organization: Program: | Emplayee ID {SSH):
B Approver: The name of Approver - 225 2400 FLALE

Balance As Of: (21872008

Fed Comp: 165:40 State Cornp: 1500 | Foex Time: 0000 Annual Leave: 16700 Sick Leave: 23:00
Corrected: NI ! TLR Corfaction i‘t'&!ﬂ:‘}'
Messnges:
Day & Date Sunday - #4601 Tuesday - 0602 Wednesday - 36004 Thursday - 06405 Fridlay - 066 Saturday - 060
| Update Balances | | Stant End Start  End Start End Starl End Start  End Starl | End
| oa00 1200
Shifi Beginning & | P 70
1 [
Endimg Times
Toal Hours 0500 0500
Update Balances Caode HraMin Code HreRtin Codde HreMin Code HraMin Code HraMin Code HraMin Code HraMi
Lt S S b4 I R b S I S S . S - L
) - - - - - - ':
Total Exception Hre 0800 ;

WCcH | NID45HE

3. Modify each field as needed.
4. Single click the Save as Draft
in Draft status.

TLR Commant:

saveasDralt | tton to save and close the Employee Time Record

Update Balances

t Save as nm; ; | Submit Week

OR

5. Complete all shift times for the week.

6. Single click the Submit Week
supervisor for approval.

submitWeek | tton to send the Employee Time Record to your

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.

[T i W A TV TR St e e At L I
Anis T -/ Timie Réporting Activities .
‘“@ T&L Records Iodify Most Recent T&L Record %
“ved TAL Records

iRecord Summary Leave Request Rec ”’“E E
]

Y Ll I il ittt o .

Your screen will look like this:

Missouri Department of Natural Resources

My Timea Reporting Home | DHE Home | Tima Reporting Hefp | Logout

Modify Employee Profile

First Name:
Middle Name:
Last Name:

Suffi:

User Id:

S5N:

SAMII Internal Id:

Cat Zera SKB
H
Empioyeeline
Pdig,
MR.TEST3
345673912
3457599093

Primary Email Address: vghanta@confidus com | Add Email Adgress |

Add profile and checkbox and show relationship with time sheet

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

section
- g et - . vmong )
PR A S A, S . I . - L= S e s R, T SR S pim A
; . L. ” o — L -y g . PR %
s h
.? Default LOPR Entry: Acti | Job-Proj Humber x
i {Firsl entry in Time & Leave Record LOPR Section e Al : > .
& Wit be auto-filled onto Time & Leave Record ) FHCET i #
"-Fg Default LOPR Entry Effective Date: 01012000 (RMDDYOT
K
% Scroll down Gl you find the : T Z |
:; "Begularly Used | DPR. Entries:" LDPR Code Activity Code 5 Job-Proj Homber | *
% Enter all your regularly used LOPR FECF? UADA, | Mo
\:}-. \'..DdES {see below for how to find a FEWFT VAP | NEDBeC
list | ]
'1{,& ! FELFT UHS | HIDODEGG (
L{- . 1
e Regularly Used LDPR Entries:
__.F [Theckmark above to suiefill onto Time & Leave Record)
g 000 reemmmeisrmEen Eme e e
)
s e —
At PP " 4y - A, . »
\ﬂﬂwm* ¥ ¥ - M - dﬁ\"



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

-y P P £
.“Jf Tl T _;'f ad el e, "‘éiﬁéﬂ‘"" +
o = et - {Sehact up to Eight)
r?-f
=3
¢
7
I [
¥ Default LDPR Entry:
{’ {Firstentry in Yime & Leave Record LDPR Section

o

Will be awlo-filled onio Time & Ledve Record | | FECFT

Default LDPR Entry EH:»chw: Datc; WMw

licking on the LOPR Code locsted ‘ﬁ *
an top of the column will apen 3 list of -&"ﬁ'ﬁ

| HAMBAS CITY REGIONAL OFFICE

vv"v'.-‘"*'-{h ..-"n-.

4
avaiiable LOPH Codes. The list will be SOMSTREQON"‘L OH’—ICE 4
i & separate window. This 15 & ST LOLNS REGJGNRL OFFECE 4
i: raference list. You must manually i PP g NCIRTHEAST REGICINALOFF!CE B K ‘
copy the codes you vash to use. | e 1 - o
f { | SOUTHEAST REGWN-‘L ﬂFi-'lCE 4
5 : | HWP-FEDERAL FACILITIES SECT 4153
= Regularly Used LDPR Entries: | 1
L {Checkmark above to autofifl onte Time & Leave Record) | géﬂ':-COPMIMCE&EMFGRCEMEMT 4152
s |
i

| HWR-COMPLIANCESENFORCEMENT

J_'__\ : CHEUR | o 4152
‘-'wk_ ’MMM‘M.M*M #‘Jﬂt_ww.ww'mh\

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

e P A e e e

| Youwill gel alisl of acthity codes by e
e T A T R SR P ; s clicking on the Activity Code
] . : tab at the top of the table. A new screan wall
i ] v appear with a bist of availabla Acteaty
3 h g
DEPT & DIVISIOHN ADMIMNESTRATION
w3 PROGRAN OPERATIONS _debProtiumber

IMEPECTIONS

INEPECT-WFP GEMERAL OTHER
IMNSPECT-WP LAND DISTURBANCE

INSPECT-WP SITE SPEC CAFO




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.

vt

A Sem—mp g, m = r

ravsa=? wrmed e =/ et e e pedtv
[ctiviysatus  TimeReporting Activies
<, Draft T&L Records Report Time & Leave (AddinG:
< Unapproved TAL Records Mociiy tost Recent TaL R &
-’j‘ Disapproved TEL Records Modily Em 2 Prodide ;
., Saved T&L Record Summary Leave Request Record(Add) )
4

R D gy, L S o

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

Mizsouri Department of Natural Resources

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

A d By: E Mame: Cat Zero SXEBE a
pproved By TIME & LEAVE RECORD : mployes ame: Cat e SKE Erekyeedne
Submitted By: 5 FLSA Type: SkgCategory e | Organization: Program: Employes IB{SSHE | Week Beginning:
m o Approver: Supanviace One | Test -l 2125 | 4400 | 2V 1002003
Fed Comp: 6000 | State Camp: 1300 | Holiday Comp: 14:40 | Flex Time: 0000 | Annual Leave: 100:00 | Zick Leave: 2210 Balance As Of: (2162008
Caorrected: NO Stafus: Draft TLA Correclion Hislory 1
Masgages:

Day&Date Friday-1003 Saturday-10/04 = Sunday-1005  Monday-1006  Tuesday-10007  Wednesday-1008  Thursday- 1009
|UpdateBalances |« Stat  End St | End | Start  End | Stat  End | Stat  End  Stat  End  Stat  End
| [ oBod 1200 0800 1200 | 080 1200 | 0800 1200 0&00 1200

Lhift Beginning & T T - 1 -
| 1300 700 | 1300 1700 | 1300 700 | 1300 700 | 4300 1700
EI‘IIJII'IH Timas e ¥ T - T
Total Hours I i i |
| Update Balances || Code  HrsMin | Code  HrsMin | Code  HrsMin | Code  HrsMin  Code  HrsMin | Code  HrsMin | Code  HrsMin
RDOD w0200 - - - | RO 0500
Exceptions - - - - -
.................. - ; - - —
Total Exception Hrs | LDFR section
LDPR Eniry Section
LOPE  Activity  Job 5
Code Code | Proi Friciay ; Saturday - 10004 Sunday - 1405 Monday - 10006 Tuesday - 10007 Emnam--mm : Thursday - 1009
FHCFT [
FWIFT HARA kanANT 4



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

LGPR Entry Section
Cod Cod Prol Friday | Saturday - 10004 Sunday - 1005 Elonday - 10006 Tuesday - 10807 Wll*'lcldl]' 008 Thursday - 10/%

FHCFT o830 | 0300 Coen 0800 0800 | 0800 [ o0

TR e s S R e B o
FSWFT | UAPD | NGISDIC
FSLFT UMS | MJODDEGE

Add your LOPR Code, Activity Code and
Job/Projact code te a blank Fne as shown here.

N "‘M"“‘M‘*w W%*wmﬁﬂ“%m«"*\* L LN Y W S U

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.

.“JJ_”..' e, A~ P g o -m.-u-“éiﬁél‘ii,-
o i = | Sebact up o Eight)
r?-{
=
I
=
s E
J Default LDPR Entry:
_{ {Firstantry in Time & Leave fecord LOPR Seetion
- Wil be ano-filied onlo Time & Leaee Record ) | FECET gl .
Default LDPR Entry Effective Dute: WW* {! LDPRCode LOPR Code Description Division  F
%, - 1k :
"C'ﬂﬂﬂfﬂi; the 7:—5“"“ Cuﬂde Iocated . :gﬂ_%mwh — 41 FKCF7T | HANSAS CITY REGIONAL OFFICE 4
g an top of the column will apen = fist o o AL i
{% avalisble LOPR Codes. The list will be Mi% | FSWET | SOUTHWEST REGIONAL OFFICE 4
% m & separate window. This 15 & FT ___________ i FELFT ST LOLNS RE@DNN. OFFECE 4
'-'Sk; referance list. You must manually 3 FMNEFT | HNORTHEAST REGICINALIDFHCE 4
15 copy the codas you vash to use. -+ - —
;.{ | FSEF7 | SOUTHEAST REGIONAL OFFICE 4
‘) LQHFCT HWP-FEDERAL FACILITIES SECT 4153
& . | E ;
. Regularly Used LDPR Entries: | M
4 {Checkmark above to autofifl onto Time & Leave Record) | il OHEsw gé\rg-corMMNCE&EMFGRCEMENT 4152
i | 1 |
\.‘ | |
GHELR HWP-COMPLIANCESEMNFORCEMENT 4152

“‘\ ﬂ I m P M* s l"-""""' *M ’“M&_Nw‘wmw\

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

o T e i ey
E = — ».\_“
------------------ ou will get a lizl of actiity codes by -
clicking on the Activity Code
| tab at the top of the table. A new screan wall

appear with a st of available Actaty
Lodas

MZ000 {500 1l§|

INSPECT-WP LAND DISTURBANCE | Fsuer uns | nmotese

DEPRT & DIVISION ADMINISTRATION | * ¢ F
PROGRAM OPERATIONS _LDPRCode | Job-Proj Humber
INSPECTIONS FHCFT AT HEDCOT11

INEFECT-WF GEMERAL OTHER FSWFT WARD HOOEEHC

|N§PE¢T—WP$I EE:WW = #W‘“‘“ﬂhm‘ '-ma.



