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Lesson 1
User Access

In this lesson you will learn how to:

e Access the Time & Leave Reporting System
e Login to the Time & Leave Reporting System
¢ Logout of the Time & Leave Reporting System

e Update The User Profile
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ACCESS THE TIME & LEAVE REPORTING SYSTEM

1""@. Step-by-Step

1. From the MSHP homepage, single click the Time & L.eave Reporting link.

The screen will look similar to this:

MISSOURI STATE HIGHWAY PATROL

Time & Leave Reporting System

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

Welcome to MSHP Time Reporting System
User Id:

Password:

Login
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LOGIN

H-ﬂ\l- Step-by-Step

1. Enter LAN User ID and Password.

The screen will look similar to this:

Welcome to M3HP Time Reporting System
User Id: MyUszeriD
Password: I

Login

2. Single click the Login button.

The screen will look similar to this:

MISSOURI STATE HIGHWAY PATROL

Time & Leave Reporting System
Timw: Raparting Home for:

Bs Torne Bepoopig Homes | ESHP Heme | Tiee Bepgring Heis | Logaid

User Activities Activity Status Time Reporting Activities Viewable Reports
0 Dradl TAL Becords Bepod Time & Leave (Add) ; ] =
3 Unepproved TAL Recongs Mpgity Most Recent TEL Recard

1 Disapproved TAL Regords

Saved TEL Record SUmMEry

Note: After logging into the Time and Leave Reporting System, refer to the table of
contents (page 2) to locate the step-by-step procedures needed to enter time
for the user type.
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LoGgouT

Step-by-Step

1. From the Time and Leave homepage, single click the Logout link.

The screen will look similar to this:

\ My Time Reporting Home | MS8HP Home | Time Reporing Help | Logout

2. Single click the Log Out button to exit the Time and Leave Reporting System.

The screen will look similar to this:

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

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

3. Single click the MSHP Home link to exit the Time and Leave Reporting System.

The screen will look similar to this:

My Time Reporing Home | M3HP Hame | Time Repoding Help | Logout

N\

You have successfully logged out.

To access MSHP Time Reporting System, please login below:
User Id:

Password:

| Login
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UPDATE THE USER PROFILE

H-ﬂl\- Step-by-Step

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

The screen will look similar to this:

Time Reporting Activities
Report Time & Leave (Add)

Modify Most Recent T&L Record

Modify Employee Profile

2. To add a secondary Email address, single click the Add Email Address button.

Modify Employee Profile

First Name: Exempt
Middle Name: H
Last Name: EmployesOne
Suffix:
User Id:  ExM
SSN: 12386789
SAMII Internal Id:  123455728¢
Forced Manual Entry to SAMIT: |+

Employee Start Date:
Troop:

Zone:

Primary Email Address:
Work Cycle Code:
Employee Type:

0sz72007
F
]

wghanta@confiduz.com
PUS

Exempt Member

2

Add Email Address‘

Employee Role(s): ;

Update Effective Date: 05272007

Save Modified Employee Profile Cancel

3. Enter the Secondary Email Address

primary.email@mshp.dps.mo.gov

Primary Email Address:

secondary Email Address: 3

4. Single click the Save Modified Employee Profile button.
Save Modified Employee Profile
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Lesson 2
ADD a Time and Leave Record

In this lesson you will learn how to:

e ADD a Time & Leave Record for:
Exempt Member and Exempt Civilian
Partial-Exempt Civilian

Non-Exempt Member

Non-Exempt CVO

Non-Exempt Civilian

vV ¥V VvV V VY V

Temporary Civilian
e SAVE a DRAFT Time & Leave Record

o MODIFY Most Recent Time & Leave Record
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EXEMPT MEMBER AND EXEMPT CIVILIAN

Exempt Members and Exempt Civilians are exempt from overtime compensation under
the FLSA Act. Both Exempt Members and Exempt Civilians use this Time and Leave
Record.

Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

I
i

(O O
0L MEE
i LA "
| LA |
L L
il LAL L

FLSA Type
Not an editable field and will default to the current user type as in the User Profile.
2. Single click the drop down arrow * to select the Supervisor.
Note: The Supervisor name selected on the first Time and Leave Record will become
the default supervisor for all future records.
3. Troop will default to the Troop listed in the User Profile. Highlight the Troop
letter and enter a different Troop letter, if a change is needed.
Troop should only be modified when there is an actual transfer to a different Troop.
Troop will not be modified for internships.
Valid Troop letters are A, B, C, D, E, F, G, H, | and Q.
4. Zone will default to the Zone listed in the User Profile. Highlight the Zone code
and enter a different Zone, if a change is needed.
Zone should only be modified when there is an actual transfer to a different Zone.

Zone will not be modified for internships.
Zone must be a valid two digit zone code.
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Week Beginning
Not an editable field and will default to Sunday of the current work week.
Leave Balances

Displays the amount of comp time and leave balances in SAM II, since the “Balance as
of Date”.

Balance as of Date

Date the comp time and leave balances were last interfaced with SAM II.
Corrected Indicator

Yes or No indicates if the Time and Leave Record has been changed (corrected) after
supervisor approval.

Status

Displays the status of the Time and Leave Record. See Lesson 4, Time and Leave
Status, for status definitions.

TLR Correction History

If the Time and Leave Record is a correction, this will become a live link (underlined) to
the original Time and Leave Record the correction is being created for.

Multiple Appointments

Optional link that will only be completed when an employee has part-time hours to
report, other than their primary job. Refer to Section 6 for details on Multiple
Appointments.

Messages

Displays messages and alerts that affect the Time and Leave Record.

5. Single click in the -] Check Box for each day worked in the week.

The spacebar can also be used to place a check in a check box. To check several
days in a row, single click the first check box, press the Tab key twice, then press the
Spacebar again. Continue this process for each day.

Day & Date Sunday - 04/01 Monday - 04/02 Tuesday - 04/03 Wednesday - 04/04 Thursday - 04/05 Friday - 04/06 Saturday - 04/07
Cred Work Day - r 5 r | | - -

6. Single click the drop down arrow * to select an Exception Code, if applicable.

Two RDOs must be recorded per week.

Each exception code may be selected only once per day.

Both an Exception Code and Exception Time must be entered for every exception.
Note: See the Exception Code Requirements table for Exempt Member and Exempt Civilian.

Update Balances Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin

RDO 6 7 RDO

0go0 0800

Exceptions

<l=l=i=
<lzlziz
<= l=i=
<= l=i=
<l =iz
<l ==
<= l=i=

Total Exception Hrs 0800 0800
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Enter total hours of Exception Time for the exception code selected, if applicable

Exception Time must be entered as HHMM.
No more than 8 hours of Exception Time can be taken per day.
Both an Exception Code and Exception Time must be entered for every exception.

Complete all Exception Code and Exception Time entries for the week.

Total Exception Hours
Displays the Total Exception Hours entered each day.

Enter an OT Explanation for each day worked on a Holiday, Annual Leave, or

Specially Approved Overtime Project.
All paid projects must be detailed with the project #, project name, and # of hours

worked for a given day.

Lol

Submit Week | b, ¢ton to save and submit the

Single click the Submit Week

10.
Time and Leave Record for approval.
Cancel

Submit Week Update Balances

Save as Draft Submit Pay Period
e

Note: Submitting a Time and Leave Record will notify the supervisor that the time is

ready for approval.

The screen will look similar to this:
|Time and Leave Record has been submitted for approval successtully

Save as Draft
Save as Draft saves the current Time and Leave Record in a draft (not yet submitted)

status, available to be completed at a later time. Time can be entered and Saved as Draft

daily.

Submit Pay Peniod
Submit Pay Period submits days for the current pay period for approval and saves

future days in a Draft Time and Leave Record (days in partial week before the 15" or the
end of the month). Refer to Section 7 for details on Submitting Pay Periods.
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Submit Week
Submit Week submits the entire week for approval.
Update Balances

Update Balances calculates the balances for the hours entered on the Time and Leave
Record.

Cancel

Cancel deletes all data entry on the Time and Leave Record and returns to the
homepage.

page 16



Exempt Member and Exempt Civilian
Exception Codes Requirements Table

AL - Annual Leave
Employee must have annual leave posted prior to usage.
Annual leave must be taken in 8 hour increments.
ALWORK - Work on Annual Leave
Work on Annual Leave must be entered in 15 minute increments, not to exceed 8 hours.
HC- Holiday Comp
Holiday Comp can be used the day after it is posted.
Holiday Comp must be taken in 8 hour increments.
HDAY - Holiday Leave
Holiday leave will default to 8 hours.
HOLWK - Work on a Holiday
Time worked on a holiday, up to 8 hours, accrues as Holiday Comp.
Work on a Holiday must be entered in 15 minute increments, not to exceed 8 hours.
Only HOLWK can be entered on Holiday Leave.
RDO - Regular Day Off
Two RDOs must be recorded in a 7 day work period.
No other type of leave can be taken on an RDO.
RDO will default to 8 hours.
SLS - Sick Leave
Employee must have Sick Leave posted prior to usage.
Sick Leave must be taken in 8 hour increments.
SC - State Comp
Employee must have State Comp posted prior to usage.
State Comp must be taken in 8 hour increments.
Worker Comp — Call HRD before using any Worker’s Compensation combination
If supplementing with sick leave, Worker Comp must be entered as exception code SLWC
with time 0240 and code LNPWC with time 0520.
If not supplementing with sick leave, post as exception code LNPWC.
If wanting to receive full pay from the Patrol in addition to pay from worker’'s compensation,
enter as any combination of exception codes ALWC, SCWC, FCWC or HCWC equaling 8
hours per day. Must have enough accruals to submit for the entire pay period.
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PARTIAL-EXEMPT CIVILIAN

Partial Exempt employees are eligible to receive State Comp for additional hours worked
in a pay period.

"-.,ﬂ_:_ Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

Approved By . r;r..'.‘:'.':E-IE.I.I'._.‘EII;\:E; R’IE‘C‘OF;D 3 [mployee Name: Fex Emgioyee Ore
FLSAT Pata-Eanmpt Troog: Zore: Employee 1D [ $5M): Vieek Begnning:
Subrmitied By: wm’:; Test  Supervecr Ore 2 w r o1 4 “I I ' .‘ 27 :::'m\:I
State Compe 1500 Mobday Comee 1400 Flex Time: 0000 Arewasl Leave: 5000 Seck Leave: 4200 Balance As O (2182007
Corrected: WO Status: Cra® TLR Correction Miatery Mnpl Apposnements: “.ioe
Mlessages:
Auto Fal
Dary & Cate Sunday - 0527 Monday - 0578 Tuesdey - 0579 Viednesday - 050 Thursday - 051 Friday - 0801 Saturday - (892
Update Balances $tart tng $tart tna $tart ra Start nd $tart tng $tart tnd $tart tnd
Sruft Beginning & 5 6
[nang Times
Total Hours
Update Balances Code Hralhn Code Hraltin Code Hralhn Code Hraldn Code Hraldon Code Hrallin Code Hrahlin
50 Nl 0800 [MDAY =l 8co = = 8 = = RO0  n 0808
excepsons : : s : : s j
Total Excopion Hrs Ceos ] Lol
OF Explanation [special project code and name., if appicable) 07 Approval Disapproval Commaents 0T Approved?
Sunday - 0627 — -
Uondey - 0578
Tuesday - 8479
Viednesday - 0620
Thursday - 051 11
Fridey - 0601
Saturday - 0602
TLR Comment: 1 2
Save as Draft Submat VWeek Update Balances Cancel
FLSA Type
Not an editable field and will default to the current user type as in the User Profile.
2. Single click the drop down arrow * to select the Supervisor.

Note: The Supervisor name selected on the first Time and Leave Record will become
the default supervisor for all future records.

3. Troop will default to the Troop listed in the User Profile. Highlight the Troop
letter and enter a different Troop letter, if a change is needed.

Troop should only be modified when there is an actual transfer to a different Troop.
Troop will not be modified for internships.
Valid Troop letters are A, B, C, D, E, F, G, H, | and Q.
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4. Zone will default to the Zone listed in the User Profile. Highlight the Zone code
and enter a different Zone, if a change is needed.

Zone should only be modified when there is an actual transfer to a different Zone.
Zone will not be modified for internships.
Zone must be a valid two digit zone code.

Week Beginning
Not an editable field and will default to Sunday of the current work week.
Leave Balances

Displays the amount of comp time and leave balances in SAM II, since the “Balance as
of Date”.

Balance as of Date

Date the comp time and leave balances were last interfaced with SAM II.
Corrected Indicator

Yes or No indicates if the Time and Leave Record has been changed (corrected) after
supervisor approval.

Status

Displays the status of the Time and Leave Record. See Lesson 4, Time and Leave
Status, for status definitions.

TLR Correction History

If the Time and Leave Record is a correction, this will become a live link (underlined) to
the original Time and Leave Record the correction is being created for.

Multiple Appointments

Optional link that will only be completed when an employee has part-time hours to
report, other than their primary job. Refer to Section 6 for details on Multiple
Appointments.

Messages

Displays messages and alerts that affect the Time and Leave Record.

S. Single click in the Start column of the first day worked and enter the time the
shift began.
Start Time must be entered as HHMM in actual military time with a value between 0001
and 2400.
Up to 3 shift Start Times can be entered on a single day.
Shift Start time cannot overlap with previous shift end time.

Day & Date Sunday - 05/20 Monday - 05/21 Tuesday - 0522 Wednesday - 0523 Thursday - 05/24 Friday - 05/25 Saturday - 05/26
Update Balances Start End Start End Start End Start End Start End Start End Start End
Shift Beginning & 5 6

Ending Times

Total Hours
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6. Single click in the End column of the first day worked and enter the time the shift
ended.

