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BUDGET AND PROCRUMENT DIVISION Activities

BPD Activities Paid Project Maintenance Activities Viewable Reports
Manage Paid Projects Repors
Ianage Fringe Rates

Manage Funding Sources

MANAGER PAID PROJECT Activities

Manager Paid Proj Activities | Activity Status Paid Project Management Viewable Reports
0 Pay Requests Awaifing Approval — Manaqe Paid Projects Pay Request Times
0 Pay Request Corrections 0 Pay Requests Awaifing Mqr Approval

0 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

USER PAID PROJECT Activities

User Paid Proj Activities Activity Status Paid Proj Activities
1 Suprvsr Unapproved Pay Requests 0 Manager Unapproved Pay Requests  Request Special Project Pay

0 Suprvsr Disapproved Pay Requests 0 Manager Disapproved Pay Requests — Pay Request Times

Saved Paid Proj Record Summary
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User Access

In this section you will learn how to:

Access to the Time & Leave Reporting System

Login to the Time & Leave Reporting System

Access to the Paid Projects System

Logout of the time & Leave Reporting System
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ACCESS THE TIME AND LEAVE REPORTING SYSTEM

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

The screen will look similar to this:

MISSOURI STATE HIGHWAY PATROL

Time & Leave Reporting System

d"Time Reporting Home | MSHP Home | Time Reporting Help | Logout

Welcome to MSHP Time Reporting System

Uszer 1d: |

Fazssword:
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LOGIN

1. Enter LAN User ID and Password.

The screen will look similar to this:

Welcome to MSHP Time
User Id:

Password:

Reporting System

Login

2. Single click the Login button.

The screen will look similar to this:

MISSOURI STATE HIGHWAY PATROL

Time & Leave Reporting System
Time Reporting Home for: James Zone

Wy Time Reporing Home | MSHP Home | Time Reparting Help | Logout

User Activities Activity Status

0 Draft T&L Records

1 Unapproved T&L Records
0 Disapproved T&L Records

Time Reporting Activities
Report Time & Leave (Add)
Modify Most Recent TAL Record
Modify Employee Profile

Viewable Reports
SAMI Cutoff Dates
SAMI Holiday Dates
Leave Exception Codes

Saved T&L Record Summary

User Paid Proj Activities Activity Status Paid Proj Activities
Request Special Project Pay

Pay Reguest Times

1 Suprvsr Unapproved Pay Requests 0 Manager Unapproved Pay Requests

0 Suprvsr Disapproved Pay Reguests 0 Manager Disapproved Pay Requests

Saved Paid Proj Record Summary

Supervisor Activities Activity Status Viewable Reports

0 T&L Records Awaiting Approval Employee Comp/leave Balances

0 Corrections Awaiting Approval

0 Disapproved Awaiting User Correction

Proxy Time Reporting
Proxy Time Reporting Terminated

Incomplete Time Records

Manager Paid Proj Activities Activity Status Paid Project Management Viewable Reports
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ACCESS TO THE PAID PROJECT SYSTEM

1. One of the following options may be chosen at this time. All banners in green relate
to Paid Projects.

BPD Activites Paid Project aintenance Activies * Viewable Repors
MenageFge Rl
Manage Funding Sources
Manager Paid Proj Activities  ActivityStatus *Paid Project Management Viewable Reports
7 6 Pay Requests Awaiting Approval : Manage Paid Projects Request Ti
0 Pay Request Corrections 0 Eﬂ Requests Awamng Mgr Approval
0 Dissoproved PayRequesls O Pay Requests Requirng Funds Nanager Approva

User Pid rojActivities  Activity Status | Paid Proj Activities
1 Suprvsr UnapprovedPay Reuests 0 Manager Unagoroved Pay Requess  RequestSpei et Pay

0 Suprsr Disagproved Pay Requests 0 Manager Disapproved Pay Requests  Pay Reaquest T
Saved Paid Proj Record Summary
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LOGOUT

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

The screen will look similar to this:

L=

Ky Time Reporing Home | MSHE Home | Time Reporting Help | Logout

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

The screen will look similar to this:

IME.

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:

[% Wy Time Reporting Home | MEHF Home | Time Reporting Help | Logout

!

You have successfully logged out.

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

Password:

Login

- Page 8 -



Manage Paid Projects

In this section you will learn how to:

e Add a Paid Project
> Budget and Procurement Division

e Edit a Paid Project
> Budget and Procurement Division
> Director(s)
» Funds Manager

¢ Add Component Definition
e Add Employee to Project

- Page 9 -



ADD PAID PROJECTS

The Budget and Procurement Division of the Missouri State Highway Patrol has the sole
responsibility of adding Paid Project to the Paid Projects System.