6. When finished return to your dashboard by clicking on Save as Draft and return to your

Dashboard. Sample screen section below:

TLR Comment:

Triuretay T 5009 .

Save as Draft

Shbmit Week

Upifate Balances

Cancel

[
e

sesaemntenIeInI






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.

e

.?r .": A =
Time Reporting Activities
Repor Time & Leave (Add)

| Activity Status
<. Draft TAL Records
a
<" Unapproved T&L Reconds

Modify dost Recent T&L Bedord
Ko

-~ Disapproved TEL Records Empioyes Frofile

#

Leaye Request Recordiadd) %

%, Saved T&L Record Summary

TN e sy s gl Attt gt S
2. Go to the LDPR frame of your Time Sheet. It will look as follows:

Missouri Depantment of Natural Resources
Approved By: Empoyee Name: Cat Zero SXE Emplyeelng
TIME & LEAVE RECORD
Submitted By FLSA Typa: SX8 Catagory Zero Organization: Program: Employee T (550): © Week Beginning:
ubm - B
Approver: Supsrviaor One | Test - 2928 4400 i1 10032008
Fed Comp: 000 State Comp: 13:00 | Holiday Comp: 14:40 | Flex Time: 00:00 Annual Leave: 10000 Zick Leave: 2210 Balanee As Of: 02182008
Corrected: KO Status: Draft TLA Correclion Hislory
Massages:
Dy & Date Friday - 10003 Saturday - 10004 Sunday - 10:05 Monday - 10006 Tuesday - 10007 Wednasday - 10008 Thursday - 100048
Update Balances Start End Start End Start End Start End Start End Start End Start End
QEOD 1200 a0 1200 nang 1200 nE0g 1200 nang 1200
Shift Beginning & - - - - -
1300 1700 1300 1700 1300 1700 1300 1700 1300 1Too
Ending Timas
Tolal Hours
Update Balances Code HrsMin Code HrsRin Code Hrskin Code HrsMin Code HraMin Code HrsMin Code HrsMin
ROO - e - - - - - RO - =t
- - - - - - -
Exzeptions
- - - - - - -
- - - - v gT—— — -
Total Exception Hrs ¥ LOFR section |
LDPR Eniry Section e s
LDER Activity o ;
Erite ChiE e Frickay Saturday - 10/04 Sunday - 10405 Monday - 10/08 Tuesday - 1007 Wednesday - 10808 = Thursday - 10009
FRCFT
FUCET HARA b ENANTE 4

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

T T o R A

Total Excadan Ao 7 =7 e 0BG re ot T e
Afl unassigned hours are ﬂ’i LDPR Entry Section

- azsigned ot the default LDP’R.‘J ¥
% a&m ﬂhE WW Sunday - 10005 Monday - 10106 Tuesday - 1007 Wednesday - 1008 Thursday - 10/09

FRCFT — 0300 I o100 0315 | [ gane I 1@00 [ neoo

FKCRT | WADA | WdoTi ] e 00— Enter the hours worked an each LOPR (except the
FSWFT Lapg HOBE0IE i 0415 = default LOFR). The format is HHAW, So thity
I minutes (a half hour) is entersd as G030, Four

FILFT | LmS MIDDDEGE [ oo
) E ] hours and fifteen minutes is lisied as 0415

et PTIIT L  mmt

\l

Missouri Department of Natural Resources
Approved By:

v B TIME & LEAVE RECORD
FLSA Type: SXE Calegory Zero Organization: Program: Employee 1D {554k Week Beginning:
APPrOvVEr: Supervisor One |, Test - 2125 4400 rRgE THONE0E

Fed Comp: &0:00 State Comp: 13:00  Holidoy Comp: 14:40 | Flex Time: 00:00 Annual Leave: 100:00 | Sick Leave: 2210 | Balance As Of: 02182008
Correctad: KD Status: Draf TLR Correction History

Employes Hame: Cal Tero 38 Emplayesdne

submitted By:

Messages:
Day & Date Friday - 10:03 Saturday - 10/04 Sunday - 10005 Manday - 10:08 Tuesday - 10007 | Wednesday - 1003 Thursday - 1009

ldealaBaJamas’ Start ¢ End Start End Start End Start End Start End Start End Start End

Shift ngnnmn & —— _, .............. ]3{"} — — 1]'|:|-[| ...... 13:"] ...... 1]'D-[| ....... 13nn ...... 3 :rw ...... 13&0 ...... 1:‘&0 ....... 13&0 ...... 3 h}ﬂ ........................
Ending Times :

Total Hours

Code HraRlin Code HraMin Coda Hra®din Code Hrskdin Coda Hrskdin Coda Hrakiin Coda Hrakdin
RDD | 0800 -l - - - - ROO - GROD

N - ! - - - L3 -
Exceptions e .
T R ISR OS— S AU S ol I— SR 4 S—
To assign time to LOPR, sefect the LOPR from the - . o -
list of most used LOPR's or add new ones as needed poTEOnoOd i Donoonoonon 1on: 0 moonoononod TR Donoonono,
{previous section). Then add the time ta the

cormesponding days: JIJF& Entry Section

Thursday - 1008

MOMED1C

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

B et P 7.0 i hid. it P, e T

. o Sy e e o 3 . Ean ; . - w K . -
”‘I'ﬁllr!ﬂ;‘!l":_'im-.o-:ﬁ_._ S TRTI. . “ /__z S P oy R S T - R M= e WO

TLR Comment:

Save as Draft S.ubmltwe% Update Balances | i cancel |
fe




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

0 Unapproved TAL Hetwids Modity Most Recent TEL Record SAMH Holiday Dates
0 Disapproved T&L Becords hAQir I rifii Leave Exceplion Codes
Saved T&L Becord Summary Leave Request Record{Add] LOPR Codes
Activity Codes
Job Project Codes

your screen will look similar to this:

Draft Time and Leave Reconds
WWaek Bagin Date Time Record Status
Crralt
DEMDR200T Ciraft
B TrE0nT Crraft

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.

Fed Comp: 8000 v State Comps 1200 Hnl day-Cthgp: 0540 Flex Time: 00:00 Annual Leave: 100:00 | Sick Leave: 22:70 | Balance As Of: J2152008
Corrected: NO | Status '> TLR Cosraction History |
Messages: ey 4
Day & Date Friday - 36/20 = Saturday - 06/24 Sunday - DE:22 Monday - 0623 Tuesday -06/24  Wednesday - 0626 Thursday - 0625
Start Emdl Start End Atart End Start End  Start Endl Start End Start End
Shifi Be 8 CEOD 1200 nz0a 1200 nE0o 1200 D& 1200 0800 1200 I
Seana 1300 1700 1300 700 1300 1700 13400 170000 300 1700
Ending Times 4 d i ! i
..... T — e ) T s P K S B e R S
| Code HrsMin = Code i Hrsidin Code  HrsMin  Code  WrsMin  Code  WrsMin | Code  HrsMin | Code | HrsMin
| ROO Q800 } RDO: | 08O

3. Single click the Cancel | ©@™8l | hytton to return to your homepage when you are finished viewing
the Employee Time Record.

TLR Comment:

SaveasDraft | | Submit\Week | Update Balances




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.

. Activity Status  Time Reporting Activities Viewable Reports
2 Draft T H H
0 Unapproved T&L Redufds Wodify Most Recent T&L Record SARIH Holiday Dates
0 Disgpproved TEL Becords lee]l I rofi Leave Exceplion Codes
Saved TAL Record Summary Leave Request RecordiAdd} LOPR Codes
Activity Codeas
Job Project Codes
your screen will look similar to this:
Deaft Time and Leave Records
YWeek Bagin Date Time Record Stalus
RS

. ﬂmﬁ S

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.

Wissouri Department of Natural Resources

! : Test i |
e TME&LEAVERECORD | e |
Submitisd B FL5A Type: SXE Category Zero Organization: Frogram: ' Employes ID(§5H): | Week Beginning:

¥ Approver: Supervisor One | Test 2125 | 4400 ISR | DEIDAS2008
Fed Comp: 00:00 State Comp: 15:00 Flex Time: 00:00 Annual Leave: 167:00 Sick Leave: 23:00 Balance As Of: 02162003
Corrected: WO SR S TRComectentstory
Elessapes:
Day & Date | Sunday - 0611 Tuesday - BEI03 Wednesday - 604 Thursday - D605 Fricay - 066 Saturday - 0607
Start End Start End start End | Stant End | Stant End | Start End
0300 1600 0800 o1B00C L 0BDD 1600
Shift Beginning & : :
Ending Times
Total Hours i i I
Code Hrshin Code  MrsMin ~ Code | HrsMin  Code HrsMin = Code | HrsMin Code | HrsMin | Code | HrsMin
RO 0800 i [ | ADm 0800
Exceptions
Total Exception Hrs |
LO¥R Entry Section
LOPR | Aclivity | lsh | ;
Cods Code = Prai Sunday Monday - 0602 Tuesday - 0403 Wednesday - (604 : Thursday - 0605 t Friday - 0606 f Saturday - 0607

- \F;f%p‘.'k M\ w_.‘.__\.W'-_.1._.§. P



. - . it N = —
¢ et T R o A EL T P T Mt Fresmm e n T ety £
o | — | TR LU, } PRLAES P H Ay ! " 1

OT Explanation [2pacial project code and name, if applicable) OT Authorized | Hot Authorized Comments OT Authorized?