End Time must be entered as HHMM in actual military time with a value between 0001
and 2400.

Up to 3 shift End Times can be entered on a single day.

7. Complete all Start and End shift times for each day worked.

If total shift time for a single day is greater than 8 hours, an Overtime Explanation must
be posted for that day.

Note: Use Cirl S to move from one day to the next.

Total Hours

Total of all hours worked each day as calculated from the Shift Start and End times.
The 7/8 rule applies and will automatically calculate.

8. Single click the drop down arrow * to select an Exception Code, if
applicable.

Two RDOs must be recorded per week.

Each exception code may be selected only once on a given day.

A maximum of four exception codes may be taken on a given day.

Both an Exception Code and Exception Time must be entered for every exception.
Note: See the Exception Code Requirements table for Partial Exempt Civilian.

i

a

2

(A L
(RS L ¢
LS A L1
LA L 4
LSS L 4
(LA L 4
L4 L ¢

Totai ExcepSon Firs

9. Enter total hours of Exception Time for the exception code selected, if
applicable.

Exception Time must be entered as HHMM.
No more than 8 hours of Exception Time can be taken per day.
Both an Exception Code and Exception Time must be entered for every exception.

10.  Complete all Exception Code and Exception Time entries for the week.
Total Exception Hours
Displays the Total Exception Hours entered each day.
Aurto Fill

Automatically fills Shift times and Exception Codes and times for the week with the
times entered on the first non-RDO work day of the week.

Update Balances

Calculates the balances for the hours entered on the Time and Leave Record.
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11.  Enter an OT Explanation for each day worked more than 8 hours.

Note: All paid projects must be detailed with the project #, project name, and # of hours
worked for a given day.

OT Explanaton (special project code and name, if appicable ) OT Approval Tasapproval Comments OT ApprovedT
Sunday - 0513 F ves T ™
Monday - 0614 r ves ~
Tuesdsy - 0615 I Vi3 ~
Wednesday - 0414 Fvs! I wo
Thursday - 0617 11 r ves "
Friday - 06118 r vss ~
Saturday - 0619 r ves -

TLR Comment:

12.  Single click the Submit Week | SubmitWeek |,,¢ton to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit Week Update Balances Cancel

2

Note: Submitting a Time and Leave Record will notify the supervisor that the time
ready for approval.

The screen will look similar to this:

S

|Time and Leave Record has been submitted for approval successfullyl

Save as Draft

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

Submit Pay Peniod

Submit Pay Period submits days for the current pay period for approval and saves
future days in a Draft Time and Leave Record (days in partial week before the 15" or the
end of the month). Refer to Section 7 for details on Submitting Pay Periods.

submit Week
Submit Week submits the entire week for approval.

Update Balances

Update Balances calculates the balances for the hours entered on the Time and Leave
Record.

Cancel

Cancel deletes all data entry on the Time and Leave Record and returns to the
homepage.
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Partial-Exempt Civilian
Exception Codes Requirements Table

AL - Annual Leave
Employee must have Annual Leave posted prior to usage.
Annual Leave must be taken in 15 minute increments.
Total shift and exception hours must be equal to or greater than 8 hours if Annual Leave is
taken on a single day.
FLEX - Flex Time
Flex Time cannot be carried from one FLSA period to another.
Flex Time must be taken in 15 minute increments, not to exceed 8 hours.
Once Flex Time is balanced, negative flex will alert employee that submitting will cause
paycheck to be docked.
HC - Holiday Comp
Holiday Comp can be used the day after it is posted.
Holiday Comp must be taken in 15 minute increments, not to exceed 8 hours.
HDAY - Holiday Leave
Holiday leave will default to 8 hours.
No other type of Exemption can be taken on Holiday Leave.
RDO — Regular Day Off
Two RDOs must be recorded in a 7 day work period.
No other type of leave can be taken on an RDO.
RDO will default to 8 hours.
SLS - Sick Leave
Employee must have Sick Leave posted prior to usage.
Sick Leave must be taken in 15 minute increments, not to exceed 8 hours.
SC - State Comp
Employee must have State Comp posted prior to usage.
State Comp must be taken in 15 minute increments, not to exceed 8 hours.
Worker Comp — Call HRD before using any Worker’s Compensation combination
If supplementing with sick leave, Worker Comp must be entered as exception code SLWC
with time 0240 and code LNPWC with time 0520.
If not supplementing with sick leave, post as exception code LNPWC.
If wanting to receive full pay from the Patrol in addition to pay from worker’'s compensation,
enter as any combination of exception codes ALWC, SCWC, FCWC or HCWC equaling 8
hours per day. Must have enough accruals to submit for the entire pay period.

page 22



NON-EXEMPT MEMBER

Non-Exempt Members are eligible to receive Federal and State Comp.

Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

or: Missouri State Highway Patrol ' Nat-amaut BaulevesOne
Avproved Oy TIME & LEAVE RECORD 3 Umetereeteme: Noseneast Levoy
FLSA Type: Non-Enpmgt Uember Troog: Zorw: Employee ID (S5N): Vieek Begnning:
el By Supervison Test . Supervecr One 2 v F e 4 ] 2 2 b
Fed Comge 1700 $tate Comge 0214 Molidey Comge 0800  Flex Time: 0000 Arewusl Leave: 1M 00 ok Leave: 5214 Balance As Of: C2L20CT
Cormected: NO Status: Draft TLR Correcten matory gt Ape . SRl
sapirimes
Messages: Primary Appemt
Day & Date Sunday - 0805 Monday - 0806 y - 807 Viednesday - 0808 Thursday - 0809 Fricay - 6810 Saturday - 8811
Update Balances Start End St Ena St End Start End Start Ena Start End Start End

5 6

$hift Beginning &
Ending Times

Total Hours

i
;
{
;

Update Balances  Code  MrsMin @ Code  Mraslln Code Mrsldn Code  HrsMin @ Code  Mrsllin

8 v g v v v v v v

v v v b - ~ -

Exceptions s | —

v v v v v v v

v h A v ~ ~ -

Totsl Excepton Mrs
" Time AllOCaton

Update Balances Sunday - 0805 Monday - 0806 T y - G807 Vil y - 0808  Thursday - 0809 Friday - 0810 Saturday - 0811

Reactve (Gen

Reactve (Crey

Ascoest oot
Set-reaied (Get
Sert.ntates | Crm

ad=ratratne 1 1

Trareg Recened

Sugervesry
VASIGaeS
Code Hrshlin Code Hrplin Code Hrplbn Code Hrallin Code Hraklin Code Hralin Code Hrahlin
Survey Codes
Totsl Wrs Viorked
" OT Explanaton (specisl project code and name, if applicable) OT App: Dusapp C 0T Approved?
Sunday - 0808 F ves T s
Monaay - 08046 F v F w
Tuesday - 0807 F ves T s
Vieanesaay - 0808 Fvis F
Thursday - 0809 15 r ves T s
Fricay - 0810 F vy © w
Saturday - 0811 F v I w
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

16
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FLSA Type

Not an editable field and will default to the current user type as in the User Profile.
Single click the drop down arrow * to select the Supervisor.

Note: The Supervisor name selected on the first Time and Leave Record will become
the default supervisor for all future records.

Troop will default to the Troop listed in the User Profile. Highlight the Troop
letter and enter a different Troop letter, if a change is needed.

Troop should only be modified when there is an actual transfer to a different Troop.
Troop will not be modified for internships.
Valid Troop letters are A, B, C, D, E, F, G, H,  and Q.
Zone will default to the Zone listed in the User Profile. Highlight the Zone code
and enter a different Zone, if a change is needed.

Zone should only be modified when there is an actual transfer to a different Zone.
Zone will not be modified for internships.
Zone must be a valid two digit zone code.

Week Beginning
Not an editable field and will default to Sunday of the current work week.
Leave Balances

Displays the amount of comp time and leave balances in SAM I, since the “Balance as
of Date”.

Balance as of Date

Date the comp time and leave balances were last interfaced with SAM II.
Corrected Indicator

Yes or No indicates if the Time and Leave Record has been changed (corrected) after
supervisor approval.

Status

Displays the status of the Time and Leave Record. See Lesson 4, Time and Leave
Status, for status definitions.

TLR Correction History

If the Time and Leave Record is a correction, this will become a live link (underlined) to
the original Time and Leave Record the correction is being created for.

Multiple Appointments

Optional link that will only be completed when an employee has part-time hours to
report, other than their primary job. Refer to Section 6 for details on Multiple
Appointments.

Messages

Displays messages and alerts that affect the Time and Leave Record.
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S. Single click in the Start column of the first day worked and enter the time the
shift began.
Start Time must be entered as HHMM in actual military time with a value between 0001
and 2400.
Up to 5 shift Start Times can be entered on a single day.
Shift Start time cannot overlap with previous shift end time.

i
§ ;i‘

6. Single click in the End column of the first day worked and enter the time the shift
ended.

End Time must be entered as HHMM in actual military time with a value between 0001
and 2400.

Up to 5 shift End Times can be entered on a single day.

7. Complete all Start and End shift times for each day worked.

If total shift time for a single day is greater than 8 hours, an Overtime Explanation must
be posted for that day.

Note: Use Cirl S to move from one day to the next.

Total Hours

Total number of hours worked per day as calculated from each Shift Start and End
times. The 7/8 rule applies and will automatically calculate.

8. Single click the drop down arrow * to select an Exception Code, if
applicable.

Two RDOs must be recorded per week.

Each exception code may be selected only once on a given day.

A maximum of four exception codes may be taken on a given day.

Both an Exception Code and Exception Time must be entered for every exception.
Note: See the Exception Code Requirements table for Non-Exempt Member.

Update Balances Code Hrallin Code Hrshlin Code LA Code L Code Hrsllan Code HrslMin Code Hrslin

8 9

Exceptcns

AERARAR]
LAEAEAES
L AEARAR]
(A KA KAK
€l€|€|<
(A KA KAK
(AEAEAK

Total Excepton Mrs

9. Enter total hours of Exception Time for the exception code selected, if
applicable.

Exception Time must be entered as HHMM.
No more than 8 hours of Exception Time can be taken per day.
Both an Exception Code and Exception Time must be entered for every exception.
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10.  Complete all Exception Code and Exception Time entries for the week.

Total Exception Hours
Displays the Total Exception Hours entered each day.
11.

Enter total hours of Allocation Time for each of the applicable Allocation
categories.

Time Allocation must be entered in 15 minute increments in the appropriate Allocation
category.

Total hours worked MUST be detailed in either Time Allocation OR Survey
Codes/Survey Time.

Time Allocation

Monday - 08/06 Tuesday - 08/07 Wednesday - 08/08 Thursday - 08/09
Reactive (Gen")

Update Balances Sunday - 08/05 Friday - 0810 Saturday - 0811
Reactive (Crim')
Accident nvest.

Self-Initiated '(Gen")

Self-Inttiated '(Crim')
Administrative 11

Training Recaived

Supervizory

Unebligated

12.  Enter a Survey Code, if applicable.

Only valid Survey Codes may be used.

A maximum of 7 Survey Codes can be posted on a single day.

Code HrsMin Code

HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin

Survey Codes

12 13
13. Enter the total Survey Time worked each day for each Survey Code posted, if
applicable.
Survey time must be posted in 15 minute increments.
14.

Complete all Allocation Time and/or Survey Code and Survey Time for each
day worked.

Shift times worked daily MUST be detailed in either Time Allocation OR Survey
Codes/Survey Time OR Exception Codes/Exception Time.

Update Balances

Calculates the balances for the hours entered on the Time and Leave Record.
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15.  Enter an OT Explanation for each day totaling more than 8 hours worked.

All paid projects must be detailed with the project #, project name and # of hours
worked for a given day.

i

ool e e faw fae L

16.  Single click the Submit Week | SubmitWeek | 1,,¢to to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit Week Update Balances Cancel

6w

Note: Submitting a Time and Leave Record will notify the supervisor that the time
ready for approval.

The screen will look similar to this:

S

|Time and Leave Record has been submitted for approval successfullyl

Save as Draft

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

Submit Pay Penod

Submit Pay Period submits days for the current pay period for approval and saves
future days in a Draft Time and Leave Record (days in partial week before the 15" or the
end of the month). Refer to Section 7 for details on Submitting Pay Periods.

submit Week
Submit Week submits the entire week for approval.

Update Balances

Update Balances calculates the balances for the hours entered on the Time and Leave
Record.

Cancel

Cancel deletes all data entry on the Time and Leave Record and returns to the
homepage.
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Non-Exempt Member
Exception Codes Requirements Table

AL - Annual Leave
Employee must have Annual Leave posted prior to usage.
Annual Leave must be taken in 15 minute increments.
Total shift and exception hours must be equal to or greater than 8 hours if Annual Leave is
taken on a single day.
FC - Federal Comp Time
Employee must have Federal Comp posted prior to usage.
Federal Comp must be taken in 15 minute increments, not to exceed 8 hours.
FLEX - Flex Time
Flex Time cannot be carried from one FLSA period to another.
Flex Time must be taken in 15 minute increments, not to exceed 8 hours.
Once Flex Time is balanced, negative flex will alert employee that submitting will cause
paycheck to be docked.
HC - Holiday Comp
Holiday Comp can be used the day after it is posted.
Holiday Comp must be taken in 15 minute increments, not to exceed 8 hours.
HDAY - Holiday Leave
Holiday leave will default to 8 hours.
No other type of Exemption can be taken on Holiday Leave.
RDO - Regular Day Off
Two RDOs must be recorded in a 7 day work period.
No other type of leave can be taken on an RDO.
RDO will default to 8 hours.
SLS - Sick Leave
Employee must have Sick Leave posted prior to usage.
Sick Leave must be taken in 15 minute increments, not to exceed 8 hours.
SC - State Comp
Employee must have State Comp posted prior to usage.
State Comp must be taken in 15 minute increments, not to exceed 8 hours.
Worker Comp — Call HRD before using any Worker’s Compensation combination
If supplementing with sick leave, Worker Comp must be entered as exception code SLWC
with time 0240 and code LNPWC with time 0520.
If not supplementing with sick leave, post as exception code LNPWC.
If wanting to receive full pay from the Patrol in addition to pay from worker's compensation,
enter as any combination of exception codes ALWC, SCWC, FCWC or HCWC equaling 8
hours per day. Must have enough accruals to submit for the entire pay period.
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NON-ExXEMPT CVO

Non-Exempt CVO employees are eligible to receive Federal and State Comp.