Single left click the Manage Paid Project link from the Time and Leave Reporting
System homepage.

BPD Activities Paid Project Maintenance Activities

Manage Paid Projecis

Manage Fringe Rates

Manage Funding Sources

The screen will look similar to this.

Paid Project Add
Paid Project Number | 1
Federal Aid Number 2
(Grant Number 3
Paid Project Tl | 4
Paid Project StartDate | 5 | Middyyyy
Paid ProjectEnd Date 12319839 | MMddyyyy 6

Paid Project Submissionnd Date 1213833 | Midayyyy 7

Director Name  |-Select- 8 v
Director 2Namels) |-Sekei- g v
Funds Manager Name |- Select- 1.0 ¥

funding Source | -Select- ¥ 11
Funding Limit 0§ 12
Special Project Indicator [ 1.3
Force Funds Mor Approval [~ 14
Funds Available Indicator [~ 1 5
Allow Project Sub-Limits [ 16
Single Component Allocation Paid Project [~ 17

18 19
Save | Cancel
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10.

11.

12.

13.

Enter the Paid Projects Number in this field.

Number assigned by the Budget and Procurement Division to identify individual projects
in the system. Every Paid Project number must be unique. The field is required and
cannot be longer than five characters.

Enter Federal Aid Number in this field.
Number assigned by the Budget and Procurement Division to identify the Federal
Tracking number of a grant.

Enter Grant Number in this field.
Number assigned by the Budget and procurement Division to identify the Patrol’'s
Tracking Number of a grant.

Enter Title of the Paid Project in this field.
This field fully identifies the Paid Project. This field is required.

Enter Paid Project Start Date as illustrated.
Date the project begins. This field is required.

Enter Paid Project End Date as illustrated.
Date the project ends if known.

Enter Paid Project Submission End Date as illustrated.
The last date a timesheet could be submitted for a pay request.

Single click the drop down arrow * to select the Paid Project Director.

This individual has management for paid project funds. The director is ultimately
responsible for the appropriate use and distribution of the paid project funds. This field is
required. There may be more than one Paid Project Director.

Single click the drop down arrow * to select the Director 2.
Individual who serves as a backup to the Director. There may more than one.

Single click the drop down arrow * to select the Funds Manager.
Individual that is responsible for administering the fund allocation to individual sub-
projects.

Single click the drop down arrow *! to select the Funding Source.
This field indicates the type of money (Highway, General Revenue, Federal, etc). This
field is required.

Enter the Funding Limit as illustrated.
This is the maximum dollar amount that can be expended to pay employees for the time
worked on the paid project. Dollar amount must be Greater than Zero.

Single click inthe I Check Box if the Paid Project is a Special Project.
This field is checked if this is a onetime payout for a project usually performed at the end
of the year.
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14.

15.

16.

17.

18.

19.

Single click inthe I Check Box to set the Force Funds Mgr Approval.
This field if checked requires the Funds Manager to approve Pay Requests before the
employee can be paid for overtime accumulated in a Paid Project.

Single click inthe ' Check Box if Funds are Available at the time the Paid
Project is entered in the Paid Projects System.
Check designates that money is available for immediate payment of Project hours.

Single click in the ' Check Box to set the Allow Project Sub-Limits.

Deposit Amount 3

Two additional fields and

Deposit C t
epositLommen display if this box is checked.

Incremental amounts are deposited at different times throughout the lifecycle of the
project. Total funds deposited cannot exceed the project funding limit.

Single click inthe ' Check Box if the project is a Single Component Allocation
Paid Project.
If this field is checked two additional fields is displayed, Troop and Zone.

a. Troop - Single click the drop down arrow ¥ | to select the Troop

b. Zone — Single click the drop down arrow *| to select the Zone
The Check designates that only one component is involved in the Paid Project. In this
case the Director is the Component Manager.

Save

Single click the button to save the Paid Project.

The following caption will appear on the screen.

| Paid Project has been added sucu:essl‘ull:.'|

Cancel | Deletes all data entry on the Paid Project Add and returns to the
homepage.
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EDIT PAID PROJECTS

Budget and Procurement Division

The Budget and Procurement Division has the authority to edit all fields of a Paid Project

in the Paid Projects System.

Single left click the Manage Paid Project link from the Time and Leave Reporting

System homepage.

BPD Activities

Paid Projects saved in the system

Paid Project Number  Description

05061 \ Dick’s Test Project

Paid Project Maintenance Activities

Manage Paid Projecis

Manage Fringe Rates

Manage Funding Sources

Director

Stuper, Robert 400000 D1I01:2009

1. Single click on the Paid Project Number.

The screen will look similar to this.