P
o

=
2
:
2
o b

Wednesday - 35104
Thursday - 06105

Modify wm\@ cancel |
Fi

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

£
£
g
7l

TLR Comment:

your screen will look similar to this:

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

Missouri Depanment of Natural Resources
TIME & LEAVE RECORD
B T T T S S wrwrsvr e R -rsweva YT TS S rerar-em—ev
putnitich e oioe aapu s P,

Approved By: Employee Name: Test Superdsor One

Submitted By:

Fed Comp: G000 State Compe 15:00 Flex Time: 00:00 Annual Leave: 167:00 Sick Leave: 2300 Balance Az Of: 02M62008

Messages: |

 TMRGemedtenMetey

Tuesday - 0803  Wednesday - 0604 Thursday - 08105 Friday - 0606 Saturday - 080T

=i te00 =t =] 0E00 1EDD

s';:?“::g & : Greved ot fields are now ready (o edit

Tatal Hours

deateBalannes Code  HrsMin = Code Hrsktin Code éHrsMin Code  MrsMin Code HrsMin Code HrsMin Code HrsMin
RO 0300 RO 0500

IBERERE ]
4 04 |4 4
4 4|4 4
4 (4 |4 4
4 104 |4 4
4 4 |4 4
474 |4 4

Total Exception Hrs

LDPR Entry Section

LarR EMEE 08 | conday | Mondsy- 0802 Tuesday 0803 Wednesday 06804 Thursday - 0605 Fricday - 066 Saturday - 0607

Bl gl st s g A i, ¥ A i

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

A T . . S a_ e : Vi
N e T o ian, T - P e AT ) b N B
- O P L Y BT g g d #2 LS e e At

SaveasDraft | | Submit Week . Cancel

5. Single click the Submit Week | SubmitWeek | 1, ,tton to send the Employee Time Record to your
supervisor for approval.

OR



6. Single click the Submit Pay Period |SubmitPay Perod| {4 5 hmit the days for the current pay period

for approval and save the future days (days in partial week before the 15" 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.

IMissouri State Highway Patrol
Approved By: — Employee Hame: Dwempl Emaloyselns
ne ” TIME & LEAVE RECORD - ==
FL3A Type: Esiergl Mambear Troop: Zone: Employes 10 (550} Vieek Beginning:
Submitted By: i i - _ o
Supervison Tast | Supervizar Onig ¥ | F =l T RS CEMHE0DT
Fed Comp: 000 State Comp: 15:00 Hofiday Comyp: 03:00 Annual Leave: 2200 Sick Leave: 2400 Balance As Of: D2422007
Caorrected: NO Status: Craft TLR Coeraction Hsloey Elipl Appoinimants: - None
Messages: Please submit pay period by clicking the button *Submit Pay Period” button by 08452007

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.

me Reporting Activities

0 Unapproved TAEL Records Modify Most Recent TEL Record SAMEH Holiday Dates

2 Acdir I ril eave Exceplion Codes
Saved T&L Record Sumﬁ% Leave Request Record{Add] LOPR Codes

Activity Codes
Job Project Codes

your screen will look similar to this:

S L o T Ll

Week Begin Date i Time Record Status

| DSiETe00T Submitted

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:

Approved By Missouri Department of Natural Hesources
Employes Name: Cal Tare 5X3 Employeelne
Supervisor Dne , Test TIME & LEAVE RECORD i P |
Submitled By:
P uhm o BL} FLSA Type: 5¥5 Category Zero Organization: PFrogram: Employes 1D (55N | Week Baginning
el Oin i
v Z:':r: ‘}\':EI Approver: Supervizor One , Tesl 2125 A40M i 14 DEI0EZ008

Fed Comp: 80040 State Compe 13000 EHaII 0540 - Fhex Tirme: 0000 Annual Leave: 10000 | Bick Leave: 2210 Balance As OF 0ZME2008

™A
Corrected: NO Status @ EE TLR Correction Hatory

Messages: i
[ay & Date Frichay - (606 Saturday - 080T Sunday - B608 Monday - 06/09 Tuesday - D610 Wednesday - 0611 Thursday - 064
stat | End Stat | End  Stat  End sat  Eng St End  Stat | End Stat | End
Shift Beginning & T R 1 DEna 1200 OB0C- [ 1200 It | -1 IO
i A 300 g1 ) T 1240, | . X
SR g g a5, T S L 119 g s S i |
B e __,-’ w T it o G T e g s A N i et s e AT L ——
d:l'.l'n‘ednaana'.l <061 [ g e g
Thursday - (612 | e T e

TLR Comment:

Hodify Week | Cancel W

2. Single click the Cancel | ©@¢® |hytton 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.

 Activity Status

0 Drak T&L Hecords

3 Unapproved T&L Recor
1 Disapproved TEL REC&

Saved TEL Hercord Sumimary

your screen will look similar to this:

e an Ly bR e s A R e

Week Begin Date i Time Record Status

| pSETeenT Sunmitted

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.

Approved By Missouri Department of Natural Hesources
Employes Hame: Cal Zere S5 Employeslng
Superviser One , Test TIME & LEAVE RECORD - He
Subrmitted By:
E'nfhm on BL} FLSA Type: 538 Category Zero Organization: Program: Employes ID(55N) | Weak Beginning
™ z’:_: ;ﬁ Appreves Supesvisar One , Tesl 2135 44DH sasggea | oamez008

Fed Comp: 80:0:0 State Comps 1300 EHaII 0540 = Flex Timea: 00000 Annual Leave: 10000 | Sick Leave: 22:10 Balance As Of 02M182008

= .-u. 1
Corrected: HO Status @

TLR Correction Hsdory

Messages: oo
Day & Date Fridhany - (606 Saturday - 05T Sunday - M08 Monday - 0604 Tuesday - 0610 Wednesday - 0611 Thurrsday - 064
Stan End Start Emd Start Encl Stant Emndl Star End Start End Star Endd
Shift Beginning & | 0800 1200 . 0800 12007 OBOD 1200, - 0800|1200 08O 1200

o . ; D b0 e 00 e, 08 170 el ihan, 1% 1300, . .

e O ™ " Mo B e 0 T P B, 12900 m,‘w
I N et T St PO St T et P i B Pt i
Veednesday - 0611 | e I - el
Thursday - 0612 | I \'EEE |

TLR Commednt:

5

3. Single click the Modify Week | Modify Week |5 ,tt0n 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.



Approved By: M’sﬁm"_}:ﬁ?;ngﬁélgéggggmumﬂ Employee Hame: Test Supervisor One

Submitted FLSA Type: EXE Calegory Zero Organization: | Program: Employes D {S5N): : Vieek Beginning:
By Approver: Supenvisar One _ Tem - s 4ADM ] NE0T2008
[ Hal [
Fed Comp: 00:00  State Compe 15:00 o m Flex Time:  00:00 Annual Leave: 16700 i Sick Leawve: 22:00 Balance As OF (2182008
Corrected: WO | ﬁhfus' ' 1 TLR Carraction Histary
Messages: ——
Doy&Date Sunday-0601 | Monday-0602 Thursday -0605 Friday - 06105 Saturday - 0607
| Update Balances | stant End | Start . End Start | End Start End SHart End
""gh,nm_ s e 1800 pacd | 1e0d
" innin | | : rT————— ]
Eding ,n.m': . ; Greyed outfields are now ready toedit. 7§ |
[ [ " Enter or update your times
Tolal Hours { _ [ ! :
| Updale Balances = Code  HrsMin  Code  HrsMin  Code  HrsMin = Code  HrsMin  Code | HrsMin = Code  HraMin  Code  HrsMin
[ - RDD - D500
Exceptions oot . A P
Total Exception Hrs | I
LOPR Entry Section
: Sunday Monday - BE2 Tuesday - Bl Wednesday - 0604 Thursday - (505 Friday - 0606 Saturday - BEET
i S L Rl e W
&, /{ﬂ- P -d__.'l v\.._,— ‘”_"' T _f'.- Pyt ./ f-\ _z o ..._,."'1 b e - T ™, .-'V"’ !’é&-'."" ) e
Fover oo

Viednesday - 0641 |
Thursday - 612

4. Modify each field as needed.

5. Single click the Submit Week | SubmitWeek | h,tton 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.

Time and Leave Record has already been saved! Pleass use the links below to modify a Saved Time and Leave Record

Useractivities | ActivityStaws  TimeReportingActivies ViewableRepors
& M!..Eﬁma Report Tims & Leave (Add) SAMI Cutoff Diates
1 Unapproved T&L Records Modity Most Recent TEL Record SAMI Holkday Dates
o p—— b Mockty Employee Profie L Relan cotes
Saved T&L Record Su;. : Leave Request Record{Add) LOPR Codes
Activity Codes
doh Broject Codes

your screen will look similar to this:

Time Record Status

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:

Approved By Missouri Depanment of Natural Resources _
Supsrviser One Tasl TIME & LEAVE RECORD Emplw:c.ﬂm. Cat Zero WEr.nphyc:I:'n:
Submitied By: . .
EmplovesOne . Cat FLSA Type: SKE Calegory Zere Organizatien: Program: Employee ID{S5H):  Week Beginning:
Zero 5K3 Approver: Supervisor One, Test 2125 SADH RS2 OSHE008

R R e T =T Baum e Of TN

| Fed Comp: 8000 | State Comp: 13:00
Corrected; HO 5 TLR Comeciion Hstory
HMessageas: o e
HModify Current Pay Period i
Day&0ate Friday- 05730 Saturday - 05431 Sunday - 056101 Monday - 0602 Tuosday - 0603 Wednesday - 06104 Thursday - 06105
Csart | End | St | End St | End St | End St | End S | f '
ko H 1200 ki 1200 Qe 1200 Q8

Shift Beginming &
E TimgEs g g
l—“ m-q_ e
--:-n' - PR

1300 1700 I i 1700 1300 1700 1300

Tuesday - B0
Wednesday - 0611 |
T kA In the 0T Exglanaton”
TLR Comment: Check your schedule again saction

this was disappraved wall b= in i
thia TLR: Comment section or

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



4. Single click the Cancel | ©@€€l | pytton 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.

Time and Leave Record has already been saved! Please use the links below to modify a Saved Time and Leave Record

UserActivities | ActviyStatws  TmeReportingActiviies ViewsbleRepors
& Draft TAL Becords Beport Tims & Leave (Add) =SAMI Cutoff Dates
1 Unapproved T&L Records Modity Most Recent TAEL Record SAMI Holday Dates
o p—— 1 Moskty Employes Profie Lo Repion otes
Saved T&L Record Su". : Leave Bequest Record{add) LOPRE Codes
Aclivity Codes
Job Project Codes

your screen will look similar to this:

i Week Bagin Date Time Recard Status

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.