"-.ﬂl\_ Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

—
Semmsy - 5577 tordsy - 357 TesiSs -STE WeSsSdsn o353 Thesdsy oEOt Frssy -39 Ssneasy -3
o 44
s i
Trwiw
ares Re
AR UTHE AT
Code Mrallin = Code  MWrsllin = Code  Mrsllin = Code  Mrallin = Cade  Mrallin  Cade  Mrallin = Code  Mrallin
Sasrvey Codas
Total Hra Viorked
OT Explanation (special project code and namse, If applicable) OT Apps Disapp C OT Approved?
Sunday - 0627 F ves T s
Monday - 0528 F vy T s
Tuesdsy - 0479 15 r ves T we
Vieanesday - 0630 I~ ves F s
Thursday - 0531 M vis T we
Friday - 0601 roves T s
Saturday - 0802 F v © s
TLR Comment:
Save as Draft Subwmit Week Update Balances Cancel

FLSA Type

Not an editable field and will default to the current user type as in the User Profile.

16
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Single click the drop down arrow * to select the Supervisor.

Note: The Supervisor name selected on the first Time and Leave Record will become
the default supervisor for all future records.

Troop will default to the Troop listed in the User Profile. Highlight the Troop
letter and enter a different Troop letter, if a change is needed.

Troop should only be modified when there is an actual transfer to a different Troop.
Troop will not be modified for internships.
Valid Troop letters are A, B, C, D, E, F, G, H,  and Q.
Zone will default to the Zone listed in the User Profile. Highlight the Zone code
and enter a different Zone, if a change is needed.

Zone should only be modified when there is an actual transfer to a different Zone.
Zone will not be modified for internships.
Zone must be a valid two digit zone code.

Week Beginning
Not an editable field and will default to Sunday of the current work week.
Leave Balances

Displays the amount of comp time and leave balances in SAM I, since the “Balance as
of Date”.

Balance as of Date

Date the comp time and leave balances were last interfaced with SAM II.
Corrected Indicator

Yes or No indicates if the Time and Leave Record has been changed (corrected) after
supervisor approval.

Status

Displays the status of the Time and Leave Record. See Lesson 4, Time and Leave
Status, for status definitions.

TLR Correction History

If the Time and Leave Record is a correction, this will become a live link (underlined) to
the original Time and Leave Record the correction is being created for.

Multiple Appointments

Optional link that will only be completed when an employee has part-time hours to
report, other than their primary job. Refer to Section 6 for details on Multiple
Appointments.

Messages

Displays messages and alerts that affect the Time and Leave Record.

Single click in the Start column of the first day worked and enter the time the
shift began.

Start Time must be entered as HHMM in actual military time with a value between 0001
and 2400.

Up to 3 shift Start Times can be entered on a single day.

Shift Start time cannot overlap with previous shift end time.
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o Siat o B TG a1 s a1 T 3iaT

Total Hours

Day & Date Sunday - 0520 Monday - 0521 Tuesday - 0522  Wednesday - 0523  Thursday - 0524 Friday - 05725 Saturday - 0526

6. Single click in the End column of the first day worked and enter the time the shift
ended.

End Time must be entered as HHMM in actual military time with a value between 0001
and 2400.

Up to 3 shift End Times can be entered on a single day.

7. Complete all Start and End shift times for each day worked.

If total shift time for a single day is greater than 8 hours, an Overtime Explanation must
be posted for that day.

Note: Use Cirl S to move from one day to the next.

Total Hours

Total number of hours worked per day as calculated from each Shift Start and End
times. The 7/8 rule applies and will automatically calculate.

8. Single click the drop down arrow * to select an Exception Code, if
applicable.

Two RDOs must be recorded per week.

Each exception code may be selected only once on a given day.

A maximum of four exception codes may be taken on a given day.

Both an Exception Code and Exception Time must be entered for every exception.
Note: See the Exception Code Requirements table for Non-Exempt CVO.

{1€)4]€
€]€|€]|€
1€ )4]1€
€1€)€]€
€1€|€|€
1€/ €]¢C
€1€|€]|€

Total Excepton Mrs

9. Enter total hours of Exception Time for the exception code selected, if
applicable.

Exception Time must be entered as HHMM.
No more than 8 hours of Exception Time can be taken per day.
Both an Exception Code and Exception Time must be entered for every exception.

10.  Complete all Exception Code and Exception Time entries for the week.
Total Exception Hours

Displays the Total Exception Hours entered each day.
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11.  Enter total hours of Allocation Time for each of the applicable Allocation
categories.

Time Allocation must be entered in 15 minute increments in the appropriate Allocation
category.

Total hours worked MUST be detailed in either Time Allocation OR Survey
Codes/Survey Time.

Time Allocation

Update Balances Sunday - 0527 Monday - 0528 Tuesday - 0529 Viednesday - 0530 Thursday - 0531 Friday - 06901 Saturday - 0602

05 ANNgred

E"::-:“ . 11

12.  Enter a Survey Code, if applicable.

Only valid Survey Codes may be used.
A maximum of 3 Survey Codes can be posted on a single day.

Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin

12 13

Survey Codes

Total Hrs Worked

13. Enter the total Survey Time worked each day for each Survey Code posted, if
applicable.

Survey time must be posted in 15 minute increments.

14.  Complete all Allocation Time and/or Survey Code and Survey Time for each
day worked.

Shift times worked daily MUST be detailed in either Time Allocation OR Survey
Codes/Survey Time OR Exception Codes/Exception Time.

Update Balances

Calculates the balances for the hours entered on the Time and Leave Record.

15.  Enter an OT Explanation for each day totaling more than 8 hours worked.

All paid projects must be detailed with the project #, project name and # of hours
worked for a given day.

Frday - 0518

OT Daplanaton (special propect code and name, if appicable) OT Approval Tasapproval Comments OT ApprovedT

Sunday - 0513 ™ ves NO

Monday - 0514 rves -

Tuesdry - 0615 r ves N

Wednesday - 0514 % e
NO

O

O

3
Thursday - 0617 15 ™ ves
I T

B

Saturday - 0619
TLR Comment:

page 32



16.  Single click the Submit Week | SubmitWeek [,,¢ton to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit VWeek Update Balances Cancel

16

Note: Submitting a Time and Leave Record will notify the supervisor that the time is
ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successtully

Save as Draft

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

Submit Pay Penod

Submit Pay Period submits days for the current pay period for approval and saves
future days in a Draft Time and Leave Record (days in partial week before the 15" or the
end of the month). Refer to Section 7 for details on Submitting Pay Periods.

submit Week
Submit Week submits the entire week for approval.

Update Balances

Update Balances calculates the balances for the hours entered on the Time and Leave
Record.

Cancel

Cancel deletes all data entry on the Time and Leave Record and returns to the
homepage.
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Non-Exempt CVO
Exception Codes Requirements Table

AL - Annual Leave
Employee must have Annual Leave posted prior to usage.
Annual Leave must be taken in 15 minute increments.
Total shift and exception hours must be equal to or greater than 8 hours if Annual Leave is
taken on a single day.
FC - Federal Comp Time
Employee must have Federal Comp posted prior to usage.
Federal Comp must be taken in 15 minute increments, not to exceed 8 hours.
FLEX - Flex Time
Flex Time cannot be carried from one FLSA period to another.
Flex Time must be taken in 15 minute increments, not to exceed 8 hours.
Once Flex Time is balanced, negative flex will alert employee that submitting will cause
paycheck to be docked.
HC - Holiday Comp
Holiday Comp can be used the day after it is posted.
Holiday Comp must be taken in 15 minute increments, not to exceed 8 hours.
HDAY - Holiday Leave
Holiday leave will default to 8 hours.
No other type of Exemption can be taken on Holiday Leave.
RDO - Regular Day Off
Two RDOs must be recorded in a 7 day work period.
No other type of leave can be taken on an RDO.
RDO will default to 8 hours.
SLS - Sick Leave
Employee must have Sick Leave posted prior to usage.
Sick Leave must be taken in 15 minute increments, not to exceed 8 hours.
SC - State Comp
Employee must have State Comp posted prior to usage.
State Comp must be taken in 15 minute increments, not to exceed 8 hours.
Worker Comp — Call HRD before using any Worker’s Compensation combination
If supplementing with sick leave, Worker Comp must be entered as exception code SLWC
with time 0240 and code LNPWC with time 0520.
If not supplementing with sick leave, post as exception code LNPWC.
If wanting to receive full pay from the Patrol in addition to pay from worker's compensation,
enter as any combination of exception codes ALWC, SCWC, FCWC or HCWC equaling 8
hours per day. Must have enough accruals to submit for the entire pay period.
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NON-EXEMPT CIVILIAN

Non-Exempt Civilian employees are eligible to receive Federal and State Comp.

.,_I_‘ﬂ_l\_ Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

L LT DR
L DRI

Save as Dran Submet Week Upaate Balances Cancel

L =1

FLSA Type
Not an editable field and will default to the current user type as in the User Profile.
2. Single click the drop down arrow * to select the Supervisor.

Note: The Supervisor name selected on the first Time and Leave Record will become
the default supervisor for all future records.
3. Troop will default to the Troop listed in the User Profile. Highlight the Troop
letter and enter a different Troop letter, if a change is needed.
Troop should only be modified when there is an actual transfer to a different Troop.
Troop will not be modified for internships.
Valid Troop letters are A, B, C, D, E, F, G, H, | and Q.
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Zone will default to the Zone listed in the User Profile. Highlight the Zone code
and enter a different Zone, if a change is needed.

Zone should only be modified when there is an actual transfer to a different Zone.
Zone will not be modified for internships.
Zone must be a valid two digit zone code.

Week Beginning
Not an editable field and will default to Sunday of the current work week.
Leave Balances

Displays the amount of comp time and leave balances in SAM II, since the “Balance as
of Date”.

Balance as of Date

Date the comp time and leave balances were last interfaced with SAM II.
Corrected Indicator

Yes or No indicates if the Time and Leave Record has been changed (corrected) after
supervisor approval.

Status

Displays the status of the Time and Leave Record. See Lesson 4, Time and Leave
Status, for status definitions.

TLR Correction History

If the Time and Leave Record is a correction, this will become a live link (underlined) to
the original Time and Leave Record the correction is being created for.

Multiple Appointments

Optional link that will only be completed when an employee has part-time hours to
report, other than their primary job. Refer to Section 6 for details on Multiple
Appointments.

Messages

Displays messages and alerts that affect the Time and Leave Record.

Single click in the Start column of the first day worked and enter the time the
shift began.
Start Time must be entered as HHMM in actual military time with a value between 0001
and 2400.
Up to 3 shift Start Times can be entered on a single day.
Shift Start time cannot overlap with previous shift end time.

Day & Date Sunday - 05770 Monday - 05721 Tuesday - 0572 Wednesday - 0573 Thursday - 0524 Friday - 05725 Saturday - 05776
Update Balances Start End Start End Start End Start End Start End Start End Stant End
$hift Beginning & 5 6

Ending Times

Total Hours
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6. Single click in the End column of the first day worked and enter the time the shift
ended.

End Time must be entered as HHMM in actual military time with a value between 0001
and 2400.

Up to 3 shift End Times can be entered on a single day.

7. Complete all Start and End shift times for each day worked.

If total shift time for a single day is greater than 8 hours, an Overtime Explanation must
be posted for that day.

Note: Use Cirl S to move from one day to the next.

Total Hours

Total number of hours worked per day as calculated from each Shift Start and End
times. The 7/8 rule applies and will automatically calculate.

8. Single click the drop down arrow * to select an Exception Code, if
applicable.

Two RDOs must be recorded per week.

Each exception code may be selected only once on a given day.

A maximum of four exception codes may be taken on a given day.

Both an Exception Code and Exception Time must be entered for every exception.
Note: See the Exception Code Requirements table for Non-Exempt Civilian.

IS
0 IS
I ML AL
A DL AL

Total Excepton Mrs

9. Enter total hours of Exception Time for the exception code selected, if
applicable.

Exception Time must be entered as HHMM.
No more than 8 hours of Exception Time can be taken per day.
Both an Exception Code and Exception Time must be entered for every exception.

10.  Complete all Exception Code and Exception Time entries for the week.
Total Exception Hours
Displays the Total Exception Hours entered each day.
Aurto Fill

Automatically fills Shift times and Exception Codes and times for the week with the
times entered on the first non-RDO work day of the week.

Update Balances

Calculates the balances for the hours entered on the Time and Leave Record.
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11.  Enter an OT Explanation for each day totaling more than 8 hours worked.

All paid projects must be detailed with the project #, project name and # of hours
worked for a given day.

ool e e faw fae L

12.  Single click the Submit Week | SubmitWeek | 1,,¢to to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit Week Update Balances Cancel

12

Note: Submitting a Time and Leave Record will notify the supervisor that the time is
ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfullyl

Save as Draft

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

Submit Pay Peniod

Submit Pay Period submits days for the current pay period for approval and saves
future days in a Draft Time and Leave Record (days in partial week before the 15" or the
end of the month). Refer to Section 7 for details on Submitting Pay Periods.

submit Week
Submit Week submits the entire week for approval.