Funding Limit ~ Start Date (Mhdhyyyy)  End Date | Midd

12/31/9999

vy
1

Paid Project Number
Federal Aid Number 510

Paid Project Title

Paid Project Start Date

Paid Project End Date

Paid Project Submission End Date

Director 2 Name(s)
Funds Manager Name
Funding Source  State

Total Project Time Requested

Total Project Amount Requestad
Project Amount Remaining For Request
Total Project Time Approved

Total Project Amount Approved

Project Amount Remaining For Approval

I Edit Paid Project I

Paid Project
DS061

Grant Number

Dick's Test Project
01/01/2009
12/31/9999
12/31/9999

Super, Robert
Zone, James

Director Name

Schellman, Richard

Funding Limit ~ $4,500.00

Special Project Indicator I
Force Funds Mgr Approval Y
Funds Available Indicator Y
Allow Project Sub-Limits Y

Last Deposit ~ $500.00 08/27/2009

Last Deposit Comment  test
Funds Availablein SAM  $0.30

42:00 HH:mm
$1,137.66
$3,362.34
21:55 HH:mm
$499.70
$4,000.30

Add Component Definition Add New Paid Project
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2. Click on the Edit Paid Project button.

The screen will look similar to this.

Paid Project Modify

Paid Project Number

Federal Aid Humber

Grant Number

Paid Project Title

Paid Project Start Date

Paid Project End Date

Paid Project Submission End Date
Director Name

Director 2 Name(s)

Funds Manager Name
Funding Source

Funding Limit

Special Project Indicator
Allow Project Sub-Limits
Deposit Amount

Deposit Comment

Last Deposit
Last Deposit Comment
Funds Available in SAM

Save

Delete

D3061

510

Dick's Test Project
11012008
12319988
12319999
Super, Robet v
Zone, James v | Add
- Select - ¥
Schelman, Richard H v

State "

4500.00 §

350000 08272009
test

$0.30

Cancel

3. Complete all necessary modifications and single click the Rsave button.

The following caption will appear on the screen.

Paid Project has been updated sul:l:essfullj.'|

Cancel

4. Single click the
5. Single click the

Delete

button to return to the homepage without making updates.
button to delete the Paid Project from the system.

- Page 14 -




Paid Project Director, Paid Project Director 2

The Paid Project Director and Director 2 have the authority to edit only the Director 2,
Funds Manager, Force Funds Mgr Approval and Funds Available Indicator fields of a
Paid Project in the Paid Projects System.

Single left click the Manage Paid Project link from the Manage Paid Projects Activities
section of Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
0 Pay Requests Awaiting Approval Manage Paid Projects
0 Pay Request Corrections 1 Pay Requests Awaiting Mgr Approval
0 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

Please Select a Paid Project from the following list:

Paid Project Number Description Director Funding Limit Start Date (| MMiddiyyyy ) End Date ( MMiddiyyyy)
D806 Dick's Test Project Super, Robert §4,000.00 01/01/2009 12/31/9999
Ds070 July 2 Test Project Super, Robert §10,000.00 01/01/2009 12/31/9999
Ds073 Yard Dog Super, Robert §4,000.00 01/01/2009 01/01/2009
D3s80s \ Test Super, Robert §5,000.00 01/01/2009 12/31/2009

1. Single click on the Paid Project Number.
The screen will look similar to this.

Paid Project
Paid Project Number  DS061
Federal Aid Number 510
Grant Number
Paid Project Title  Dick's Test Project
Paid Project Start Date  01/01/2009
Paid Project End Date  12/31/2999
Paid Project Submission End Date  12/31/9999
Director Name  Super, Robert
Director 2 Name(s) Zone, James
Funds Manager Name  Schellman, Richard
Funding Source  State
Funding Limit ~ $4,500.00
Special Project Indicator I
Force Funds Mgr Approval Y
Funds Available Indicator Y
Allow Project Sub-Limits Y
Last Deposit ~ $500.00 08/27/2009
Last Deposit Comment  test
Funds Availablein SAM  $0.30

Total Project Time Requested  42:00 HH:mm
Total Project Amount Requested  $1,137.66
Project Amount Remaining For Request  $3,362.34
Total Project Time Approved  21:55 HH:mm
Total Project Amount Approved  $499.70
Project Amount Remaining For Approval ~ $4,000.30

I Edit Paid Project I Add Component Definition Add New Paid Project
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2. Click on the Edit Paid Project button.

The screen will look similar to this.