Approved By Missouri Deparment of Natural Resources _
Supervisor One , Test TIME & LEAVE RECORD . Emplw:c.ﬂm. Cat Zero WET;\\'—wccﬁn: :
Submitied By: . .
Empioyeadne . Cat FLE& Type: 5ME Calegery Tero Organization: Program: Employes ID{S5H);:  Week Beginming:
Approven Supervisor One | Test 2 4400 b - 0502008
ZErn 5)‘.‘3
Fed Cnm:p BOOD | State Comp: 1300 f+0  Flex Time: 00:00 Annual Leave: 100:00 Sick Leave: 22:10 Balance As Of 020182008
Corrected: NO 5 TLR Comrecton History
Megzagas: e e
Bodify Current Pay Period §
Day & Date Friday - 0530 Saturday - 0531 Sunday - 0601 Monday - D802 Tuesday - 0603 Wadnesday - 6104
Start End Start End Start | End Start End Start  End Start Encl
e 1200 UEDD 1290 JEDT 1200 QRO 1200
Shift Beginning & -
- ENgg THES 2o ATA o 30 T =0 1080 ks 130 7o
s IndgoTimes & = T A ; : :
e ) . e e [ PR LV AP S -0 PO . Bk N L oo s i -"-/.\_ P LA A At B __-j.h.-:.-.'.’f Tineme,
-~ Momday - 0609 - el wcr—.edw &mnreh & here R
e £ Comments stafing the reason ‘\ x ; i vorves Towe
Tuesday - DED this was disapproved will be in i T oves 1 wg
Wednesday . 0611 thi TER Commant section or owves T wo
Thursday - 06112 Inthe 0T Explanabon® oves | T o
TLR Comment: Check your schedule a’n;-;am saciion J
Modify Wes Cancel

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



5. Single click

the Modify Week

Your screen will look similar to this:

Modify Week  |hytton at the bottom of the T&L record.

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

Approved By Wissouri Department of Natural Resources
X
Supervesor Gne, Tast " TIME & LEAVE RECORD _ | Fmplayes Hame: ot Zero S5 Employecdne L
Ex;ﬁﬁa’c; FLSAType:  SECategoryZeo Organization: Program: | Employee!D(SSH):  Vieek Beginning:
Approver: Supervisor One |, Test - 2125 4800 g2 | QGHE00E
Zera SXE i i ]
Fed Comps E0:00 State Comp: 1300  Hofiday Comp: 0640 | Flex Time: 00:00 Annual Leave: 10000 | Sick Leaves 2210 | Balance As Of: 02162003
 Corrected: NO Status: Mot Approved | TLR Caorrection History
Megsages:
Day & Date Friday - 0608 Salu - (iGMT
Update Balances | Start End . End
Shift Begi & 0&00 1200
n ARAnig 1204 1700
Ending Times L
Total Hours [ e
Code | HrsMin  Code | HrsMin
ROD o« 0300 [
-
ww_g' - g -
s i e i o Bt DA T o S AT T L VY RSN N N WL I
-~ Montay - 06105 - FouL wearka 1D ORs igurs Wana T
onw - £ Comments stating the reason 1\ ¥ ; i voves [owe
Tuesday - DED this was disapproved will be in i T oves 1 wg
Wednesday . 0611 thi TER Commant section or owves T wo
Thursday - 0642 p in the “OT Explanzfion” Moves 1w
TLR Comment: Check your scheduls agsin saction J
MmirgwEé%%z- Cancel

6. Modify your Employee Time Record to correct the time that has been Disapproved.

7. Single click the Update Balances | UPdate Balances | tton 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.

Time and Leave Record has already been saved! Please use the links below to modify a Saved Time and Leave Record

User Activities Activity Status Time Reporting Activities Viewable Reports
& Draft TAL Becords Bepont Time & Leave (Add) 2AMI Cutolf Dates
1 Unapproved TEL Records modify Most Recent TEL Record SAMI Hokday Dates
1 Disapproved T&L Becords ify Eim Proafil Leave Exceplion Codes
Saved T&L Record Summary Leave Request Record{add) LOPE Codes
D} Activity Codes

#0b Project Codes
your screen will look similar to this:

Saved Time and Leave Records

Week Begin Date Tirne Record Status

ATHBET0R Dratt

DT A200ne Dwaft

O AR E Lhratt

DTS Dwal

DE2O200E Creaft

DEM3E00E Dian

DEARER200E Mot Approved

DEr 'EEE",!JI} Approved

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.

Time and Leave Record has already been saved! Please use the links below to modify a Saved Time and Leave Racord

UserActivities | Actviystatws  TmeReportingActiviies  ViewabieReports
& Drafi T&L Records Bepor Time & Leave (Add) SaMIL Cutoff Dates
1 Unapproved T&L Records Modify Most Recent T&L Record SAMI Hoiday Dates
1 Disapproved T&L Records ify Employee Profi Leave Exceplion Codes
Saved T&L Record g':,m Leave Request Record{add) LOPE Codes
N Activily Cotes
dob Project Codes

your screen will look similar to this:

Saved Time and Leave Records
Waek Bagin Date Time Racord Status
QG Q2007 Draft
DEMDZ200T Submitted
DE/FTIZN0T Approved

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.



Approved By: Missouri Departinent of Natural Resources
E Hal Cat Zaro SMEE 2l
Supervisar One, Teot TIME & LEAVE RECORD mpioyee Name: Cat Soro S Cepnynedine
Submitted By:
E uu eeﬂ:e B:ai FLSA Type: 56 Category Zero Organization: Program:; Ernpiwec ] tssﬂh Vigek Beginning:
Ry Approver: Supervigor One , Teat fra i3 4ADH b E GE3H200E
. FewEE | L |
‘Fed Comp: S0:00 | Stste Comp: 300 | Hol | Flex Time: 00:00 Annual Leave: 100:00 | Sick Leave: 2210 Balance As Of: C21EZ008
Correctad: NO Statusl i TLR Carrestion Histary {
Mezsages
| Modify Current Pay Period
Doy & Date _ Friday - 05138 Saturday - 0534 Sunday - 08K Monday - 0607 Tuesday - 0603 | Wednesday - 06204 Thursday - D&/05
Start End Start | End Stard | End Start End Start | End Start  End | Start
Shift Beginning & 080 [ 1200 QRGO 1200 0800|4200 0012000 0800
inna T .
1300|1700 1300 1360 1700
Ending Times | __,_,_._.[__F ields greyed out |
i ' |
Total Hours ; i pEag A0 |- "pB8gD 0209

Code | HrsMhin  Code  HrsMin | Code | HrsBiin | Code | HrsMiin | Code  HrsMin | Code  HrsMin | Code

i!::eg;:'l-:vw?

\-'.“ ' o

-._-i Ay o -\., _’_ s e I S '\r_ oA “'ﬂ"ﬂ_“‘u' p i, -‘_..- o P o SVt - e Jé-ﬁ---%"-
mnmywn; | L - W

Thursday - 06142 f r"vEs-r“}x:
TLR Comment:

Modify ww;% [ Cancel |

3. Single click the Modify Week | Modify Week |, ,tton 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.

[e—— T - T ——— [ ————— |
\draragan: i
BBy oo Py Peried T Raly Litreest Pey Pried i

Tuy b Bats Ty 0T tﬂm [eT—E) mn:n W RO Serdey WA

Your screen will look similar to this:

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



Approved By Wissouri Department of Natural Resources
ruisa : b !
SupsrvsorOne Test | TIME & LEAVE RECORD Fmplogee tiame: Catzero S5 Ereloyeedne

| TLSAType:  S@CwegoyZes Organization: | Programi | Employee ID(SSHE  Week Beginning:
L Approver Supervisor One |, Test - 2125 4500 ege| 2 OSDE2008
Zera SXB
Fed Comps E0:00 State Comp: 1300  Hofiday Comp: 0640 | Flex Time: 00:00 Annual Leave: 10000 | Sick Leaves 2210 | Balance As Of: 02162003
 Corrected: NO Status:  Approved | TLR Correction History
Meszages:
Day & Date Friday - 0606 Saturday - IE0T
UpdaleBalances Start  End  Stat | End
Shift Begi | 0&00 1200
hift Beginning & ! 1300 | 1700
Ending Times — S
Total Hours { [ R0
UptateBalances | Code  HrsMin  Code  HrsMin
ROD o« 0300 |
-
*wg' - — g

s
. \ I T R
Vi ARG SR A
Wednesday - 0511
Thursday - 1612
TLR Comment:

_ SubmitWee. | UpdateBalances | | Cancel |

.................................... g

3. Change your Employee Time Record to Modify the time that has been Approved.

4. Single click the Update Balances | Update Balances | 1, 1o 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.

Time and Leave Record has already been saved! Please use the links below to modify a Saved Time and Leave Racord

UserActivities  ActivityStatus  TimeReporting Activities  ViewableReports
& Draft T&L Hecords Beport Time & Leave (Add) SamMIl Cutoff Dates
1 Unapproved T&L Records rodity Most Recent TEL Record SAMI Holiday Dales
1 Disapproved TEL Becords Todify Employes Profile Leave Exceplion Codes
Saved T&L Record %ug@ Leave Beguest Record{Add) LOPR Codes
Activity Codes
fnb Project Codes

your screen will look similar to this:

Waek Begin Date Time Recard Statws

o e TmEERER
97202008 Susmities
f7ias008 :

C TRnnk Loked
=i

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.