Update Balances

Update Balances calculates the balances for the hours entered on the Time and Leave
Record.

Cancel

Cancel deletes all data entry on the Time and Leave Record and returns to the
homepage.
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Non-Exempt Civilian
Exception Codes Requirements Table

AL - Annual Leave
Employee must have Annual Leave posted prior to usage.
Annual Leave must be taken in 15 minute increments.
Total shift and exception hours must be equal to or greater than 8 hours if Annual Leave is
taken on a single day.
FC - Federal Comp Time
Employee must have Federal Comp posted prior to usage.
Federal Comp must be taken in 15 minute increments, not to exceed 8 hours.
FLEX - Flex Time
Flex Time cannot be carried from one FLSA period to another.
Flex Time must be taken in 15 minute increments, not to exceed 8 hours.
Once Flex Time is balanced, negative flex will alert employee that submitting will cause
paycheck to be docked.
HC - Holiday Comp
Holiday Comp can be used the day after it is posted.
Holiday Comp must be taken in 15 minute increments, not to exceed 8 hours.
HDAY - Holiday Leave
Holiday leave will default to 8 hours.
No other type of Exemption can be taken on Holiday Leave.
RDO - Regular Day Off
Two RDOs must be recorded in a 7 day work period.
No other type of leave can be taken on an RDO.
RDO will default to 8 hours.
SLS - Sick Leave
Employee must have Sick Leave posted prior to usage.
Sick Leave must be taken in 15 minute increments, not to exceed 8 hours.
SC - State Comp
Employee must have State Comp posted prior to usage.
State Comp must be taken in 15 minute increments, not to exceed 8 hours.
Worker Comp — Call HRD before using any Worker’s Compensation combination
If supplementing with sick leave, Worker Comp must be entered as exception code SLWC
with time 0240 and code LNPWC with time 0520.
If not supplementing with sick leave, post as exception code LNPWC.
If wanting to receive full pay from the Patrol in addition to pay from worker's compensation,
enter as any combination of exception codes ALWC, SCWC, FCWC or HCWC equaling 8
hours per day. Must have enough accruals to submit for the entire pay period.
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TEMPORARY CIVILIAN

Temporary employees do not receive benefits and are restricted to less than 1000 hours of
work in a 12 month period.

1-"‘ﬂ'|\- Step-by-Step

1.

Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

(Wi

Subent Veek

Sdve @s Lvan

1L

FLSA Type
Not an editable field and will default to the current user type as in the User Profile.
Single click the drop down arrow * to select the Supervisor.

Note: The Supervisor name selected on the first Time and Leave Record will become
the default supervisor for all future records.

Troop will default to the Troop listed in the User Profile. Highlight the Troop
letter and enter a different Troop letter, if a change is needed.
Troop should only be modified when there is an actual transfer to a different Troop.
Troop will not be modified for internships.
Valid Troop letters are A, B, C, D, E, F, G, H, | and Q.
Zone will default to the Zone listed in the User Profile. Highlight the Zone code
and enter a different Zone, if a change is needed.
Zone should only be modified when there is an actual transfer to a different Zone.
Zone will not be modified for internships.
Zone must be a valid two digit zone code.
Week Beginning
Not an editable field and will default to Sunday of the current work week.
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Corrected Indicator

Yes or No indicates if the Time and Leave Record has been changed (corrected) after
supervisor approval.

Status
Displays the status of the Time and Leave Record. See Lesson 4, Time and Leave
Status, for status definitions.

TLR Correction History
If the Time and Leave Record is a correction, this will become a live link (underlined) to
the original Time and Leave Record the correction is being created for.

Total Appointment Hours Worked
Total Hours worked on all approved Time and Leave Records since the beginning of
the 1000 hour appointment.
When Hours Worked reaches 920, a notification will be sent to the employee and their
supervisor warning the 1000 hour limit is approaching.

Messages

Displays messages and alerts that affect the Time and Leave Record.

Single click in the Start column of the first day worked and enter the time the
shift began.
Start Time must be entered as HHMM in actual military time with a value between 0001
and 2400.
Up to 3 shift Start Times can be entered on a single day.
Shift Start time cannot overlap with previous shift end time.

Day & Date Sunday - 05770 Monday - 05721 Tuesday - 0572 Wednesday - 0573 Thursday - 0524 Friday - 05725 Saturday - 05776
Update Balances Start End Start End Start End Start End Start End Start End Stant End
$hift Beginning & 5 6

Ending Times

Total Hours

Single click in the End column of the first day worked and enter the time the shift
ended.

End Time must be entered as HHMM in actual military time with a value between 0001
and 2400.

Up to 3 shift End Times can be entered on a single day.
Complete all Start and End shift times for each day worked.

If total shift time for a single day is greater than 8 hours, an Overtime Explanation must
be posted for that day.

Note: Use Cirl S to move from one day to the next.

Total Hours

Total number of hours worked per day as calculated from each Shift Start and End
times. The 7/8 rule applies and will automatically calculate.

Update Balances

Calculates the balances for the hours entered on the Time and Leave Record.
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8. Enter an OT Explanation for each day totaling more than 8 hours worked.

All paid projects must be detailed with the project #, project name and # of hours
worked for a given day.
OF Laplanation (special project Code and namse. if appiscabie ) OT Apps e L= OT Approved?

Sunday - 0813
Monday - 0514
Tuesasy - 0615
Wednesday - 0516 3
Thursday - 8517
Fridey - 0618
Saturday - 0619

AR A AR A
z

TLR Comment:

9. Single click the Submit Week | SubmitWeek | p,,top to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit VWeek Update Balances Cancel

9

Note: Submitting a Time and Leave Record will notify the supervisor that the time is
ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfullyl

Save as Draft

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

Submit Pay Penod

Submit Pay Period submits days for the current pay period for approval and saves
future days in a Draft Time and Leave Record (days in partial week before the 15" or the
end of the month). Refer to Section 7 for details on Submitting Pay Periods.

submit Week
Submit Week submits the entire week for approval.

Update Balances

Update Balances calculates the balances for the hours entered on the Time and Leave
Record.

Cancel

Cancel deletes all data entry on the Time and Leave Record and returns to the
homepage.
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SAVE A DRAFT TIME & LEAVE RECORD

H'ﬂ:_ Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

Missouri State Highway Patrol

SIRIDYRI: TIME & LEAVE RECORD

Employee Hame: Cvn EmployeeOne

FLSA Type: Civilan Non-Exempt Troop: Zone: Employee ID (SSN): Vieek Beginning:
Submitted By: 2 1 -
Supervisor: | Sup | F 02 #9000 06/24/2007
Fed Comp: 10:00 State Comp: 77:30 PN 5:00 Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: 02/18/2007
Corrected: NO Statulg TLR Coerrectien History Mitpl Appointments: None
Messages:
Auto Fill
Day & Date Sunday - 06/24 Monday - 06/25 Tuesday - 06/26 Wednesday - 0627 Thursday - 06/26 Friday - 06/29 Saturday - 06/30
Update Balances Start End Start End Start End Start End Start End Start End Start End

0E00 1600
Shift Beginning &

Ending Times
Total Hours

Update Balances Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin

RDO  [s 0800 £ . £ w . RDO | 0200
v v v v - v - -
Exceptions - — —
~ - ~ v - v w
v v - v v v v
Total Exception Hrs
0T Explanation (special project code and name, if applicable) 0T Approval/Disapproval Comments OT Approved?
Sunday - 06/24 I ves | I” no
Monday - 0625 M ves | I no
Tuesday - 06126 M oves | T no
Wednesday - 06/27 M ves | I wo
Thursday - 06/28 M owves | T wo
Friday - 06/28 I ves | T wo
Saturday - 06/30 M owves | [T o
TLR Comment:
Save as Draft Submit Week Update Balances Cancel

2. Enter Start and End shift times for each day worked.

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

3. Single click the Save as Draft| SaveasDralt 400 to save the incomplete
Time and Leave Record.

The screen will look similar to this:

Time and Leave Record has been saved as draft successfully
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MODIFY MosT RECENT TIME AND LEAVE RECORD

Time Reporting Activities
Report Time & Leave (Add)

Modify Most Recent T&L Record

Modify Employee Profile

""'ﬂ\l_ Step-by-Step

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

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Missouri State Highway Patrol

APy TIME & LEAVE RECORD

Employee Name: Cvn EmployeeOne

TLR Comment:

FLSA Type: Civilian Non-Exempt Troop: Zone: Employee ID (SSH): Wieek Beginning:
Submitted By: . - -
Supervisor: est, Suj r One F 02 =++0000 08/17/2007
Fed Comp: 10:00 State Comp: 77:20 | Holi : 18:00 Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: 02/18/2007
Corrected: NO StatL TLR Correction History Mitpl Appointments: None
Messages:
Day & Date Sunday - 06/17 Monday - 06118 Tuesday - 06119 Wednesday - 0620 Thursday - 06/21 Friday - 06/22 Saturday - 06/23
Start End Start End Start End Start End Start End Start End Start End
0800 1600
Shift Beginning &
Ending Times
Total Hours
Code HrsMin Code Hrslin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin
RDO 0800 RDO 0800
Exceptions
Total Exception Hrs
OT Explanation (special project code and name, if applicable) OT ApprovalDisapproval Comments OT Approved?
Sunday - 06117 M ves| I wo
Monday - 06/18 M ves | T wo
Tuesday - 06/19 M ves | [T wo
Wednesday - 06/20 I ves| I no
Thursday - 06/21 M oves | 7 owo
Friday - 06/22 T ves I wo
Saturday - 06/23 [ ves [ no

Modify Week

Cancel

2. Single click the Modify Week
editable fields.

Modify Week
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Notice the editable fields are now open, or unlocked, allowing modification.

Approved By: m_';n;gé??éisgg?ggazol Employee Hame: Cvn EmployeeOne
Submitted By: FLSA T.ype: Icwi\ian I:Jcn—Exempt Troop: ZDrje: Emp\oyei\i[.‘ism: WeefBeEmnmg:
Supervisor: | Supervisor One , Test v! z 0z ] 08/03/2007
Fed Comp: 10:00 State Comp: 77:30 | Holiger oMy 12:00 | Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: 02/18/2007
Corrected: NO Slal TLR Cerrectien History Mitpl Appo_intments: None
Messages:
Day & Date Sunday - 06/03 Monday - 06/04 Tuesday - 06/05 Wednesday - 06/06 Thursday - 06/07 Friday - 06/08 Saturday - 06/09
Update Balances Start End Start End Start End Start End Start End Start End Start End
0800 1600 0800 1600
Shift Beginning &
Ending Times
Total Hours ‘
Update Balances Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin
| ~ v - - v v -
Exceptions | hd s hd b A hd hd
| v v - v v v w
| » v . v W v v
Total Exception Hrs
0T Explanation (special project code and name, if applicable) 0T Approval/Disapproval Comments OT Approved?
Sunday - 06/03 M ves| I no
Monday - 06i04 I ves| I” no
Tuesday - 06/05 M ves| I no
Wednesday - 0608 M oves | T o
Thursday - 06/07 M ves | I o
Friday - 06/08 M owves | T wo
Saturday - 06109 I ves | I wo
TLR Comment:

Save as Dral Submit Week Update Balances Cancel
3. Modify each field, a&eded.

4. Single click the Save as Draft | SaveasDraft |40 to save the incomplete
Time and Leave Record.

The screen will look similar to this:

I Time and Leave Record has been saved as draft successfully

OR
5. Complete all shift times for the week.

6. Single click the Submit Week | SubmitWeek | ,y,top to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit VWeek Update Balances Cancel

6

Note: Submitting a Time and Leave Record will notify the supervisor that the time is
ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully
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Lesson 3
Work with a DRAFT Time and Leave Record

In this lesson you will learn how to:

e View a DRAFT Time and Leave Record

e Complete and Submit a DRAFT Time and Leave Record
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VIEw A DRAFT TiME AND LEAVE RECORD

Activity Status
3 Draft T&lL Records

1 Unapproved T&L ords

0 Disapproved T&L Records

saved T&L Record Summary

H-ﬂ\l- Step-by-Step

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

The screen will look similar to this:

Draft Time and Leave Records

Week Begin Date Time Record Status

06/03/2007 Draft
Draft
Draft

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Missouri State Highway Patrol
Approved By: Employee Name: Cvn EmployesOne
TIME & LEAVE RECORD
FLSA Type: Civilian Non-Exempt Troop: Zone: Employee ID (SSN): Week Beginning:
Submitted By: -
Supervisor: est, Supervisor One F 02 =*3999 08/03/2007
Fed Comp: 10:00 State Comp: 77:30 | Holj ¢ 18:00 | Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 22:00 Balance As Of: 02/15/2007
Corrected: NO Stats @ TLR Correction History Mitpl Appointments: HNone
Messages:
Day & Date Sunday - 06/03 Monday - 06/04 Tuesday - 06105 Wednesday - 06106 | Thursday - 06/07 Friday - 06/08 Saturday - 06/09
Start End Start End Start End Start End Start End Start End Start End
0200 1600
shift Beginning &
Ending Times
Total Hours
Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin
Exceptions
Total Exception Hrs
OT Explanation (special project code and name, if applicable) OT ApprovaliDisapproval Comments OT Approved?
Sunday - 08/03 iy " wo
Monday - 0604 LIEn I” wo
Tuesday - 06/05 i )
Wednesday - 06/06 r o« I ne
Thursday - 06/07 r e
Friday - 06/08 i W
Saturday - 06/09 o ™ o
TLR Comment:
Modify Week Canc:

3. Single click the Cancel | ©aMCel | bytton to return to the homepage.
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COMPLETE AND SuBMIT A DRAFT TIME AND LEAVE RECORD

Activity Status
3 Draft T&lL Records

1 Unapproved T&L ords

0 Disapproved T&L Records

saved T&L Record Summary

Step-by-Step

1.