Paid Project Modify
Paid Project Number ~ DS061
Federal Aid Number 510
Grant Number
Paid Project Title  Dick's Test Project
Paid Project Start Date 01012009 MMddyyyy
Paid Project End Date 12312999 MMddyyyy
Paid Project Submission End Date 12319999 MMddyyyy
Director Name
Director 2 Name(s) | Zone, James v | Add
- Select - ¥
Funds Manager Name  Schelman, Richard H v
Funding Source
Funding Limit ~ § 4,500.00
Special Project Indicator 1
Force Funds Mar Approval v
Funds Available Indicator v

Alow Project Sub-Limits Y
LastDeposit ~ $500.00 (08/27/2009
Last Deposit Comment  fest
Funds Available in SAML~ $0.30

Save Delete Cancel

3. Complete all necessary modifications and single click the save button.

The following caption will appear on the screen.

Paid Project has been updated successfully

4. Single click the | “@"¢€l | hytton to return to the homepage without making updates.
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Paid Project Funds Manager

The Paid Project Funds Manager has the authority to edit only the Force Funds Mgr
Approval, and Funds Available Indicator fields of a Paid Project in the Paid Projects

System.

Single left click the Manage Paid Project link from Manage Paid Projects Activities
section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status

0 Pay Requests Awaiting Approval

Paid Project Management

Manage Paid Projecis

0 Pay Request Corrections

0 Disapproved Pay Requests

Please Select a Paid Project from the following list:

1 Pay Requests Awaiting Mgr Approval

0 Pay Requests Requiring Funds Manager Approval

Paid Project Number Description Director Funding Limit Start Date ( MM/ddiyyyy ) End Date ( MMiddiyyyy )
DS061 Dick's Test Project Super, Robert $4,000.00 010172009 1213119999
Ds070 July 2 Test Project Super, Robert $10,000.00 010172009 1213119999
02805 \ Test Super, Robert $6,000.00 010172009 1213112009
1. Single click on the Paid Project Number.
The screen will look similar to this.
Paid Project
Paid Project Number  DS061
Federal Aid Number 510
Grant Number
Paid Project Title  Dick's Test Project
Paid Project Start Date  01/01/2009
Paid Project End Date  12/31/9999
Paid Project Submission End Date  12/31/9999
Director Name  Super, Robert

Director 2 Name(s)
Funds Manager Name
Funding Source

Funding Limit

Special Project Indicator
Force Funds Mgr Approval
Funds Available Indicator
Allow Project Sub-Limits
Last Deposit

Last Deposit Comment
Funds Available in SAM

Total Project Time Requested

Total Project Amount Requested
Project Amount Remaining For Request
Total Project Time Approved

Total Project Amount Approved

Project Amount Remaining For Approval

Edit Paid Project

Add Component Definition

Zone, James
Schellman, Richard
State

$4,500.00

N

Y

Y

Y

$500.00 08/27/2009
test

$0.30

42:00 HH:mm
$1,137.66
$3,362.34
21:55 HH:mm
$499.70
$4,000.30

Add New Paid Project
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2. Click on the Edit Paid Project button.

The screen will look similar to this.

Paid Project Modify
Paid Project Number  D3061
Federal Aid Number 510
Grant Number
Paid Project Title  Dick's Test Project

Paid Project Start Date 01012009 MMddyyyy
Paid ProjectEnd Date 12312999 MMddyyyy
Paid Project Submission End Date 12319299 MMddyyyy

Director Name

Director 2 Name{s)

Funds Manager Name | Schelman, Richard H v
Funding Source
Funding Limit  § 4,500.00
Special Project Indicator Il
Force Funds Mor Approval |
Funds Available Indicator [

Allow Project Sub-Limits ¥
Last Deposit ~ §500.00 0812712009
Last Deposit Comment  fest
Funds Available in SAM ~ $0.30

Save Delete Cancel

3. Complete all necessary modifications and single click the Risave button.
The following caption will appear on the screen.

Paid Project has been updated successfully

4. Single click the | ©@"¢€ | hytton to return to the homepage without making updates.

Delete

5. Single click the button to delete the Paid Project from the system.
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ADD COMPONENT DEFINITION

The Paid Project Director, Director 2, and Funds Manager have the authority to add
Component Definition to a Paid Project in the Paid Projects System.

Single left click the Manage Paid Project link from Manage Paid Projects Activities
section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status

0 Pay Reguests Awaiting Approval
0 Pay Request Corrections

Paid Project Management

Manage Paid Projects

0 Disapproved Pay Requests

The screen will look similar to this.