Approved By
Missouri Department of Nateral Resources
Supervisor One .
i TIME & LEAVE RECORD ey flame: - Esatt Hyees :

Submitied By FL2A Type: 410 Catagen; Twe Organization: | Prograss: Employes 10 {S5HYE | Wiel Beginning
[ ] Approver: EmngloyresDne | Cat Ors 4570 2128 A0 —lgiZ DTS00
Fed Comgp: 0300 | State Comp: 0300 & H “'II Flex Time: 1200 Annual Leave: 53:03 Sack Leave: 20:00 Balamoe ds OF: 07002008

Corrented: %0 status: fLocies | TLA Coepation Hizaoey )
Messanes Nt
Dy & Diate Sunday - 07185 Monday - 0707 ""'"u",';"' | Thursday -9760 |
Slart End Skart End et End | St i
. - i) 1200 v | o |
ﬁlﬁﬂ.-wnnmq& Cre i T
Ending Times i
Total Howrs 0o |
. Code | HreMin |~ Code  Hrslin  Code Coss | Hrshin | | HrshEn | 1
B P -3 el L S S G Sl e .ﬂ?\ _.-' # g
“j__...__.\,._---.\_ﬁ_ T peten L A s W, [ - s "a -~ o ""‘\.-""" . ey
e S o ¥ T T e - P W - Gl
| Saterday - 0712 lstiet s F I v i
TLR Comasnt:
| [Croate Cormeciis i ‘Cancel

2. Single click the Create Correction L__Create Correction |y 100 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.

, Savg TimeAndLeaveRecord x| . Carrection TimeAndleaveRecord % |
i T

Mizzouri Department of Halural Rezources The Time & Leave

wed By | £m Haen. ! :
r proved Bf | TIME & LEAVE RECORD pioses Racord is opaned in
prigena i FLEA Type: R0 Organization: | Frogram: 3 naw window Beginning:
windar Submitted By: | Approvar: 2128 | 4am A
15 Corrected: YES | Status: TR Camestion Histany
bahind Weiaa |
15 o T R M i
In: hack Oay & Date i Sunday - 0TIDE Honday - 07487 Tuesday - 0T/08 mﬂm - Thusrsday - 0748 Fraday - 071 Saturday - 0712 |
ziihe | St | End Bsn End Sunt | End St | End Sart | End s End St End
i e A i i e e P s S e N e
Shift Beginning & |

indavs

Ending Tires Enter your-corrections
Total Hours t i
| Code | HrsMin | Code | HrsMin  Code | HrsMin  Code | HrsMin | Code | HrsMin | Code | MrsMin | Code  Hrshin |
bumons - : I = = =
-fﬂhwdr“' jr*4»#Wmm#“““‘dﬁ;w#Mmml*f“wﬂﬁm_rﬂ
IUR—— ot AN ICaEIE """"""\-'---..__._ —m e AT T [ -?.\'.r'iz':.t..._ ded >

Runcmy - BTMG oz no
Mencmy - BTMT oz no
Tisnday - TN Enter Overtimea Explanation oz .

TEdnEs day - UfTR here, if needed. iE

Ihursday - Vare b -]

I reday - 711

AEEEEED
il e o e e o
B

Saturdaw - 072

Lorrealion Heeord Comment f Explanation
Suncay 705
Moncay B
Tuwsday - 3THE

Wedncosday  OTVEE —nter correction
Ihuraday - Uérie
Friduy - 07114 comments here
Falur daw - D7D
TLR o oamimeani:

IWI Cancel
Tl

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| Submit Week | button to send the Corrected Employee Time Record to
your supervisor for approval.

your screen will look similar to this:

Time and Leave Record has been submitted for approval successfully

Window will close automatically in 5 Seconds

or

Click "0k" to close this window




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
15" 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.

Time and Leave Record has already been saved! Please use the links below to modify a Saved Time and Leave Record

User Activities Activity Status Time Reporting Activities Viewable Reports
6 Drafi T&L Records Report Time & Leaye (Add) SAMII Cutoff Dates
1 Unapproved T&L Records IModify Most Recenh&&L Record SAMI Holiday Dates
1 Disapproved T&L Records Modify Employee Profile Leave Fxception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes
Activity Codes
Job Project Codes

your screen will look similar to this:

Notice this is a Partial Pay Period that must by submitted before the specified date.

Approved By: Mlsscur.ln[]F;Ea;nEt;Ey?é b:;gz;;i;scurces Employee Hame: Cat Zero 5X8 EmployesOne
Submitted By: FLSA Type: 5X& Category Zero Organization: Program: Employee ID (55H): | Week Beginning:
Approver: Supervisor One , Test - 225 4ADM wRG12 08/28/2008
Fed Comp: §0:00 State Comp: 1300 | Holiday Comp: 14:40 | Flex Time: 00:00 Annual Leave: 100:00 Sick Leave: 22:10 Balance As Of: 021872008
Corrected: NO Status: Draft TLR Correction History
. SAMI Cutoff Date for the pay period ending on 08/31/2008 i= 09/04/2008, Please submit time for the complete week by clicking the "Submit Week' button
at the end of the week. e e m—
¥ are notified to submit s
Day & Date Friday - 08/29 Saturday - 08/30 Sunday },ruurtime ot the end of ’ Tuesday - 09/02 Wednesday - 0903 | Thursday - 09104
Update Balances | | Stat  End | Start  End | Start | the week because it . Stat | End | Sat  End | Stat  End
\ sgns two pay periods.
0800 1200 0300 0800 1200 0300 1200
; Shift Beginning & ] 300 1700 1300 1700 1_%@‘“%. 1700 1300
G T T L e pa 4 L W P SV
Thursday - 09/04 [Covesi [wo
TLR Comment:
Save as Draft Submit Week el Update Balances Cancel
E

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 15" or the end of the month) on this record as a
Draft record.

4. Return to the homepage

User Activities Activity Status Time Reporting Activities Viewable Reports
6 Drafi T&L Records Beport Time & Leave (Add) SAMI Cutoff Dates
1 Unapproved T&d.\giemrds Modify Most Recent T&L Record SAMII Holiday Dates
1 Disapproved T&L Records Modify Employee Profile Leave Exception Codes
Saved T&L Record Summary Leave Request Record(Add) LDPR Codes
Activity Codes
Job Project Codes

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.

Saved Time and Leave Records

Week Begin Date Time Record Status
07/18/2008 Draft
071112008 Draft
07/04/2008 Draft
0B/2712008 Draft
06/20/2008 Draft
01312008 Draft

P

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.

Missouri Department of Natural Resources

Approved By: Employee Hame: Cat Zero 5X8 EmployeeOne
TIME & LEAVE RECORD
Submitted By:
Emal o Bz ; FLSA Type: SXB Category Zero Organization: Program: Employee ID [S55H): Week Beginning:
mployee0ne , Caf )
" ZY sxz Approver: Supervisor One | Test 2125 440K G112 09122008
ero

Fed Comp: 80:00

State Comp: 13:00 | Hol g 1440 |

Flex Time: 00:00

Annual Leave: 100:00

Sick Leave: 22:10

Balance As Of: 02/18/2003

Corrected: NO Status TLR Correction History
Messages: Fields greyedout 3
Day & Date Friday - 09/12 Saturday - 0913 Sunday - 09/14 Monday - 09115 - 0916 Wednesday - 0917 Thursday - 09/18
Start End Start End Start End Start y Sta End Start End Start End
0s0o 1200 0e00 1200 000 T 1200 0800 1200 oa0o 1200
Shift Beginning &
. . 1300 1700 1300 1700 1300 1700 1300 1700 1300 1700
Ending Times
Total Hours 0200 000 0aon 0800 0aan
Code HrsMin Code HrsMin Code Code HrsMin Code H Ls Min Code Code HrsMin
B i SRR = = i Py - e o
s L ot Wit e T st Bt aietimas ot e, s, ) S T T
e e e S AT ¥ i
Thursday - 06112 P ves i T ono

TLR Comment:

7. Single click the Modify Week

Modify Week

your screen will look similar to this:

button at the bottom of the T&L record.

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

Approved By:
Supervisor One | Test

Missouri Department of Natural Resources

TIME & LEAVE RECORD

Employee Hame: Cat Zero 58 EmployeeOne

Submitted By:
EmployeeOne | Cat
Zero 5X8

FLSA Type: 5X8 Category Zero

Organization: Program:

Approver: Supervizor One |, Test -

2125 4ADM

Employee ID (S5H):
RO 2

Week Beginning:
06/068/2008

Fed Comp: 80:00

State Comp: 13:00 : Holiday Comp: 05:40 i Flex Time: 00:00

Annual Leave: 100:00 Sick Leave: 22:10

Balance As Of: 02/16/2008

Corrected: NO Status:  Approved TLR Correction History |
Meszages:
Day & Date Friday - 06/06 Saturday - 06/07 Sunday - 06/08 Tuesday - 06/10 Wednesday - 06/11 Thursday - 06112
Update Balances L Start End Start End Start End Start End Start End Start End
\5{ 0800 1200 0300 1200 0800 1200 0200 1200
Shift Beginning & 3
1300 1700 1300 1700 1300 1700 1300 1700
Ending Times
Total Hours 0800 4800 0300 0800
HrzMin Code HrzMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code Hr=Min
0200 - - - - - RDO - 0200

o oV, OB

Wednesday - 06/11

Thursday - 06/112

TLR Comment:

| Cancel |

| SubmitWeei . | | Update Balances

8. Enter the time you have worked this week.

9. Single click the Submit Week

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.