The screen will look similar to this:

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

VWeek Begin Date

Draft Time and Leave Records

Time Record Status

0617/2007

Draft
Draft
Draft

2.

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Single click the Week Begin Date of the Time and Leave Record to be viewed.

Missouri State Highway Patrol
TIME & LEAVE RECORD
=

Approved By:

FLSA Type:
Supervisor:

State Comp: 77.20 Holj : 18

Civilian M

Submitted By:

Test, Su

Fed Comp: 10:00 Flex Time: 00.00

Corrected: NO

Employee Hame: Cvn EmployesOne
Troop: Zone:

Employee ID (SSN):
F 02 re

Annual Leave: 120:00
TLR Correction History

eave: 32:.00

Week Beginning:
08403/2007
Balance As Of:

118/2007
Mitpl Appointments: None

TLR Comment:

Messages:
Day & Date Sunday - 06/03 Monday - 06/04 Tuesday - 06/05 Wednesday - 06/06  Thursday - 06/07 Friday - 06/08 Saturday - 06/09
Start End Start End Start End Start End Start End Start End Start End
shift Beginning & £e0o 1800
Ending Times
Total Hours
Code Hrsklin Code Hrshin Code Hrshin Code Hrsklin Code HrsMin Code Hrshin Code Hrsiin
Exceptions
Total Exception Hrs
OT Explanation (special project code and name, if applicable) OT ApprovaliDisapproval Comments OT Approved?
Sunday - 06/03 s i
Monday - 0604 i W o
Tuesday - 06/05 i W o
Wednesday - 06/06 i ™ no
Thursday - 06/07 r v o
Friday - 06/08 o |
Saturday - 06/09 i ™ wo

3. Single click the Modify Week

editable fields.

MDGIH'& Cancel

Modify Week
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Notice the editable fields are now open, or unlocked, allowing modification.

Missouri State Highway Patrol
TIME & LEAVE RECORD

Approved By: Employee Name: Cvn EmployeeOne

) FLSA Type: Civilian Non-Exempt Troop: Zone: Employee 1D (55M): Week Beginning:
Submitted By: T =
Supervisor: Lﬁyp_erwsor Cne B Test :f_! F 0z TGGLY 06/03/2007
Fed Comp: 10:00 State Comp: 77.30 | Holjedy ConmTPw12.00 | Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: 02/1&/:2007
Corrected: NO Statys: Draft TLR Correction History Mitpl Appointments: None
Messages:
Day & Date Sunday - 06/03 Monday - 06/04 Tuesday - 06/05 Wednesday - 06/06 Thursday - 06/07 Friday - 06/08 Saturday - 06/09
Update Balances Start End Start End Start End Start End Start End Start End Start End
0800 1600 0800 1600 0800 1600 0800 1600 0go0 1600

Shift Beginning &
Ending Times
Total Hours

Update Balances Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin

[RDO v 0800 v v v I v v RDO  |w| 0800

- w - - w w v

Exceptions E— E— [ [ —

v - e i i i v

T~ - e i i - v

Total Exception Hrs | ]

OT Explanation (special project code and name, if applicable) OT Approval/Disapproval Comments OT Approved?
Sunday - 06/03 ™ ves | [T no
Monday - 06/04 I ves | [T wo
Tuesday - 0605 ™ ves | ™ wo
Wednesday - 06106 M ves | T wo
Thursday - 06/07 ™ ves | [T nwo
Friciay - 0608 M ves | T wo
Saturday - 06109 ™ ves | I wo

TLR Comment:

Save as Draft Submit Wes‘ Update Balances Cancel

4. Complete all shift times for the week.

5. Single click the Submit Week | SubmitWeek | p,,top to save and submit the
Time and Leave Record for approval.

Save as Draft Submit Pay Period Submit Week Update Balances Cancel

5

Note: Submitting a Time and Leave Record will notify the supervisor that the time is
ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully
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Lesson 4
Work with a SUBMITTED Time and Leave Record

In this lesson you will learn how to:

¢ View a SUBMITTED Time and Leave Record

e Modify a SUBMITTED Time and Leave Record

¢ View a DISAPPROVED Time and Leave Record

¢ Modify a DISAPPROVED Time and Leave Record
¢ View a SAVED Time and Leave Record

® Modify an APPROVED Time and Leave Record
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VIEW A SUBMITTED TIME AND LEAVE RECORD

Activity Status
0 Draft T&L Records
3 Unapproved T&L Recor

1 Disapproved T&L Rec

Saved T&L Record Summary

H-ﬂ\l- Step-by-Step

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

The screen will look similar to this:

Time and Leave Records awaiting supervisor approval

Week Begin Date Time Record Status

05/27/2007 ‘ Subm it‘tK

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Missouri State Highway Patrol
TIME & LEAVE RECORD

Approved By: Employee Name: Cvn EmployesOne

Submitted By: FLSA Type: Civilian Nen-Exempt Troop: | Zone: Employee ID (SSH): Vreek Beginning:
Cun , EmployseOne Supervisor: Test, Supervisor One F 02 =599 0512772007
Fed Comp: 10:00 State Comp: 77:20 | Holjse™CBTm 12:00 | Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: 0215/
Corrected: NO smu TLR Correction History Mitpl Appointments: Hone
Messages:
Day & Date Sunday - 05127 Monday - 05/28 Tuesday -05/28  Wednesday -05/30 | Thursday - 05/31 Friday - 06/01 Saturday - 06/02
start End start End start End Start End start End Start End Start End
0800 1600 0800 1800 0800 1800 0800 1800
Shift Beginning &
Ending Times
Total Hours 0800 0500 0800 0500

Code HrsMin Code HrsMin Code HreMin Code HrsMin Code HreMin Code HrsMin Code HreMin

RODO 0800 HDAY 0800 ROG 0800
Exceptions

Total Exception Hrs 0800 0800 0300
OT Explanation (special project code and name, if applicable) OT ApprovaliDisapproval Comments OT Approved?
Sunday - 05127 T yes | [T no
Monday - 05/28 T ves| ™ no
Tuesday - 0529 T ves | T wno
Wednesday - 05/30 T ves| T no
Thursday - 0531 L 1E ™ wo
Friday - 06/01 I e ™ wo
Saturday - 06/02 r v ™ wo

TLR Comment:

Modify Week Cancel

3. Single click the Cancel | €8MCel | bytton to return to the homepage.
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MobDIFY ASUBMITTED TIME AND LEAVE RECORD

H-ﬂ\l- Step-by-Step

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

The screen will look similar to this:

Time and Leave Records awaiting supervisor approval

Week Begin Date Time Record Status

05/27/2007 ‘ SLIhmit‘tK

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Missouri State Highway Patrol
TIME & LEAVE RECORD

Approved By: Employee Name: Cvn EmployesOne

Submitted By: FLSA Type: Civilian Nen-Exempt Troop: | Zone: Employee ID (SSH): Vreek Beginning:
Cun , EmployseOne Supervisor: Test, Supervisor One F 02 =599 0872772007
Fed Comp: 10:00 State Comp: 77:20 | Hol Q 18:00 | Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: 02152007
Corrected: NO smu TLR Correction History Mitpl Appointments: Hone
Messages:
Day & Date Sunday - 05127 Monday - 05/28 Tuesday -05/28  Wednesday -05/30 | Thursday - 05/31 Friday - 06/01 Saturday - 06/02
start End start End start End Start End start End Start End Start End
0E00 1600 0800 1800 0800 1800 0800 1800
Shift Beginning &
Ending Times
Total Hours 0800 0500 0800 0500

Code HrsMin Code HrsMin Code HreMin Code HrsMin Code HreMin Code HrsMin Code HreMin

RDO 0500 HDAY 0800 RDO 0800

Exceptions
Total Exception Hrs 0800 0800 0800
OT Explanation (special project code and name, if applicable) OT ApprovaliDisapproval Comments OT Approved?
Sunday - 05127 Lives | [ wo
Monday - 05128 T ves| T no
Tuesday - 05/29 r e ™ no
Wednesday - 05/30 [_1Eve: )
Thursday - 0531 T ves | T no
Friday - 06/01 [ ™ no
Saturday - 06/02 I~ e ™ no

TLR Comment:

Cancel

Modify Week i

3. Single click the Modify Week | Modify Week | ptt0n at the bottom to unlock
editable fields.
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Notice the editable fields are now open, or unlocked, allowing modification.

Missouri State Highway Patrol
TIME & LEAVE RECORD
Submitted By: FLSA Type: _C_r.-i\ian NDn—EAem_pl _ Troop: Zone:

Approved By: Employee Hame: Cvn EmployeeOne

Week Beginning:

05/2712007

Fed Comp: 10:00 State Comp: 77.20 | Holig o500 Flex Time: 00:00 Annual Leave: 120:00 Sick Leave: 32:00 Balance As Of: [
Corrected: NO Status: @ TLR Cerrection History Mitpl Appointments: None

Cvn , EmployeeQOne Supervisor: | Sup;wisur One , Test v | T 0z

Messages:
Day & Date Sunday - 06/27 Monday - 05/28 Tuesday - 05129 Wednesday - 0530 Thursday - 06/31 Friday - 06/01 Saturday - 06/02
Update Balances Start End Start End Start End Start End Start End Start End Start End
0300 1800 0300 1000 0800 1800 0300 1800
Shift Beginning &
Ending Times 1100 100
Total Hours ozoo 0800 ogoo
Update Balances Code HrsMin Code HrsMin Code HrsMin Code HrEMin Code HrsMin Code HrsMin Code HrsMin
RDO v 0300 |[HDAY |w| 0800 v | v | v | v RDO  |w| 0300
~ [ - v - v v -
Exceptions
~ v - - v v -
v v | v | v | v | v | v
Total Exception Hrs ogoe i | 0800 i i 0200
0T Explanation (special project code and name, if applicable) 0T Approval/Disapproval Comments OT Approved?
Sunday - 05/27 I ves | I wo
Monday - 05/28 M oves | T o
Tuesday - 06/28 I ves | I” no
Wednesday - 05/30 M ves | T no
Thursday - 05/31 T ves I no
Friday - 06/01 M oves | I wo
Saturday - 06/02 M oves | T wo

TLR Comment:

Submit WK Update Balances Cancel

4. Modify each field, as needed.
5. Single click the Submit Week | SubmitWeek | p,,top to save and submit the
Time and Leave Record for approval.

Re-Submitting a Time and Leave Record that has been modified will notify the
supervisor the “current” record is ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully
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VIEw A DISAPPROVED TIME AND LEAVE RECORD

Activity Status
3 Draft T&L Records

0 Unapproved T&L Records

Saved T&L Record Summa

1""ﬂ-|\. Step-by-Step

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

The screen will look similar to this:

VWeek Begin Date

Disapproved Time and Leave Records

Time Record Status

Mot Approved

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

N

Approved By: Missouri State Highway Patrol B R e Eraatns
Test, Supervisor One TIME & LEAVE RECORD ¢ Cun EmployesOne
Submitted By: FLSA Type: Civilian Non-Exempt Troop: Zone: Employee ID (SSN): Veek Beginning:
Cvn , EmployeeOne Supervisor: Test, Supervisor One F 02 08/27/2007
Fed Comp: 10:00 State Comp: 77:30 | Hol 18:00 Flex Time: 02:00 Annual Leave: 120:00 Sick Leave: 22:00 Balance As Of: 02118/2007
Corrected: NO Statu TLR Correction History Mitpl Appointments: Nong
Messages:
Modify Prevous Pay Period Modify Current Pay Period
Day & Date Sunday - 05/27 Monday - 05/28 Tuesday - 05/29 Wednesday - 05/30 Thursday - 05/31 Friday - 06/01 Saturday - 06/02
Start End Start End Start End Start End Start End Start End
0800 1800 0800 1600 0800 1600
Shift Beginning &
Ending Times
Total Hours 0800 1000 0800 0800
Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin
RDO 0800 HDA 0800 RDO 0800
Exceptions
Total Exception Hrs 0200 0800 0300
OT Explanation (special project code and name, if applicable) OT Approval/ Disapproval Comments OT Approved?
Sunday - 05/27 [Fves | I wo
Monday - 0528 M ves | T no
Tuesday - 0629 ™ ves| T no
Wednesday - 05/30 | prep for monih end mesting his OT was not pre-approved, please see me on thiz I ves| F wo
Thursday - 0634 B e
Friday - 06/01 ™ ves | T A3
Saturday - 06102 I ves | T no
TLR Comment: please see me about this
Cancel

‘
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3. Review the Comments from the Supervisor stating why the Time and Leave
Record was Disapproved.

4. Single click the Cancel | €aMCel | bytton to return to the homepage.
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MobDIFY A DISAPPROVED TIME AND LEAVE RECORD

Activity Status
3 Draft T&L Records
0 Unapproved T&L Records

Saved T&lL Record SUIT‘II'IQ

H-ﬂ\l- Step-by-Step

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

The screen will look similar to this:

Disapproved Time and Leave Records

Week Begin Date

Time Record Status

Mot Approved

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

N

Notice the editable fields are grayed out or locked.