1 Pay Requests Awaiting Mgr Approval

Proi&ts for which Elizabeth Copas is a Director and/or Funds Manager:

Paid Project Number  Title Director Funding Limit  Start Date ( MMiddiyyyy )
506 LONESTAR TRANSFORTATION - TEXAS Kindle, Gregary $250,000.00  10/04/2009
1003 NORTHERN STATES TRANSPORT Kindle, Gregary $250,000.00  10/04/2009
499 \ ANCHOR TRUCKING Kindle, Gregary $60,000.00 1010412009
1. Single click on the Paid Project Number.
The screen will look similar to this.
Paid Project
Paid Project Number 499
Federal Aid Number ANCHOR
Grant Number 931
Paid Project Title  ANCHOR TRUCKING
Paid Project Start Date  10/04/2009
Paid Project End Date  06/30/2010
Paid Project Submission End Date 12/31/9999
Director Name Kindle, Gregory
Director 2 Name(s) Basinger, Meghan
Walker, Ronald
Funds Manager Name  Copas, Elizabeth
Funding Source  Federal
Funding Limit $60,000.00
Special Project Indicator N
Force Funds Mgr Approval Y
Funds Available Indicator Y
Allow Project Sub-Limits Y
Last Deposit Ho Previous Deposit
Funds Available in SAM $0.00
Total Project Time Requested 00:00 HH:mm
Total Project Amount Requested  $0.00
Project Amount Remaining For Request  $60,000.00
Total Project Time Approved  00:00 HH:mm
Total Project Amount Approved $0.00
Project Amount Remaining For Approval $60.000.00
Edit Paid Project ﬁ Add Component Definition I Cancel
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2. Click on the Add Component Definition button.

The screen will look similar to this.

Paid Project:
Grant Number:

Troop

Zone

Paid Project Component Manager
Backup Component Manager(s)
Component Funding Limit

Specify Employee Indicator
Individual Max Dollars

Individual Max Hours

11

Save

Paid Project Component Master Add

ANCHOR TRUCKING
931
Se-v| 3
Se-v| 4
Fisher, Doris K v
Select- v 6
s 7
"8
s 9
Hours 10
12

Cancel

3. Single click the drop down arrow ¥ to select the Troop.

4. Single click the drop down arrow ¥ to select the Zone.

5. Single click the drop down arrow ¥ to select the Paid Project Component Manager.

6. Single click the drop down arrow ¥ to select the Backup Component Manager.
The button allows for additional Backup Component Managers.

7. Enter the Component Funding Limit.

The .Component Funding Limit (Optional, but if entered, when added with all other
Component Funding Limits and Funds Expended amounts for the project must not

exceed the Paid Project Funding Limit)

8. Single click inthe |  Check Box to set the Specify Employee Indicator.
Specify Employee Indicator (required, by default is ‘No’) allows the Component Manager
to specify employees by name and limit the hours worked/dollars earned. If the
Employee Allocation Indicator is not enabled, one of the following, Individual Max Hour or
Individual Max Dollars must be entered. If checked, the Director is automatically the
Component Manager and he/she decides who works the Paid Project.

9. Enter the Individual Max Dollars allowed for the component.
Individual Max Dollars (Optional, but if entered, must not exceed the Paid Project

Component Funding Limit)

10. Enter the Individual Max Hours allowed for the component.
Individual Max Hours (Optional, but if entered must be greater than 0)

- Page 20 -



11. Single click the _53*® | putton to save the Component Definition.

The following caption will appear on the Paid Project screen if added successfully.

Paid project component definition has been added successfully

12. The | ©ancel | putton deletes all data entry on the Component Definition screen
and returns to the Paid Project screen.
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EDIT COMPONENT DEFINITION

The Paid Project Director, Director 2, Funds Manager and Component Manager may edit
the Component Definition of the Paid Project in the Paid Projects System.

Single left click the Manage Paid Project link from Manage Paid Projects Activities
section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
0 Pay Requests Awaiting Approval Manage Paid Projects
0 Pay Request Corrections 1 Pay Requests Awaiting Mgr Approval
0 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.
Projects for which Ef:'zabei\}v Copas is a Director and/or Funds Manager:

Paid Project Number  Title Director Funding Limit ~ Start Date | MM/ddiyyyy) EndDate (MM/ddr
508 LOMESTAR TRANSPORTATION -TEXAS  Kindle, Gregory §250,000.00  10/04/2009 08/30/2010
1003 MORTHERN STATES TRANSPORT Kindle, Gregary §250,000.00  10/04/2009 06/30/2010
499 \ ANCHOR TRUCKING Kindle, Gregary 560,000.00 1040472009 06/30/2010
1129 CDL Backlog lMoore, Gary §56,000.00 10/04/2009 06/30/2010
1093 WMIAC 08 Overtime Hall, David §5,000.00 10/04/2009 02/01/2010
1078 MCSAP CVIP 09 (CVE) Jamerson, Londell  $1500000  10/04/2009 09/30/2010
1167 STARS 10 Jones, Bradley 52400000  10/04/2009 09/30/2010
1168 MCSAP 09 (TFD) Jones, Bradley §5,000.00 10/04/2009 09/30/2010
430 MU Special Projects Inside (Fed) Kindle, Gregary §60,000.00  09M16/2009 12/31/9999
1001 MU Traffic DetailDrive Time (Hwy) Kindle, Gregary §180,000.00  09/16/2009 12/31/9999
1000 MU Qutside to Inside Stadium (GR) Kindle, Gregary §120,000.00  09/16/2009 12/31/9999
1119 FY10 Other Enfarcement 5250 Funds Walker, Ronald $34,000.00 09/07/2009 12/31/9999

Projects for which Elizabeth Copas is a Component Manager:

Troop/Zone Paid Project Number Title Funding Limit Start Date ( MM/ddiyyyy ) End Date ( MM/ddiyyyy )
i} 826 I & M LEASING CO $30,000.00 10/04/2008 063012010

1. Single click on the Paid Project Number
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The screen will look similar to this.

3 Paid Project

Paid Project HNumber

Federal Aid Number

Grant Humber

Paid Project Title

Paid Project Start Date

Paid Project End Date

Paid Project Submission End Date
Director Hame

Director 2 Name(s)

Funds Manager Hame
Funding Source

Funding Limit

Special Project Indicator
Force Funds Magr Approval
Funds Available Indicator
Allowr Project Sub-Limits
Last Deposit

Funds Available in SAM

Total Project Time Requested

Total Project Amount Requested
Project Amount Remaining For Request
Total Project Time Approved

Total Project Amount Approved

Project Amount Remaining For Approval

Edit Paid Project

499

ANCHOR

931

ANCHOR TRUCKING
10/04/2009
06/30/2010
12/31/9999

Kindle, Gregory
Basinger, Meghan
Walker, Ronald
Copas, Elizabeth
Federal

$60,000.00

N

¥

Y

Y

Ho Previous Deposit
$0.00

00:00 HH:zrmm
$0.00
%$60,000.00
00:00 HH:zrmm
$0.00
$60,000.00

Add Component Definition

Cancel

%List of Paid Project Component Definition Masters entered in the System

TroopiZone Component Manager Funding Limit
A ‘ Ripley, James $30,000.00
2. Single click on Troop Zone.
The screen will look similar to this.
L\,} Paid Project Component Master

Paid Project:

Grant Number:

Troop

Zone

Paid Project Component Manager
Backup Component Manager(s)
Component Funding Limit

Specify Employee Indicator
Individual Max Dollars

Individual Max Hours

Total Project Time Requested

ANCHOR TRUCKING
931
A

Ripley, James

$30,000.00
A4

00:00 HH:mm

Total Project Amount Requested $0.00
Project Amount Remaining For Request $30,000.00
Total Project Time Approved 00:00 HH:mm
Total Project Amount Approved $0.00
Project Amount Remaining For Approval $£30,000.00
Add Employee to Project I Edit Component Definition I

Emp Allocation

¥

Return to Paid Project
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3. Click on Edit Component Definition button.

The screen will look similar to this.
Paid Project Component Master Modify /fDelete
Paid Project: ANCHOR TRUCKING
Grant Humber: 931

Troop
Zone
Paid Project Component Manager Ripley, James P. w
Backup Component Manager{s) Copas. Blizabeth Hope -
Component Funding Limit £30,000.00| %

Specify Employee Indicator r

Individual Max Dollars 5
Individual Max Hours Hours
Save Delete Cancel

4. The following fields may be modified:

e Paid Project Component Manager

e Backup Component Manager

e Component Funding Limit (Optional, but if entered, when added with all other
Component Funding Limits and Funds Expended amounts for the project, must
not exceed the Paid Project Funding Limit)

o Specify Employee Indicator (required, by default is ‘No’) If the Employee
Allocation Indicator is not enabled, one of the Individual Max Hour or Individual
Max Dollars must be entered.

e Individual Max Dollars (Optional, but if entered, must not exceed the Paid Project
Component Funding Limit)

¢ Individual Max Hours (Optional, but if entered must be greater than 0)

5. Single click the _53"® | hutton to save the Component Definition.

The following caption will appear on the Paid Project Component Master screen.