‘User Activities ~ Activity Status Time Reporting Activities Viewable Reports
6 Draft T&l Hecords Beport Time & Leave (Add) KAl St a
1 Disapproved T&L Records it mmpl Protil we Except
} Legye Bequest Becord(Add) LDEE Codas
E Activity Codes
doh Project Codes

Saved Time and Leave Records
; Week Begin Date Time Record Status
Qa1 0D0T Dirafl
DEE200T Submitted
DSIFTIZ0T Approved

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.

Approved By Missouri Deparment of Natural Resources
SwenscrOne, Tt TIME&LEAVERECORD | ™ol .m‘”m“’”’m“ | I
uﬁmmwm FLSA Type:  SXE Calegesy Zere ""ur. Pragrarm: | Employee ID (SSH): | Week Beginning:
v Approver: Supervisor One | Test Motice there are two tabs, One 4401 b 1) ekt
Zero 58 i 0 :
e 7 gach SAMI pay cycle T—— Y
Fed Comp: §0:00 State Compe 1300 | HolideetOotng: I}G:-‘rt{ ave: 100000 | Sick Leave: 2210 | Balance As O 02162008
Corrected: WO statugfly . History
Modity Previous Pay Period | Modity Current Pay Peniod
Day & Date . Friday 06013 Saturday - 0614 Sunday - 0615 Monday - 0616 Tuesday - 06117 | \Wednesday - 068M& | Thursday - 0618
Start  End Start End | Start | End st Eng Start | End Start | End Start
0804 {2000 10800 i 20} O8O0 - F 1200 BEOD B0 1200
Shift Beginning & T PR T ; : . 1381 1700
Ei Timh, e e T o H
?%" J.*« M *’ ’\.% "
3. Single click the Modify Previous Pay Period e e 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.
Approved By: Missouri Department of Natural Resources .
Employee N : Cat Faro SX8 O
Supervsar One , Test TIME & LEAVE RECORD ™ A AL R B ETpeyRaLne
Submitted By: - L
ErpvesOne  Cal FLSA Type:  SKE Categary Zero Organization: Program: Employes ID{SSN):  Week Beginning:
'"pz'm 5;:5' ) Approver: Superdsor One , Test 2125 4a0 g E ISA13Z008

 Fed Comp: 6000
Correctad: HO

State Comp: 1300  Holiday Comp: {lﬁ:ll'.'lé Flex Thme: 00:00

Statug: LSpproved |

Annual Leave: 100:00 Balance Az Of: 02182002

TLR Cormection Hislony

£ This pay period 1s greyed out {can not edit)

Shek Leave: 2210

Messages: [ This pay period is unlocked
Day & Date Friday - 0613 Saturday - 06114 Sunday - 0615 Monday - #6116 Tuesday - 06147 Wed 8§ Thursday - 06139
___l:!g_c_lg_l_g_ﬁf!g_qgg_g_j Start End Start End Start End Start Encl Start End Start End
. - 0800 1204 i oaoo 1200 e : il [T T
Shift Beginning & 1300 1708 1300 1704 i1 i 300 dlE 500 {idlE
Ending Timeas
Total Hours i 0500 0500 Ittt it
Update Balances : Code HrzMin Code Hr=Min Code Hr=Min Code HrsMin Code HraMin Ceode HrsMin Caode = HrsMin
................ e - : e =
mﬂ' S FYFIPIPTITIITOTIT E—— e ; :
it ! - s T ! i M :
P o e Las 4 M“:& g, -..M“&rz’_'_‘:xﬁmﬁ- : el ad
T, _../' R SR _\__.__,-:. e i gt e e o .--;-"I g - -('- et .'ﬁ'._./'h-- e ."l-\.d i ,._,__./-' .l"-,-.- PR ,,-f""v "u/_'-'
Cancel

Update Batannaé;i%’.‘.é Submit |

4. Change the record to Modify the time that has been Approved.

5. Single click the Update Balances | YPdate Balances |, 1o to re-calculate your Total Hours worked.

6. Single click the Submit | SUPMIt | jytton 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 Il

Section 1.0 View Corrections for SAM I

1.0 View Sam Il Corrections

Manual correction to SAM Il must be completed before marking Employee Time Records as entered.

Step-by-Step

1. Single click the O/S Manual Entry Corrections for SAM 1l link from your homepage.

it Activities | Activity Status .J
18 T L ]

0 Correchons Swating Aporoval J
{ Correchons Swaling Sah i
B Duaft Timeshesls {

& QU Manusl Entry Recng‘% S
Erpxw T rtin E

g, G

your screen will look similar to this:

SAMII Manwal Entrr Time and Leave Recards :
Diw { Prog : Wiepk Supervizor Hame Employes Hame '
2425 1 4ADM ! M%’L - Supevisor One Tess H Dwters  Hathy
i OTREZ008 Supsrviscr One - Test H Datess - Habny
! BT %2008 | Bupenises One Tesd M Dmters  Hathy
BAA02008 Supervisor One - Test | H Employeeline | St oo BXE- - H
! BAOEA00E Supehiizes Tne Test H Employeslne Cal Zem 5HKE H
|- per1wa00s | Bupaniisr Ona Tess: M Ernployeeline - Cal Zer 558 H

bt A A Speni 015 das o B e P J
2. Single click the Week Date of the Employee Time Record that you want to view.

your screen will look similar to this:

Appreved By:
Kissoun Department of Hatural Resources
Supesvisor One | | Hame:  Katyy Dt
o TIME & LEAVE RECORD Erployee oo
Submitied By FL3& Type: Pasmanen Part Tivg Pagitive Pasd Organization; | Fragram: Employes ID (S5 ¥iask Beginning;
Disteen | Kathy Approaer Supercmor One | Test 215 4A0M e S SN0
Corrected: 0 Stabus:  Appiowes TLR Comastion Mistany
Meczagac:
Wednesday - {
Dary & Date Sunday - D273 Monday - 2630 Tewsday - 0701 B2 Thursday - 0783 | Friday - 07/04 Saturday - 6703
Start End Start End Start End Start End Start End | SRast End Start End
o — pg itRing e PRt pResRmey S poe A aaianpe o it g ho bt s MY R AN
Ending Tintes
Tolal Howrs o 4 e

e itk . ) e, ST aema i AT . o o . ae T

| Baturday - O7H03 -

TLR Commant:




3. Single click the Cancel | €@"¢8l | hytton to return to your homepage when you are finished viewing
the Corrections Employee Time Record.



Chapter 9: Working with Manual Corrections for SAM Il
Section 2.0 Manula Entry Corrections for SAM Il
2.0 Manual Entry for Sam Il Corrections

Manual corrections to SAM Il must be completed before marking Employee Time Records as
entered.

Step-by-Step

1. Follow the steps neccsarry to complete SAM Il enteries within SAM |I.

HR Activitics Activity Status
19 TEL Begords Aviatng Aporoyal

Corrections Swaiing Aporoval

rrechions Swading Sam i

Braft Timaghesls
05 Manual Endry RECE-‘T Shi SLLH

| ot o= &=

Proxy Time Beparting

i PR Y

P S e - WP

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 1l link from your homepage.

your screen will look similar to this:

SAMI Manual Eatry Time and Leave Records
Diiw { Prog Supervizor Hame Employes NHame

2425 F LADM Supervisor One Tesf H Deters Hakthy
Supsvisor One Test - H Datass - Habny
Supenisgr One Tes M Daters  Hathy

GEZ02003 Supervisor One - Test  H Ermployeelne  Cot Zeno BXE H

082003 Supedvipee One Test H EmiployesOne Cat Jem SXE H

32008 Sapsryiscr One . Tead H Employeslne - {pi Tem BXE H

e il . CERAAIA A S Onso Tt e n T e G B

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

your screen will look similar to this:



Appreved By:
Kissoun Department of Hatural Resources
Supesvisor One | | Hame:  Katyy Dt
o TIME & LEAVE RECORD Erployee oo
Submitied By FL3& Type: Pasmanen Part Tivg Pagitive Pasd Organization; | Fragram: Employes ID (S5 ¥iask Beginning;
Disteen | Kathy Approaer Supercmor One | Test 215 4A0M e S SN0
Corrected: %3 Stabus:  Appiowes TLR Comastion Mistany
Meczagac:
Wednesday {
Dary & Date Sunday - D273 Monday - 2630 Tewsday - 0701 B2 Thursday - 0783 | Friday - 07/04 Saturday - 6703
Start End Start End Start End Start End Start End | SRast End Start End
.H“N - . - Py g Qe Rpsieg RR ey S poa e o o it g ho bt s MY R AN
Ending Tintes
- Tolal Howrs o 0 e
s AT L BT Lol sagiommeii it e gy g
e g o - FF-‘_--- o _._,-’!' J o Ramad P AT P — iﬁ\" iy h o

R e

3. Single click the Entered button to mark the Employee Time Record as Manually entered into
SAMII.

your screen will look similar to this:

Windows Internat Explarer

\:.:) B yoU sure tis recond hies been successfuly anbared to SAMILE

l w*[ Concel |




Chapter 9: Working with Manual Corrections for SAM Il
Section 3.0 Rejecting Corrections for SAM I
3.0 Rejecting Corrections for Sam Il Corrections

Corrections that are not entered into SAM Il 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 1l link from your homepage. Time Record
to a Draft status.