Approved By: Missouri State Highway Patrol B R e Eraatns
Test, Supervisor One TIME & LEAVE RECORD ¢ Cun EmployesOne
Submitted By: FLSA Type: Civilian Non-Exempt Troop: Zone: Employee ID (SSN): Veek Beginning:
Cvn , EmployeeOne Supervisor: Test, Suj or One F 02 o 0S/27/20
Fed Comp: 10:00 State Comp: 7730 H 18:00 Flex Time: 02:00 Annual Leave: 120:00 Sick Leave: 22:00 Balance As Of: 02118/2007
Corrected: NO Statu TLR Correction History Mitpl Appointments: Nong
Messages:
Modify Prevous Pay Period Modify Current Pay Period
Day & Date Sunday - 05/27 Monday - 05/28 Tuesday - 05/29 Wednesday - 05/30 Thursday - 05/31 Friday - 06/01 Saturday - 06/02
Start End Start End Start End Start End Start End Start End Start End
0800 1800 0800 1000 0800 1600 0800 1600
Shift Beginning & 120 =
Ending Times = e
Total Hours 0800 1000 0800 0800
Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin
RDO 0800 HDA 0800 RDO 0800
Exceptions
Total Exception Hrs 0200 0800 0300
OT Explanation (special project code and name, if applicable) OT Approval/ Disapproval Comments OT Approved?
Sunday - 05/27 [Fves | I wo
Monday - 0528 M ves | T no
Tuesday - 06/29 ™ ves| T no
Wednesday - 0530 | prep for manth end mesting T was not pre-appro T ves| ¥ no
Thursday - 0634 B e
Friday - 06/01 ™ ves | T A3
Saturday - 06102 M ves | I no
TLR Comment: please see me about this
Cancel

‘

page 56



Review the Comments from the Supervisor stating why the Time and Leave
Record was Disapproved.

Modify Week

Single click the Modify Week button at the bottom to unlock

editable fields.

Notice the editable fields are now open, or unlocked, allowing modification.

Approved By:
Test, Supervisor One
Submitted By:
Cwvn, EmployeeOne

Fed Comp: 10:00

Missouri State Highway Patrol
TIME & LEAVE RECORD

FLSA Type: Civilian Non-Exempt

Supervisor: ~

Supervisor One , Test

Employee Name:

Troop: Zone:
F 02

Annual Leave: 120:00

Cvn Employes0One

Employee ID {S5H):

Sick Leave: 22:00

Week Beginning:
06/03/2007
Balance As Of: D2/18/2007

State Comp: 77:20 | Holiday Comp: 1800 Flex Time: 00:00

Corrected: NO Status: Mot Approved TLR Correction History Mitpl Appointments: None

Messages:

Day & Date Sunday - 06/03 Monday - 06/04 Tuesday - 06/05 Viednesday - 06/06 Thursday - 068/07 Friday - 06/08 Saturday - 06/09

Update Balances Start End Start End Start End St ag Start End Start End Start End
0200 1800 0200 1800 0800 1600 0200 1800
Shift Beginnin
Ending Times
Total Hours 1200 0200 0200 0200 1200
Update Balances Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin
RDO  |» v hd hd v hd RDO  |w
| ~ v v v v w | v
Exceptions
v v v v v i v
v v v v v - e

Total Exception Hrs

OT Explanation (special project code and name, if applicable) OT Approval/Disapproval Comments 0T Approved?

Sunday - 06/03 v ™ wo
Monday - 0604 Cow L ho
Tuesday - 06105 o I wo
Wednesday - 06/06 this OT was not pre-approve: v ¥ no
Thursday - 08107 T W
Friday - 06/08 M I wno
Saturday - 0609 [ I no

TLR Comment: please see me about this

SubmlWeK Update Balances Cancal

Modify each field, as needed.

Single click the Update Balances | Update Balances | y,¢op to re-calculate the
Total Hours worked.

Submit Week

Single click the Submit Week button to save and submit the

Time and Leave Record for approval.

Note: Submitting a MODIFIED Time and Leave Record will notify the supervisor that
the “Corrected” record is ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully
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VIEwW A SAVED TiIME & LEAVE RECORD

Activity Status
0 Draft T&L Records

0 Unapproved T&L Records

0 Disapproved T&L Records

| _i_-"_-_'.i'_-_i__;-;-_.l-_-.-_.;%:.:_zi ry

H-ﬂ\l- Step-by-Step

1. Single click the Saved T&L Record Summary link from the homepage.

The screen will look similar to this:

Saved Time and Leave Records

VWeek Begin Date Time Record Status
06M10/2007 Draft
0G6/03/2007 Submitted
05271200 Approved

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.
TIME AND LEAVE STATUS

Draft - record has been saved as a draft, but not yet submitted for supervisor approval
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 interfaced with SAM 1II and is locked from further modification
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MobDIFly AN APPROVED TIME & LEAVE RECORD

Activity Status
0 Draft T&L Records

0 Unapproved T&lL Records

0 Disapproved T&L Records

Saved T&L Record ;li

Step-by-Step

1. Single click the Saved T&L Record Summary link from the homepage.

The screen will look similar to this:

Saved Time and Leave Records

VWeek Begin Date Time Record Status

06/10/2007 Draft

06/03/2007 i
05/2 ?.QIJD"‘ Approved

2. Single click the Week Begin Date of the Time and Leave Record to be
modified.

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Agafr tmied By

Toat. Suservasr Goa TIME & LEAVE RECORD Snsyee e O Sty
Tdererres By FLLA Tyme e EL Treuingn I oarew lrradoyes I (1000 Trees Becerran
s Dmpinyeeting [T Yo Sejar uid Ong ' &2 L2 33%
FeGComen toe B Comw Sioe | plwsey ComeNg se e T S5t A Leae 5 w5000 Sew An 0T 15003
Masssmmn
Shesssnne: o -
—
Doy & Cate Saraday - 0093 Uowdlay O34 T adey - OLO4 Tredraaday 0 Thesr nihiry - 0047 Frutay - MAO8 Latsdey LT
et L By L] Sy L Suary L] St n Sy LE ] S L]
[T Py
ratng Tomas
T ot momr b
Conde = abler o LA Code L] Conde Lt Conh LAt Contm L] Comde Lo ]
Lecaptaons

Tofal [ aegteon Wy

O [aplanatonn | e ol £ imed | (oo ard Farmve o spgia alie) OF Agur oo Thagge (el £ omamneertn OF Approves™

Sunday - 0003 e T
Uoraay - 0404 u
Tuessey - 0004 "
Vemdre aey GO "
Thursdey - 407 f "

Fruiey Lo "
Leturaey GLOY "

TLR C omarpre bt

By Viewh Cancel

8
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3. Single click the Modify Week | Modify Week | ytt0n at the bottom to unlock
editable fields.

Note: If the record to be modified falls in a split week, select Modify
Previous Pay Period or Modify Current Pay Period instead of
Modify Week.

-~
[sceptons — —  a— —_— —_—
-
Tiotad [ acagioon ey
OT EapiaraSon (4060l Drotect CoSe nd name . i1 sodscabie | OT Aporovas Dissooroval Co OT ApgsrovedT
Sy - 5595 i vis
ey - S84 Ve | ¥
Tusscey - 0404 r ovas | T

4. Modify each field, as needed.

5. Single click the Update Balances | UPdate Balances | v,,to to re-calculate the
Total Hours worked.

6. Single click the Submit Week | SubmitWeek | 4,,,t0n to save and submit the
Time and Leave Record for approval.

Note: Submitting a Modified Approved Time and Leave Record will notify the
supervisor a record is ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully
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Lesson 5
Work with a LOCKED Time and Leave Record

In this lesson you will learn how to:

o (Create a CORRECTED Time and Leave Record
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CREATE A CORRECTED TIME & LEAVE RECORD

Activity Status
0 Draft T&L Records

0 Unapproved T&lL Records

0 Disapproved T&L Records

Saved T&L Record ;li

Step-by-Step

1. Single click the Saved T&L Record Summary link from the homepage.

The screen will look similar to this:

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Approved By: Missouri State Highway Patrol . ¥ s Emp an
Toat. Suzerves Ose TIME & LEAVE RECORD e e
Submitted By: FLSA Typec Exempt Memter Troop: Zone: Umgicyee 10 (SSN): Vieek Beginning:
Exerpt  [=gioyeelne Supervisor Tes! . Suoerveir One F -1 0 CLATANT
Fed Comgp: 0000 State Comge: 0000 Holday Comp: 0000 Annual Leave: 0000 Sick Leave: CO00 Balance As OF: C2272007
Corrected N0 Sum TLR Comecton Higtory Mitpl Appointments: Nooe
Messages:
Day & Date Sunday - 0827 Monday - 0578 Tuesday - 0629 Wednesday - 0630  Thursday - 0691 Friday - 0601 Saturday - 0602
Cred Work Osy r ju = = = v s
Code L Coce Hralln Code Hrsbtin  Code Hrahtin Code  MWrsMin  Code Hrsitin Code Hrain
Excoptons
Total Excopson Hrs 0800 o800 5800
OT Explanation (special project code and name, if applicable) OT Approval Disapproval Comments OT Approved?
Sunday - 0627 M ves | I w0
Wonday - 0578 Fves| T w
Tuesday - 0579 F vwes | T w
Vieanesday - 0620 F vas| T wo
Thursday - 0631 F ves| T w0
Friday - 0601 F v T o
Saturday - 0502 F v T s
TLR Comment: Piease post e OT hours you B2 0n Ther and re-submi
Create Correction Canced

5

page 62




3.

Single click the Create Correctionl

Create Correction

| button at the bottom.

Note: A new record will appear in front of the original Time and Leave

Record.

The screen will look similar to this:

Approved By
ISP " Correction TimeAndleaveRecord - Windows Internet Explorer
’::“":‘_:'_:‘ ey = B Mscl10.101.152. 11700005 eGSwebiadSTmatnd, aaveRecord.do v 4 X p -
Fed Comge 20 00 Fle ER View Favortes Took Hep
Cc:fmm & & (@ —— R o~ o7 Pege v ) Tock »
lissouri State 'ill-."l'-‘-\w Patrol ¢ R =
Troop:  lone: Umployee 10 ($3Nk Vieek Beginning: L
e T — iTd 82007 slin
y - 0879 Thursday - 49 Fricay - 081 Saturday - 0901
r r r r
Code  MWrsln  Code  Mr Code  MrsMin  Code  Mrsllin =
. v 5 c — oo o | NE°
Sundey . 028 v vl v v v 0
Monday - 0827 — -~ - = - E
Tuenday - 0028 - - - - - [ wo
Weanesday - 029 oo cacc we
Trursan <6830 Lo (special project code and name, i appicable) OT ApprovatOiapproval OF Approvea? | »o
fridey - 604 M ves T »o ~
Saturday - 0901 Foves| T s N
TLR Comment: F sl “;
Frv W <
< = a >
Corm L @ dtermet S 100% -
4. Correct cach field, as needed.
5. Enter a Correction Record Comment or Explanation for each new time
entered.
6. Single click the Update Balances | UPdate Balances | 1,10 to re-calculate the
Total Hours worked.
7. Single click the Submit ‘M‘ button to save and submit the Time and Leave

Record for approval.

The 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 "Ok" to close this window
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Lesson 6
Multiple Appointments

In this lesson you will learn how to:

e Report time for a Multiple Appointment
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REPORT TIME FOR A MULTIPLE APPOINTMENT

Multiple Appointments is an optional link and will only be completed when an employee
has part-time hours to report, other than their primary job. Employees must have a
Secondary Appointment listed in their Employee Profile in order to post hours to a
secondary appointment. Notify Human Resources for all employee profile changes.

Step-by-Step
To post hours to a Primary Appointment, single click the Report Primary
Appointment link in the header of the Time and Leave Record.

1.

The screen will look similar to this:

2. Enter the time for the Primary Appointment Time and Leave Record.

To post hours to a Secondary Appointment, single click the Report
Secondary Appointment link in the header of the Time and Leave Record.

The screen will look similar to this:

Apwoved By

e T

Fed Comex 1750

Cormecied: il

Messages:

Note: Secondary Appointment must be listed in the employee profile, to
have access to the Report Secondary Appointment link. If no
Secondary Appointment is listed, the Multiple Appointments box

will look similar to this:

Mltpl Appointments: None
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4. Enter the time for the Secondary Appointment Time and Leave Record.

The screen will look similar to this:

Missouri State Hiahway Patrol
Status: Dra®t
Sundsy - 0895 iondsy - 0896 Tuesday - 0897
Stant £nd Srart £na Srant End
4
ram.
Y
v
GT LApiananon | 3pEtssl project CODE and Name, it Bppeaoie | TT App ST OVE COMIments T Approvear
T visi T~
s F o
M oves | T s
i vesl T we
Fwi
3ave a5 Gran Siibet viveR Update Baances Cance
4
=
.
-
5. Single click the Submit Week | SubmitWeek | yion to save and submit the
Time and Leave Record for approval.
I | Save as Draft | | Submit Pay Period | | Submit Week | | Update Balances | | Cancel |

The screen will look similar to this:

|T|me and Leave Record has been submitted for approval succeasfullyrl
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Lesson 7
Work with a Partial Pay Period

In this lesson you will learn how to:

e Submit time for a Partial Pay Period

* Modify a Previous Pay Period
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SUBMIT TIME FOR A PARTIAL PAY PERIOD

If the end of a pay period occurs within a week, (the 15" or the end of the month) AND
there is a deadline within that week, a Partial Pay Period must be submitted. The first
pay period will be submitted and approved prior to the deadline and the second pay
period will be submitted and approved as normal.

Note: Submitting a Partial Pay Period is ONLY necessary when the deadline
is within the same week as the end of the pay period.

Time Reporting Activities

Report Time & Leave fAdd\&

Modify Most Recent T&L Regrd

Modify Employee Profile

Step-by-Step

1. Single click the Report Time & Leave (Add) link from the homepage.

The screen will look similar to this:

Notice the Partial Pay Period must by submitted before the specified date.