Paid project component definition has been updated successfully

6. The | €ancel | hutton deletes all data entry on the Component Definition screen and
returns to the Paid Project Component Master screen.

Delete

7. Single click the button to delete the Paid Project Component Definition.

The following caption will appear on the Paid Project screen.

Paid project component definition has been deleted successfully
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ADD EMPLOYEE TO PROJECT

The Paid Project Director, Director 2, and Funds Manager and Component Manager have
the authority to Add Employee to a Paid Project in the Paid Projects System. Normally
the Paid Project Component Manager manages his/her sub projects allocations delineated
by Component (Troop/Zone).

Single left click the Manage Paid Project link from Manage Paid Projects Activities
section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
0 Pay Requests Awaiting Approval Manage Paid Projects
0 Pay Request Corrections 1 Pay Requests Awaiting Mgr Approval
0 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.

Projects for which Elizabeth Copas is a Director and/or Funds Manager:

kf‘aid Project Number  Title Director Funding Limit  Start Date (MMiddyyyy) EndDate (MM/ddiyyy )
08 LONESTAR TRANSPORTATION - TEXAS  Kindle, Gregory 525000000  10/04/2009 0613012010
1003 NORTHERN STATES TRANSPORT Kindle, Gregory 525000000  10/04/2009 0613012010
129 COL Backlog Moore, Gary §56,00000 1000412009 0613012010
1083 WIAC 08 Overtime Hall, David 5500000  10/04/2009 0210112010
1078 MCSAP CVIP 09 (CVE) Jamerson, Londell  $15,00000  10/04/2009 0913012010
HE7 STARS10 Jones, Bradley 52400000  10/04/2009 0913012010
1168 WMCSAP 09 (TFD) Jones, Bradley 5500000 10/04/2009 0913012010
430 MU Special Projects Inside (Fed) Kindle, Gregory 560,000.00  09/16/2009 1213119999
10 WU Traffic Detail Drive Time (Hwy) Kindle, Gregory §180000.00  D9/16/2009 1213119999
1000 MU Outside to Inside Stadium (GR) Kindle, Gregory §120000.00  09/16/2009 1112112009
1119 FY10 Other Enforcement 5250 Funds Walker, Ronald 53400000  09/07/2009 1213119999
10010 Dev Test One Fisher Doris 56400000  09/01/2009 1213119999

Projects for which Elizabeth Copas is a Component Manager:

Troop/Zone Paid Project Number Title Funding Limit Start Date ( MMiddiyyyy ) End Date ( MM/ddiyyyy )
A 499 ANCHOR TRUCKING §30,000.00 09/01/2009 063012010

g toutzg

1. Single click on the Troop/Zone or Paid Project Number.
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The screen will look similar to this.

Paid Project Component Master

% Paid Project:  ANCHOR TRUCKING
Grant Number: 931
Troop A
Zone

Paid Project Component Manager  Copas, Elizabeth
Backup Component Manager{s)  HNiblack, Ruth
Component Funding Limit ~ $30,000.00
Specify Employee Indicator Y
Individual Max Dollars
Individual Max Hours

Total Project Time Requested  02:00 HH:mm
Total Project Amount Requested  $83.12
Project Amount Remaining For Request  $29,916.88
Total Project Time Approved  00:00 HH:mm
Total Project Amount Approved  $0.00
Project Amount Remaining For Approval — $30,000.00

I Add Employee to Project I Edit Component Definition Return to Paid Project

List of Paid Project Component Employees Specified to Work the Project

Employee Name Project Hours Hours Req Hours Approved Project Dollars Dollars Req Dollars Approved
Schellman, Richard 00:00 02:00 00:00 533248 58312 50.00

2. Click on Add Employee Allocation button.

The screen will look similar to this.

Paid Project Employee Add
Paid Project  ANCHOR TRUCKING
Paid Project Component Manager  Fisher, Doris
Component QIS
Employee Name Schellman, Richard H 3w Employee payrate: $26.71

Employee Maximum Project Dollars || s 4
Employee Maximum Project Hours Hours §
Payrate (3) Hours Amount (5)
28.71 ® 2| |Eq 21368
%71 x Eqg
%71 x Eq
6 7 8

Save and Add Another Employee Cancel

3. Single click the drop down arrow ¥ to select the Employee Name.
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The employee pay rate is displayed adjacent to the employee name. If the project
is federal funded the employee’s fringe pay rate displays. The pay rate calculator
is used to calculate hourly pay rate by any number of hours to determine the
Maximum Project Dollars.