HRActivitics  Activity Status J
18 T 1 4

0 Corrections Awading Approval J
{t Correclions Swaling Saht i
B . {

& 05 Manusl Entry Re-:::gﬁ'_ ? Sau
Froay T rtin ' 3

your screen will look similar to this:

SAMII Manual Entry Time and Leave Records ;
Diw { Prog : iepk Supervizor Mame Employes Hams '
2425 @ AADM ! M&’L - Supervisor One Tes H Deters Hathy
| O7/D6/2008 Supesviser One - Test H Caters  Hathy
] 372008 | Supenises One Tesd M Datars  Hathy
FRA0E00S Supervisor One - Test - H Empioymetine | Cat Fem 828 - H
! PRORI00E Supsnites One Test H Employesine Cal e IXE H
| pe 32008 - Bupariisor One Tesd W Emplojesing  Cal Zer KB H

el 4 A Sipenil Ors it A o B il S g J
2. Single click the Week Date of the Employee Time Record that you want to modify.

your screen will look similar to this:

Appraved By
Missour Department of atural Resources
Supesvizor One , : ty
P TIME & LEAVE RECORD Employce Mame: Xathy Driers
Submitied Ey: FL3A Typs: Peeaner Part Tiva Pogilive Pad Organization; | Fragran; Emplayes ID [S5H]: | Wesk Beginning;
Disteen | Kathy Approaer Supercmor One | Test 215 4A0M e S SN0
Corrected: 0 Stabus:  Appiowes TLR Comastion Mistany
Meczagac:
Wednesday - :
Dary & Date Sunday - D273 Monday - 2630 Tewsday - 0701 B2 Thursday - 0783 | Friday - 07/04 Saturday - 6703
Start End thast Start End Start End Start End | SRast End Start End
.mm ~——— pg it anen P aine ol e S Taaune iy M s MY R AN
Ending Tistes
Tolal Howrs

e w-,l"“‘ *“‘***WWWMJW

R P L PLE R "‘"— / - pa A = b
o - R T B T e e S v

Saturday - DTAS l:.. ves i:_.. R
TLR Commaent:

(Entered| | Ralest [Cancel|




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

HR Activities  Activity Status

19 T&L Records Awaiting: E§

0 Corections Aveaiing SAME
& Draft Timesheets

& QU5 Manual Entry Records for SANI

Proooy Time Reporiing
I C
L, Py

Step-by-Step

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

your screen will look similar to this:

L - i A o . 'h

S e vt mmm -.‘.'.\__.f.-"-\f"'"- - T Tt et T A et T ""'v e -""""- ¥ Limmt ) __.".--v.z'.._-z-:
Supervisor One Test H M w Submitled
[ Daters  Hathy QT'EF.EQﬂﬁ Submitled
Boter Ken fri-tee el Submitied
Deleds Hen OTOBZ00E Submitied
Deters Han OTH 008 Submitted
Employestne Cat Tero fixd H DEE0/Z0NE Submitted

b m.-»r-m,—'f—&‘ji‘“ﬂc’w P = R L

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:

Mi i i |
Approved By: Iﬁmur_lnurjzagn:g\?E b:élg%:;m“mes Employee Home: Cai Zerp $48 Employeelne
Er:;:T:;i Bl:ﬂ FLSA Type: SXB Category Z&na Organization: Pragram: Employee ID [ 55H): Week Beginning:
! ' Approver: Supervisor One | Test 2125 2A0M i 081 202008
Zero SXB
Fed Comp: 60:00 State Comp: 1300 HobdgOomge 1440 Flex Time: 00:00 Annual Leave: 10000 Sick Leave: 2210 Balance As Oft 021672008
Corracted: HO Status @ TLR Carrection Histary
Messages:
Day & Date Friday - 0842 Saturday - 0943 Sunday - 0914 Monday - 0515 Tuesday - (916 Wednesday - 09147 Thursday - (918
Start End Start End Start End Start End Start End Start End Start End
. o [uliln 1200 800 1200 Bo0 1200 Q800 1400 Qo0 1200
Shift Beginning &
. 1300 1700 1300 1700 1300 1700 1300 1700 1300 1700
Ending Times
Tolal Hours OEOD DE0D [ELE]H 0BOD 0BOD
— Code HrzMin Code HrzMin Code Hrelin Code HreMin Code HezMin Code HrzMin Code HreMin
¥ 1-‘-4.,.__’31‘)-1-\ e - ‘_’—15’. ..H._I"J e .t ol s .x\\f_‘rwm




st e f g = o i — s R . =

et T Ry T Sy as e rarm e L e e o T - - h L ¢ oama gl WERA e

Sunday - 02021 Making big impression wih upger kvel
Monday - (922
Tuesday - 0923
Viednezday - 0024
Thiursday - (925

TLR Comment:

YES

YES

YES

Approve  Disapprove Cancel

s

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 Ll 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:

HR Activities Activity Status

19 T&L Records Awaiting: E§

0 Corections Aveaiing SAME
& Draft Timesheets

(

& QU5 Manual Entry Records for SANI

Proooy Time Reporiing

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:

» _‘_."'_ B " __,-""-h I S SRy LU .__z A T _-"-' Tt A __‘_." /,r-'v-..--_,.__ __.._.--\.-f-. - ™ == (__-' - -z-:
Superviser One Test H Dabers  Hathy T D20/ Z0D0E Submitled
Daters Kathy omizT/z008 Submitied
Debery Ken Q202008 Submitted
Dabers  Hen OTIOBZ00E Submitled
Datern Ken AT I00E Submitied
Employestne Cat Forg S8 H pE20/3008 Submitted

“5 b H I:IE-J.- Submitled

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

Mizsouri Department of Natural Resources
A o By: Empl Home: Cai Zerp X8 Employee
ppTovEa e TIME & LEAVE RECORD e T i cemn SR eesne
Submitted By: - -
EmpiovesDnz . Cat FLSA Type: SXB Category Z&rg Organization: Pragram: Employee ID {58H): Week Baginning:
! ' Approver: Supervgor One . Test ] 2401 TIERRET2 091 272008
Zerg SKE
Fed Comp: &0:00 State Comp: 1300  HobdpOemge 1440 | Flex Time: 00:00 Annual Leave: 100:00 Sick Leave: 22:10 Balance As Of: 02162008
Corrected: KO Status @ TLR Cormection Histary
Messages:
Day & Date Friday - 0812 Saturday - 09143 Sunday - 0214 Monday - 0815 Tuesday - 0916 Wednesday - 0947 = Thursday - 0948
Start Endl Start End Start End Start End Start End Start End Start End
o800 1200 800 1200 Q860 1200 oga0 1200 el 1200
Shift Beginning &
. 1300 1700 1300 1700 1300 1700 1300 1700 1300 1700
Ending Times
Tolal Hours OEOD Q800 D800 0E00 0BOD
oy Codea HrzMin Cade Hr=Min Codea HreMin Code HreMin Cods HIEHII‘I Code HrzMin Coda HrzMin
APl S el Gl e W e
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Tuesday - 0923 YES

Viednesday - 0024 YES
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TLR Comment:
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Approve  Disapprove Cancel

s

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 | Disapprove | tton 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

\Approver Activities  Activity Status
20 TaL Reconds Awaiting Approval
O Correclions Awailing Approval
1 Disappr ti r Cortiidinn !
NP PP I o Al T oS

Step-by-Step

1. Single click the Disapproved Awaiting User Correction link from your homepage.

your screen will look similar to this:

gupem;umegmumgwﬂgaegmuﬂe

Supervisor One Test H Emgployestne Caf Fars 5%8 H ﬂ?maszuggﬁ E

Return To Time Reporting Home | | ! Get Incomplete Time Record List

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:

Approved By: Missourl Department of Natural Resources
E Hame: CatZero SX3E T
Supervisor One , Test TIME & LEAVE RECORD mployes Hame: LAt Zere S5E Empoyestne
Submitted By:
Enlpiur:el:lnehcat FLSA Type: SXE Calegory Zero Organization: Frogram: Employes I (58K): | Week Beginning:
¥ ' Approver: Supervigor One , Tesd 23125 AADM RS2 OFi0af200s
Zerg 548
Fed Comp: 60:00 State Comp: 12:00 Flex Time: (0:0G0 Annual Leave: 10000 Sick Leave: 22:10 Balance As Of: 02182008
e e T end S S SO SO | Wb 'i'l..h.t;;i.r.rcﬂi\.:!i'l..ﬂ:ﬂl;;.r;' ....................................................
Massages:
Day & Date ; Friday - 07/04 Sunday - 0706 Monday - 0707 Tussaday - 0708 Wednesday - 0709 Thursday - 0710
Start End sart | End Start  End Start End | Start End St End
Shift Beginning & -E_E'fﬂﬂ 1%‘?3 08095 1200 3?3:‘- IE:H: ! D?ﬂﬂ 120000
i } 1300 -1 FR0 A300 ] T0D 1200 17400 1304
Ending Times i
T S E T F PP PR , S B Bt st ap revea sy
M S " MMWM e

i

. b
- ; T et ) i e T A 4
Y i i T J"-____‘_ L e e ___J_,.-"..-_: Thafirym drdrrin e i "-\\f_.a H T At e v
Thursday - 0710 | |

't'E\E‘:"f [_J i)

+
TLR Comment: i This was nol &0 approved work schaduls

.....................................................