Please submit pay period by clicking the button "Submit Pay Period"” button by 09:30/2007

Suberetied By

fed Come 2000

LeETesism 5O

Messages:

Duy & Date

Cred VWork Day

Sunday - 0930 Monday - 1001 T y - W02

Uodsts Datances

Excepoons

Total Lxcepson Hrs

(AEAENK:

L1€14]1%

Sunday - 0930
Monday - 1001

Tuesdsy - 1002
Vieanesday - 1993
Thursday - 1004

Friday - 1008

Saturdey - 1004
TLR Comment:

O Explanation (special project code and name, if applcable)

Save as Draft Submit Pay Perod

Submit Week

Update Balances Cancel

2. Enter the time worked for the Pay Period.
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3. Single click the Submit Pay Period |SubmitPay Penod| , ¢aye and submit the
pay period for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully

4. Return to the homepage.

Activity Status
3 Draft T&L Records

1 Unapproved T&L ords

0 Disapproved T&L Records

saved T&L Record Summary

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

The screen will look similar to this:

Notice the record status is Submitted/Draft.

IIH'
i
I
i
i

6. Single click the Week Begin Date of the Time and Leave Record to be
modified.

The screen will look similar to this:

Notice the editable fields are grayed out or locked.

Apyeoerd By

TIME .!.‘E-'n'-'E-QE:CRC Lrrpioyee Wame: Loe=y L ogayeeloe
Il By FLLA Type Lapgs Vamte Tromonge lore Emgioyes I (338} Viean Paenrny
Loegt Lopueyeelee g e -~ r o To WIS
Fod Compx 0200 Saate Cormg: oy Commpe 0000 Areosd Lesve 3000 Seck Lowve: 0000 Balarce As Of 04270007
Correctes 0 ¥ TR Corectge mamry g Apgoerarrares oce
thessages

Dy & Dt Sunday - 1930 Uonsey %91 I T ——— Triamy - 10es ean 10
C e Viork Doy r r r r r r

Cose el Code Ll Ll Code  Wralln Code ol Cose Wealle  Code sl Code  Sralin
L Y

Total Lntapmen Wy

OF Laphananon | SEeull e ot (o8 Bnd rarma f appia stee | AT Apme e Tunapee ol Commasts OF Approved?

Searudary - 0% 30
Woratsy 1000
Tumaday . 1002
Vredrwedey 1803
Thasr gy - V004
Fridiay - 4004
Sanurdey - 1008
TLR Commant

Aoty Vieen Cancel
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7. Single click the Modify Week | Modify Week | ,,¢ton at the bottom to unlock
editable fields.

The screen will look similar to this:

Notice the editable fields are now open, or unlocked, allowing modification.

Missouri State Highway Patrol _— A — -
Approved By: TIME & LEAVE RECORD Employee Name: Exemot Empicyeelne
Submitted By: FLSA Type: Lap=gt Ugmber Trooge Zore: Emgloyee ID (SSNE Vieek Begrning:
Gxempt [=cioyeele Supervisor: Supervacr One  Test M F w01 i i ] SRt
fea Comge CUO0 $tate Compx 10 30 Holiday Comg: 07 00 Annual Leave: 0000 Sick Leave: (000 Balance As Of: 0LOTMCT
Corrected: NO Status: Scomited | Cratt TLR Correction Matory Mitpd Appointments: hote
Messages:

Day & Date Sunday - 0930 Monday - 1001 Tuesday - 1002  Wednesday - 1003 Thursday - 1004 Fricay - 1005 Saturday - 1006
Cred Work Day r v ~ v = v r
Code  HrsMin  Code -\M‘- Hrslin  Code  Malin  Code  MrsMin ¢ Code  MrsMin  Code  HrsMin

ROO & oo¢¢ ROO o 0800
Excepbons = -
— I
Total Excopson Hrs I =] |
OT Explanaton [special project code and name, if appicable) 0T Approval Disapproval Comments. OT Approved?
Sunday - 0990 M ves | T »
Londay - 1091 Fvis | T wo
Tuesday - 1002 M ves| T »
Vieanesday - 1093 F v M w
Thursday - 1004 Fvis I wo
Friday . 10906 M v T w
Saturcay - 1004 F vis| IF o
TLR Comment:
Save as Draft Submit Pay Penod Submit Week Update Balances Cancel
8. Enter the time worked for the remainder of the week.
9. Single click the Submit Week | SubmitWeek | y,ton to save and submit the

remainder of the week for approval.

The screen will look similar to this:

|Tirr1& and Leave Record has been submitted for approval successfully
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MODIFIY A PREVIOUS PAY PERIOD

Activity Status
0 Draft T&L Records
0 Unapproved T&lL Records

0 Disapproved T&L Records

aved T&L Record Sum “i Iy
(]

"‘ﬂ\. Step-by-Step

1. Single click the Saved T&L Record Summary link from the homepage.

[#3]

The screen will look similar to this:

Saved Time and Leave Records
VWeek Begin Date Time Record Status
06/M10/2007 Draft
06/03/2007 Submitted
05/27/2007 Approved

2. Single click the Week Begin Date of the Time and Leave Record to be
modified.

The screen will look similar to this:

Notice the record is split into Previous or Current pay periods.

[P

Troop: Zone: Employee 1D (SSNE Vieek Beginning:

Correcied /0 Liftpi Appointments: .
Messages:
Modify Current Pay Perniod
Day & Date Sunday - 0610 Monday - 0411 ‘nn Viednesday - 0613 Thursday - 0614 Fricay - 0815 Saturday - 0414
Start Ind Stant nd Start Ind Start nd $tart Ind $tant End St Ena
Shift Beginming &
Ending Times
Total Howrs : L caco .
Code Hrsklin Code Hrshlin Code Hrsldin Code Mrabln Code Hestln Code Hrakhn Code Hrshtin
Lxcepsons

Total Lxception Hrs

OT Explanaton (special project code and name, if spphcable) OT Approval Disapproval Commaonts OT Approved?
Sunasy - 0610 es
Mondsy - 0511 r ves| T
Tuesday - 0612 Foves|
Viednesdsy - 0413 r oves I
Thursday - 0614 rFoves F
Friday - 0815 roves| I
Saturday - 0616 vl IF
TLR Comment:
Cancel
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3. Single click the Modify Previous Pay Period | Modify Previous Pay Period
button at the bottom to unlock the Previous Pay Period.

The screen will look similar to this:

Notice the editable fields in the Previous Pay Period are now open,
unlocked, allowing modification.

or

iw.
i
@

4. Modify each field, as needed.

5. Single click the Update Balances | UPdate Balances | v,,ton to re-calculate the

Total Hours worked.

6. Single click the Submit | SUBMIL| by4¢0n to save and submit the Time and Leave

Record for approval.

Note: Submitting a Modified Approved Time and Leave Record will notify the
supervisor a record is ready for approval.

The screen will look similar to this:

|Time and Leave Record has been submitted for approval successfully
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Lesson 8
Work with a Manual Entry Correction for SAM Il

In this lesson you will learn how to:

e VIEW a Manual Entry Correction for SAM II
e Mark a Manual Entry Correction for SAM II as ENTERED

e REJECT a Manual Entry Correction for SAM 11
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VIEW A MANUAL ENTRY CORRECTION FOR SAM ||
A manual correction in SAM II MUST be completed prior to marking the Time

and Leave Record as ENTERED.

Activity Status

0 O/S Manual Entry Corrections foﬁm Il

Step-by-Step

1.

homepage.

The screen will look similar to this:

Single click the O/S Manual Entry Corrections for SAM Il link from the

D9/09r2007"

2.

Single click the Week date of the Time and Leave Record to be viewed.

The screen will look similar to this:

3. Single click the Cancel

iiissouri State Highway Pairoi P . o - -
s Empioyee fiame: Civiian Hon-Exemgi Empioyee Gne
HVIE & LEAYE REW WL
FL3A Type: Troop: Zone: Empioyee il {$5§i]: Wieek Beginning:
SupETViSo o 5755 080272007
State Comp: 13:20 | Holi Fiex Time: §0:00 Annual Leave: 3100 Sick Leave: 8000 Baiance As Of:
Staiusi 4p TLR Correction History Fiiipi Appointmenis: Hone
Sundsy _00m3 Mandsy _ 0003 Tussdwy_0amd nomE Thursdau_ (0N Friday_ 0007 Esturduy_ 00NE
Start End Start End Start End Start End Start End Start End Start End
1600 0800 === —
Shift Beginning &
Ending Times
Total Hours
Code Hirshiin Code Hrsiain Code Hrshin Code HisHiin Code firsidin Code Hrshiin Code Hishiin
Exceptions
Total Exception Hrs
OT Explanation (special project code and name, if applicable) OT App i [ OT Approved?
Sunday - 09/02 ™ ves I e
Monday - 0903 M oves | I ne
Tuesday - 09/04 M ves | [T no
Vednesday - 09/05 M ves | T no
Thursday - 09/06 I ve I” no
Friday - 09/07 I ve r s
Saturday - 09108 [ ves | T no
TLR Comment:
Entered Reject Cancel
Cancel

button to return to the homepage.
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MARK A MANUAL ENTRY CORRECTION FOR SAM Il ASs ENTERED

A manual correction in SAM II MUST be completed prior to marking the Time
and Leave Record as ENTERED.

Activity Status
0 O/S Manual Entry Corrections forir.l Il

Step-by-Step

1. Complete the necessary SAM Il corrections.

Note: Step 1 MUST be completed prior to marking the Time and Leave
Record as ENTERED.

2. Single click the O/S Manual Entry Corrections for SAM Il link from the
homepage.

The screen will look similar to this:

" n
L= =]
i et

3. Single click the Week date of the Time and Leave Record to be entered.

The screen will look similar to this:

Employee Name: Civilian Nen-Exempt E

FLSA Type: Civiian Non-Exem Troop: | Zone: Employee ID (SSH): Vieek Beginning:
Hon-Exempt Supervisor: Employes One | S F 01 "Tg789 08/02/2007
Fed Comp: 53:20 State Comp: 12:20 | Holiday Comp: 23:50 | Flex Time: 00:00 Annual Leave: 21.00 Sick Leave: 50:00 Balance As Of: D1/15/2007
Corrected: 1O Status: Approved TLR Correction History Mitpl Appointments: None

Sunday - 09102 Monday - 09/03 Tuesday-09/04 | Vlednesday-09/05  Thursday - 09/06 Friday - 09/07 Saturday - 08108

Start End Start End Start End Start End Start End Start End Start End

Shift Beginning &
Ending Times

Total Hours

Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin

Exceptions

Total Exception Hrs

oT (special proj de and name, if appli OT Approval Disapproval Comments OT Approved?
sunday - 09/02 ™ wo
Monday - 09/03
Tuesday - 09104
Wednesday - 08105
Thursday - 09106
Friday - 09/07
Saturday - 09103

b | |
Mmoo m o m o m o m
o
zlzlzlz |z |z
5|8 8|38 38

TLR Comment:

Entered Reject Cancel
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4. Single click the Entered button to indicate the Time and Leave Record
correction has been manually entered in SAMIL.

The screen will look similar to this:

Windows Internet Explorer @

\?/ Are you sure this record has been successfully entered to SAMIT?

[ ok e[ Cancel |

5. Single click the OK button to verify the entry.

The screen will look similar to this:

|Time and Leave Record has been marked entered successfullyi
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REJECT A MANUAL ENTRY CORRECTION FOR SAM I

Corrections not entered in SAM II must be marked as REJECT. This will return
the Time and Leave Record to DRAFT status.

Activity Status

Step-by-Step
1.

0 O/S Manual Entry Corrections foﬂm Il

homepage.

The screen will look similar to this:

Single click the O/S Manual Entry Corrections for SAM I link from the

mponent

D9/09r2007"

2.

The screen will look similar to this:

Single click the Week date of the Time and Leave Record to be rejected.

Approved By: N . i
Wiissouri Siaie Highwa -
TiME & LEAVE RECORD -
Civilan Non-Exemot Troog: Zone: Veek
E o
State Comp: 12:20 | Holiday Comp: 22:50 | Flex Time: 00:00 Annual Leave: 21:00 Sick Leave: £0:00 Balance As Of: 01/18/2007
Status: Approved TLR Correction History Mitpl Appointments: Nene
Sunday - 0902 Monday - 09/03 Tuesday - 0904 Wednesday - 09/05 Thursday - 09/06 Friday - 09/07 Saturday - 09/08
Start End start End Start End Start End start End start End Start End
1600
Shift Beginning &
Ending Times
Total Hours
Code HrsMin Code HrsMin Code HrsMin Code HrsMin Code HrsMin = Code HrsMin Code HrsMin
Exceptions
Total Exception Hrs
0T Explanation (special project code and name, if applicable) 0T ApprovalDisapproval Comments OT Approved?
Sunday - 03/02 M yves| T no
Monday - 09/03 M ves| [T no
Tuesday - 09/04 M ves | [T owno
Wednesday - 08/05 I ves| T no
Thursday - 09106 I ves| T wo
Friday - 09/07 M oves| [ owo
Saturday - 09/08 M oves | [T owo
TLR Comment:
Entered Reject Cancel

3.

N

Leave Record to DRAFT status.