) :

3. Single click the Cancel | @&l | hytton 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

e e T -

< Activity Status
HJ 20 T&L Records Awaiting Approval ;
"a 1 Corrections Awaiting Appro J
;:{:;,-, 0 Disapproved Awaiting User\gﬁe&tmn
-';: Proxy Time Reporting
S M
Step-by-Step

1. Single click the Corrections Awaiting Approval link from your homepage.

your screen will look similar to this:

- P - . . . - - it —
/"‘ - LR e o= o s £, i P el RS . ) - e
R R "o o

% e e e mre e T e et

Correction Time and Lem annﬁt !m'bmltled ﬁur l[l[lmrm]

Time and Leave Record Listfor Division: 2125 Program; 4ADM

(R

Supenvisor Name Employee Hame Week Begin Date . © Time Recond Stalus
Superdiser One Test H Ermply e I &, Mﬂﬁ& Camection Apgroved

 Return To Time Reporting Home | | Get Incomplete Time Record List |

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:




: i i rment of £
Approved By: fissour! Department of Natural Resources Ermpt Mame: Cat Zer SHE Erployeedne

SuperdisorOne Test} TME&LEAVERECORD
Er?H:r:eDna E::-m FLEA Type: SNE Calegery Zers Drganization: Program: Employes ID{S5H):  Week Beginning:
¥ ' APProven: Supervsoer Ong , Test 2128 SA00 b 1 AT042008
Zero SKE
Holiday _ -
Fed Comp: 8050 = State Comp: 13:00 e Fhex Time: 0000 Annual Leave: 100:00 | Sick Leave: 2210 Balance As OF D2TE200E
Correcied Statusglibes: ecti TLR Correction Hisbory .
Messagesr .
Day & Date Friday - 0704 Saturday - 0745 Sunday - (706 Monday - 07407 Tuesday - 0708 Wednesday - 07109 Thursday - 0710
Start | End start  End stat  End Start | End Start | End  Start  End |
[ 0800 AT 0E0 12000 [ 0Ban T | 1200 500 120 080 1200
Shift Beginning & A R 1500 V70 13807 760 50 PR Rt 70
Ending Times T i y ; T y ;
AL Bt r*wgw M mww LR P T

wn it T T

ﬂ'lautlmnmd! Huthuﬂmnmdtmmm ized?

 Fridey - 0704 | g8 Mot Authnrized
Saturday - 0705
Sunday - B706 tE YEZ | L) HO
Monday - 07407 | f Tovest 70 owe
Tuesday - 0708 | 7l ves | & no
Wednesday - 07109 | Flves | B owo
Thursday - 0740 # ves | 7 wo

TLR Comment: This was nod an approved wark schadule

LA sapprove | Cancel|

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 RO button to Approve this Employee Time Record.
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5.0 Viewing Corrections Awaiting Approval

/ ,_;’ e -.__,—"'""- et
< Activity Status
HJ 20 T&L Records Awaiting Approval ;
"a 1 Corrections Awaiting Appro J
;:{:;,-, 0 Disapproved Awaiting User\gﬁe&tmn
-';: Proxy Time Reporting
S M
Step-by-Step

1. Single click the Corrections Awaiting Approval link from your homepage.

your screen will look similar to this:

N e e L r e P g i e

.-'., }____,—"' "'..,.a__ = B s im a0 e S e -.*... ,". g "_;_:" T £ L - . -___.l" = -y i e /-- -.- __.-/ - H"._F{ e gy _.______,__._._\,—r‘
Correction Time and Leave annh !‘m'bmlﬂed ﬁur l[l[lmrm]
Time and Loave Record Listfor Dusion: 2125 Programe 4ADM
Supervizor Name Empioyes Name . WeekBeginDate  Time Record Status
Supereisor One Test H Enplguea g 1 5, | DTMAR00R Cormaction Apgrovad
Return To Time Reporting Home | | Get Incomplete Time Record List |
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:
e e T ST -'"'- 5‘-.-.- S ittt 8 FITE e _ff "-..__‘_.-' OO S ___./":"-._ {.-"“;'-"'\F
OT Authorized | Hot Authorized Comments OT Authorized?
Friday - 07/04 Med Authorized & oves 1 no

Saturday - 0705
Sunday - 6706

Tuesday - 07/08

Wednesday - 1708

il

B
il
&

Thursday - 0THD

TLR Commeni: This was nof an approved work Schadals

Approve | Disapprove | Cagest

3. Single click the Cancel | ©@™&l | hytton to return to your homepage when you are finished viewing
the Employee Time Record.
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6.0 Approving Corrected Records

Approver Activities . Activity Status
29 T&L Records Awaling Approval
0 Corrections Awailing Approval

1 Qi i r Cors !
R NP M\%"‘“"‘”M@

Step-by-Step

1. Single click the Corrections Awaiting Approval link from your homepage.

your screen will look similar to this:

. _).-"'_L-u__#_- -_..__ . ".".-,___,— - PRLLF L -_.*... f."'r“'-"/ z."_;_:"_ . ;_._.u—'\..v‘_‘rz..-- e s . P__I,..,,. — e e o /._ B "__/ colm ‘_\__..Ff _ .-..-.---'-'-\""
Correction Time and Leave Records submitted for approval
Time and Leave Record Listfor Division: 2125 Program: 4ADM
Supanisor Hame Employee Hame Week Bagin Date . Tume Record Status
Supereisor One Test H Emplasgaling CatZer 5X8 H wﬂjﬁfx Cormaction Apgrovad
 Return To Time Reporting Home | | Get Incomplete Time Record List |
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:
Apgroved By Missouri Depanment of Natural Resources )
SupervorOne Tew | TME&LEAVERECORD | Nisinstuibatiotiiosi S SIS
E:ﬂ:r::;i u::-m FLEA Type:  5XE Calegery Zers Organization: Program: Employes ID|S5N):  Week Beginning:
y ' Approver: Supervisor One |, Test 225 SA001 2 0742068
Zero EXB
Fed Cornp: 800 = State Comp: 1300 s Flex Time: 00:00 Annual Leave: 100:00 | Sick Leave: 210 Balance As OF D2tE2008
Corrected @J Staty : TLR Carrection Histary '
MessagesT™
Day & Date Friday - 0704 Saturday - 0745 Sunday - (706 Monday - 07407 Tuesday - 0708 Wednesday - 07109 Thursday - 0710
St | End | St | End St | End | Stet | End | Stat | End | St End  Stt | End
RO |- 4200 - - Daka 2007 [ osag | 1280 080D 12007 . DAl 1200 {
Shlﬂ?“mfn'"" . A0 |- 4804 1500 1700 380 1700 1300 T00. | 00 i7oe [
Ending Times i i | t i :
i allours R S il Lt R S P SERET S BILEP St b s
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code and name, if applicable) OT Authorized / Not Authorized Comments OT Authorized?

Friday - 07/04 T E et Autharized iwes | £0 Mo
Spturday - 07105 Ch=Enen . d %{EE NO
Sunday - BF0G YES M
Roamday - 0THT TES ]
Tuesday - 07108 vEs | 0 uo
Weadnesday - 07100 o YES S ]
Thursday - 0TA0 YES el
TLR Comment: This wias not an approved wark schedule

Approeg, - Disapprove Cancel

5
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 LI button to Approve this Employee Time Record.
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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

Appendix B

Exception Codes

| Exception Code Exception Code Description Short Exception Code Description
Al AL UISAGE ARIMUAL LEAVE LISAGE - OTHER
ALPG | AL PAYOFF AMHUAL LEAVE - PAYOFF AT TERM
ELFOF AL FEID SMNUAL LEAVE - PAID WHEN TRIMSF
ALWG AL WKRS COMP AMNUAL LEAVE USAGE - WKR COME
ALWRE A WORKED WORK G AN AMMNILISL LESVE
FC . FCLSAGE FEDERAL COMP USAGE - OTHER
FCFO FC PATOFF FEDERAL COMF TIME - PAYOFF
FCPOP FCPRAID FEDERAL COMFP TIME - PAID
FCWC FCWKRS COMP FED COMPLSAGE - WER CONP
FLEX FLXTIME DOCK ELEX TIME DOCKING EVENT
HC | HC USAGE HOLIDAY COLP ISAGE - OTHER
HCFO HC PAYOFF HOLIDAY COMP TIME - FAYOFF
HCPOP HC PAD HOLIDAY CORP TIME - PAID
HOWC HC WHRS COMP HOLIDAY COMP ISAGE - WKR COMP
HDAY | HOLIDAY HOLIDAY
HOLWK HOL WORKED VWRKD O A DESIGNATED HOLIDAY
LMP | LWOP-AFPRVD LEAVE WD PAY - APPROVED
LMPML LWOP MILITRY LEAVE Wid PAY - KILITARY
LMNPSP LWOP SUSE DO LEAVE Wil PAY - SUSPENSION DOK
LNPWIC LWOF WKRS CF LEAVE WD PAY - WORKERS CONP
LWWPAA LW AT AUTH PAID LEAVE - APT ATHRTY AFPROV
LWPBL LWP BLOOD LY PAID LEAVE - BLOOD LEAVE - DES
LWPBY LR BERVMT PAID LEAVE - BEREAVEMENT
L'WPCP LWP CAP PAID LEAVE - CIVIL AIR. PATRL
LWFEI LWP JEANTY PAID LEAVE - JB EXAMINTERVIEW
LWPES EE SUGG AWRD EMPLOYEE UGG AWARD OF LEAVE
LWPAC LWP JURYICRT PAID LEAVE - JURYICOURT AFPEAR
LYWPRE LYWP ML EMERG PAID LEAVE - ML CALLED EMRGMECY
LWPAIT WP ML TRAIN FAID LEAVE - 15 DY WL TRAIMING
LWPRG LYWP RED CRESS PAID LEAVE - RED CRESMIZASTER
LWRT LWP VOTING PAID LEAVE - VOTING
LWPWS LWP WKRS CHMP PAID LEAVE - WORKERS COMP
ROO ROO REGULAR DAY OFF
20 SC USAGE STATE COMP USAGE - OTHER
SCPD SCPAYOFF STATE COMP TIKE - PAYDFF

I SCPOP SCPAD STATE COMP TIME - RAID
000 S0 WERS COMP STATE COMFP USAGE - WRERS CHMP
SHS SH LVWISELF SHARED LEAVE UJSAGE - SELF
SLE 3L SELF SICK LEAVE LISAGE - SELF
SLWC SLWKRS COMP SICK LEAVE USAGE - WRKRS CHP



	Word Bookmarks
	Beginning
	chapter1
	chapter2
	chapter3
	chapter4
	chapter5
	chapter6
	chapter7
	chapter8
	chapter9
	chapter10
	chapter11
	chapter12