The screen will look similar to this:

|Time and Leave Record has been marked rejected successfully
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Lesson 9
Approve/Disapprove a Time and Leave Report

In this lesson you will learn how to:

¢ APPROVE a Time and Leave Record
e DISAPPROVE a Time and Leave Record

® View a Disapproved Time and Leave Record Awaiting User
MODIFICATION

e Approve a MODIFIED Time and Leave Record
¢ View CORRECTIONS Awaiting Approval
e Approve a CORRECTED Time and Leave Record
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APPROVE A TIME AND LEAVE RECORD

Ll

Hﬂl\- Step-by-Step

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

the screen will look similar to this:

Time and Leave Record Listfor Troop: F Zone: 01

Time and Leave Records awaiting supervisor approval

MHon-exempt W EmployeeOne

Test M Supendsor One

Supervisor Name Employee Name Week Begin Date Time Record Status
Test H Superdsor One MNon-evempt H EmployeeOne 05102007 Submesied
I H nigoc Oo MNon-exempt H EmployeeOne 041172007 Submied
05242007 Submied

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Empioyee Name: C.= [mco,tel0e

Lone: Employee 10 ($3N):
& —th

Tharnday - 0821 Friclay - 622 Saturday - 0673
Start Ind St Saart tnd
$hift Beginning & e
Inang Times
Total Hours ] o008
Code Hrslln Code Hrslln Code Hrallen Code Hralln Code L] Code L Ll Code Hrskln
RO ) RO D
Laceptons
Total Excopton Hrs $80¢
OF Laplanation (special prope<t Code and name, if spplcable) 0T Appr ovel Disapprovsl Comments OT Approved?
[N M v T w
Loy - 0618 r ves| T w
Tuesday - 0619 F vl T wo
Wednesdey - 0420 v T w
Thursday - 0621 r v © w
Friday - 0822 M ves | T s
Saturcey - 0423 vis | [ s
TLR Comment:
lwmw‘ Desapprove Cancel
3. Review the Time and Leave Record.
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4. Single click the Yes check box in the OT Approved column for each day
overtime is entered.

Note: Overtime must be Approved or Disapproved for each day overtime
is posted.

5. Single click the Approve oLk button to approve the Time and
Leave Record.

The screen will look similar to this:

Time and Leave Record has been approved successiully
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DISAPPROVE A TIME AND LEAVE RECORD

Gl

Step-by-Step

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

The screen will look similar to this:

Time and Leave Records awaiting supervisor approval

Time and Leave Record Listfor Troop: F Zone: 01

Supervisor Name Employee Name Week Begin Date Time Record Status
Test H Superdsor One Hon-evéempt H EmployeeOne 081072007 Submesed
I H nigoc On Mon-quempt H EmgployeeOne 08172007 Submiled

Test H Supendsor One Hon-exempt M EmplojeeOne L_L-‘-L'."" Submied

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Total Hours

Cove e code = — e == = cove e Code == =

Lacephons

Total Excepton Hra

P ——— v | T
Liorcay - 0618 Fovs |
Tuesdsy . 0619 r r
Vieanesday . 0470 rFoves
Thurwday - 0631 rww| F
Friday - 0022 Foves |
Saturday - 9423 Foves| §
TLR Comment:

Approve Desapprove Cancel
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3. Review the Time and Leave Record.

OT Explanation (special project code and name, if applicable) OT Approval/Disapproval Comments OT Approved?
Sunday - 05/20
Monday - 05/21

Tuesday - 05/22 preparation for month end meeting thiz OT was not pre-approved, please see me on this

ves | [T no
ves | [T no

Wednesday - 05/23
Thursday - 05/24
Friday - 05i25
Saturday - 05/26

ves | T no

o | e f e | e A |
< |x <
6|88
s
z‘

o

ves | [ we

TLR Comment: please correct this timesheet and remove the OT hours

Approve Disapprove Delete | | Cancel

4. Single click the No check box in the OT Approved column for each day
overtime is not approved.

Note: Overtime must be Approved or Disapproved for each day overtime

is posted.
5. Enter an OT Disapproval Comment in TLR Comments for each disapproval
of overtime.
6. If a Time and Leave Record is Disapproved, the supervisor must post a TLR

Comment. The comment should inform the employee why the overtime was
disapproved and/or give instructions for correcting the Time and Leave Record.

7. Single click the Disapprove Disapprove | pytton to Disapprove the Time
and Leave Record.

Note: Disapproving a Time and Leave Record will notify the employee the
Time and Leave Record must be Modified and re-submitted.

The screen will look similar to this:

Time and Leave Record has been disapproved successfully
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VIEW A DISAPPROVED TIME AND LEAVE RECORD AWAITING USER
MODIFICATION

Activity Status
3 T&L Records Awaiting Approval

0 Corrections Awaiting Approval

0 Disapproved Awaiting User Correction

"‘ﬂ\. Step-by-Step

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

The screen will look similar to this:

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

Approved By Missouri State Highway Patrol . Notaxemet i .
Teat. Supervase One TIME & LEAVE RECORD Employes Ramt: Noa-tmbust Eastiyeedes
. ﬂ_'r FLSA Type: Noa-Exemgt Wemter Troop: Zone: Empiloyee ID (SSNE Vieek Begrnung:
e Supervison Test . Superveor One F e el 08102007
Erccyeelne
Fed Comge 0021 Annual Leave: 4
Corrected: NO TLR Cormecton Higtory
Lessages:
Day & Date Wednesday - 0613 Thursday - 0814 Friciay - 0815 Saturday - 0818
Start End Start Ena St End St nd
Shift Begnning &
Inaing Times
Totsl Hours L Sa0%
Code Hrallin Code Hrakln Code Hrallin Code Hraklin Code Hrakhn Code Hralln Code Hralln
Exceptions
Total Exception Hrs
3. Single click the Cancel | ©8MCel | bytton to return to the homepage.
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APPROVE A MODIFIED TIME AND LEAVE RECORD

Activity Status
3 T&L Records Awaiting Approval

1 Corrections Awaiting Approval

0 Disapproved Awaiting User ction

H-ﬂl\- Step-by-Step

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

The screen will look similar to this:

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Ted Compe 0500

Code Hraklin Code Hraklin Code Hrsllin Code Hralln Code Hrallin Code Heslin Code Hrallin

Excepbons

Total Exception Mrs

OF Lxplanason (special project code and name, if appicatie) OT Apgroval Disapproval Comments OF Approved?
Sunday - 081
Monday - 0625
Tuesasy - 0626
Wednesday - 0627
Thursday - 8418
Friday - 0629
Saturday - 0620

i e L e e I I
AT

TLR Comment: Pease eter e 0T Pours you Pe

MM Cancel

3. Review the Time and Leave Record.
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4. Single click the Yes check box in the OT Approved column for each day
overtime is entered.

Note: Overtime must be Approved or Disapproved for each day overtime
is posted.

5. Single click the Approve oLk button to approve the Time and
Leave Record.

The screen will look similar to this:

Time and Leave Record has been approved successiully

page 85



VIEwWw CORRECTIONS AWAITING APPROVAL

Activity Status

3 T&L Records Awaiting Approva

1 Corrections Awaiting Approval

0 Disapproved Awaiting User ction

H-ﬂl\- Step-by-Step

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

The screen will look similar to this:

Correction Time and Leave Records submitted for supervisor approval
Time and Leave Record Listfor Troop: F Zoné: 01
Supenvisor Name Employee Name Week Begin Date Time Record Status
Dale  Schmia vemon Dougan 07012007 Submitted
Time and Leave Record Listfor Troop: F Zone: 02
Supervisor Name Employee Name Week Begin Date Time Record Status
Test H Superdsor On Cm H EmployeeOne 04242002 Submitted Modify Disapproved

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

Approved By Missouri State Highway Patrol R .
Test, Suzervace One TIME & LEAVE RECORD Smplopeeamal Cvn Smoipssces
Submitted By: FLSA Type: Copr Nonfupmpt Trooge Lone: Empicyee 1D ($$NE Vieek Beginring:
S Empiyeelne Supervisor: F &2 =i SA242007
fed Comgx 0500 State Jex Time: 0200 Annusl Leave: 0000 Sk Leave: 0000 Balance As Of: C4272007
Corrected: YES TLR Cerrection Matory Mintpl Appointments: None
Messages:
Day & Date Sunday - 0424 - Tuesday - 0626 Wednesday - 0627  Thursday - 0628 Friday - 0629 Saturday - 0630
Stant End Sun Ena Stant Ena Start Ena Stant Ena St End Sun End
$ruft Begnning &
Endng Times
Total Hours
Code Mralien Code Mrahlin Coce Mr sl Coce Mr sl Coce M albe Coce M sl Code Mralin
Exceptions
Total Exception Mrs
3. Single click the Cancel | ©aMCel | bytton to return to the homepage.
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APPROVE A CORRECTED TIME AND LEAVE RECORD

 Activity Status

3 T&L Records Awaiting Approva

1 Corrections Awaiting Approval

0 Disapproved Awaiting User ction

H-ﬂl\- Step-by-Step

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

The screen will look similar to this:

Correction Time and Leave Records submitted for supervisor approval
Time and Leave Record List for Troope F Zone: 01

Supervisor Name Employee Name Week Begin Date _——Iime Record Status

Dale  Schmict vemon Dougan Qubmmeﬂ

2. Single click the Week Begin Date of the Time and Leave Record to be viewed.

The screen will look similar to this:

e Highway Patrol

Lavesied YIS i Status: Sotemes (LAMM LORRILTION )
Mes. .

$80€8: ~— _ =
Day & Date m.,.nr—-ua:.,—.i:‘ Tuesdsy.0703  Wednesdsy.0704  Thursdey.ol98 Fridey . 0706 Saturday . 0707
Cred Vork Day r T =] T " = T
Cose  metan fode Mestae Cose Mesmae Code Memee Code oMo fode Melie Cose Ml
= AL R eaco =
Eaceptons e
Tots dnapton His S v e v
OF Explanation (special propect code and name, if apphcabie) O Approval Dusapproval Comments OF Approved?
Sunday - 6101 Fves T we
Uonday - 0182  Testng F o Mo
Tuesday - 0703 Fves| M e
Viearesday . 0704 Foves T we
Thursaay - 0105 Fves | M w
Triduy - 0796 Fvs M w
Saturday - 0707 M ves M ws

Correction Record Comment / Lxplanation
Sunday - 101 Test
Wonday - 0792 Test

Vieanesday - 9704  Test

Saturday - 0707 Test

Aww‘uwm Concel
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3. Review the Time and Leave Record.

4. Single click the|' | Yes check box in the OT Approved column for each day
overtime is entered.

Note: Overtime must be Approved or Disapproved for each day overtime
is posted.

5. Single click the Approve Dk button to approve the Time and
Leave Record.

The screen will look similar to this:

Time and Leave Record has been approved successiully
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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
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Appendix B
Exception Codes

Exception Code

Employee Leave Codes

Exception Code Description Short

Exception Code Description

AL
ALPO
ALPOP
ALWC
ALWRK
FC
FCPO
FCPOP
FCWC
FLEX
HC
HCFO
HCPOP
How
HDAY
HOLWK
LMP
LMPIL
LMPSP
LNPWC
LWPAA
WPBL
LWPEY
LWPCP
WPEI

VPES
LWPJC
WPME

WEVT
WEWC

RDO

SC

SCPO

SCPOP

AL USAGE
AL PAYOFF

AL PAID

AL WKRS COMP
AL WORKED
FCUSAGE

FC PAYOFF
FCPAID
FCWKRS CONP
FLXTIME DOCK
HC USAGE

HC PAYOFF

HC PAID

HC WKRS COMP
HOLIDAY

HOL WORKED
LWOP-APPRYVD
LWOP MILITRY
LWOP SUSP DO
LWOP WKRS CP
LWP APT AUTH
LWP BLOOD LV
LWP BERVMT
LWP CAP

LWP JBANTY

EE SUGG /
LWP JURYICRT
LWP ML EMERG

LWP WKRS CMP
RDO

5C USAGE

SC PAYOFF
SCPAID
SCWKRS COMP
SH LWISELF

5L SELF

SL WKRS COMP
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ANMNUAL LEAVE USAGE - OTHER

AMNUAL LEAVE - PAYOFF AT TERM

AMMNUAL LEAVE - PAID WHEN TRNSF

ANMNUAL LEAVE USAGE - WKR COMP

WORK ON AN ANNUAL LEAVE

FEDERAL COMP USAGE - OTHER

FEDERAL COMP TIME - PAYOFF

FEDERAL COMP TIME - PAID

FED COMP USAGE - WKR COMP

FLEX TIME DOCKING EVENT

HOLIDAY COMP LISAGE - OTHER

HOLIDAY COMP TIME - PAYOFF

HOLIDAY COMP TIME - PAID

HOLIDAY COMP LISAGE - WKR COMP

HOLIDAY

WRKD ON A DESIGNATED HOLIDAY

LEAVE WIO PAY - APPROVED

LEAVE W/O PAY - MILITARY

LEAVE WIO PAY - SUSPEMSION DOK

LEAVE WIQ PAY - WORKERS COMP

PAID LEAVE - APT ATHRTY APPROV

PAID LEAVE - BLOOD LEAVE - DSS

PAID LEAVE - BEREAVEMENT

PAID LEAVE - CIVIL AIR PATRL

PAID LEAVE - JB EXAMINTERVIEW

EMPLOYEE SUGG \RD OF LEAVE
AVE - JURYICOURT APPEAR

PAID LEAVE - ML CALLED EMRGNCY

PAID LEAVE - 15 DY ML TRAINING

PAID LEAVE - RED CRSSIDISASTER

PAID LEAVE - VOTING

PAID LEAVE - WORKERS COMP

REGULAR DAY OFF

STATE COMP USAGE - OTHER

STATE COMP TIME - PAYQFF

STATE COMP TIME - PAID

STATE COMP USAGE - WRKRS CMP

SHARED LEAVE USAGE - SELF

SICK LEAVE USAGE - SELF

SICK LEAVE USAGE - WRKRS CMP