4. Enter the Employee Maximum Project Dollars. (Optional is Hours are entered)

5. Enter the Employee Maximum Project Hours. (Optional if Dollars are entered)

Save

6. Single click the button to save the Component Definition.

The following caption will appear on the Paid Project Component Master screen.

Paid project employee allocation has been saved successfully

7. The Save and Add Another Employee button allows the current employee

to be added to the Paid Project and provides an additional Paid Project Employee Add
screen.

8. The | Cancel | hutton deletes all data entry on the Component Definition screen and
returns to the Paid Project Component Master screen.
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Changes to Time Reporting Activities

In this section you will see examples of changes to the Time and Leave
Record:

e Paid Project Balances
o Paid Project Time Allocation Section

Note:

Exempt employees when working on a Paid Project must use the Leave
Code of PPWK. Exempt Employees can work a Paid Project only on days
that are designated as either Annual Leave (AL) or Holiday (HOL) or
Regular Day Off (RDO).

Non-Exempt employees must record regular hours when working on Paid
Projects.
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PAID PROJECT BALANCES

Paid Project Balances appear at the top of the Time and Leave Record when an employee
has been assigned to a Paid Project. The balances are in a green banner with the
following information: Federal Comp, State Comp, Holiday Comp, Flex Time, Total and
Time Pending Pay as illustrated below.

WMissouri State Highway Patrol
: gnwiay Employee Name: Roger Officer

Approved By:
TIME & LEAVE RECORD
‘ FLSAType:  Non-Exempt Hember Troop: | Zone: Employee ID (S5H): \Week Beginning:
Submitted By: k
v A w0l ¥ R Vel 4182009

Supervisor: | Keys, Dl

Fed Comp: 4330 State Comp: 16:00 Holiday Comp: 00:00 FLEX Time: 00:00 | Total Time Pending Pay: 59:30 | : Pending Paid Proj Balances
Corrected: NO Status: Draft TLR Correction History Mitpl Appointments: None
Messages:
Day & Date Sunday - 0413 Monday - 04120 Tuesday- 0421  Wednesday-04i22  Thursday - 04/23 Friday - 04/24 Saturday - 04125

Update Balances | | Start End Start End Start End Start End Start End Start End Start End

Shift Beginning &
Ending Times

Total Hours
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PAID PROJECT TIME ALLOCATION SECTION

Paid Project Time Allocation section appears on the Time and Leave Record just above
the Overtime section. In this section the employee chooses the Paid Project and enters
overtime worked on a Paid Project. Time must be entered as HHMM in actual military
time with a value between 0001and 2400. Time can only be entered in the Green section
when an employee already has 40 hours accounted for in the top portion of the Timesheet
(AL, RDO, HOL) or comp time is equal to 8 hours before Paid Project time can be
entered. The Paid Project Time Allocation section displays a green banner as illustrated
below.

Paid Project Time Allocation

Update Balances Sunday - 04149 Monday - 04120 Tuesday- 0421 Wednesday-04i22  Thursday - 04123 Friday - 04/24 Saturday - 14125

Dick's Test Project
Test force funds mgr
&3
Test Forced Funds
Teat
Total Hrs Waorked

OT Explanation (special project code and name, if applicable) 0T Approval Disapproval Comments OT Approved?
Sunday - 04119 [ ves| [ o
Monday - 0420 [ ves| [ no
Tuesday - 04121 [ ves| [ wo
Wednesday - 0422 [ ves| [ wo
Thursday - 04/23 [ ves| [ wo
Friday - 04124 [ ves| [ wo
Saturday - 014125 [ ves| [ wo
TLR Comment:
Save as Draft Submit Week Update Balances Cancel
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Manager Paid Project Activities Status

In this section you will learn about:
o Paid Project Pay Request Awaiting Approval

e Paid Project Pay Request Corrections
o Paid Project Disapproved Pay Requests
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PAY REQUEST AWAITING APPROVAL

The primary purpose of the Pay Request Awaiting Approval view is to inform the
Component Manager that a time sheet has been submitted for supervisor approval. The
time sheet contains hours worked on a Paid Project, therefore the employee is requesting
pay for the time worked on the project. The Director(s) and Funds Manager of the Paid
Project may also view the Pay Request Awaiting Approval.

Single left click the Pay Requests Awaiting Approval link from Manage Paid Projects
Activities section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
1 Pay Requests Awaiting Approva Manage Paid Projects
0 Pay Request Corrections 0 Pay Requests Awaiting Mgr Approval
0 Disapproved Pay Requesis 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.
Paid Project Pay Requests awaiting supervisor approal

PayRequestListfor Troop; A Zone: 04

Supervisar Name Emplayee Name Week Begin Date Pay Request Status

Keys Dale Officer Roger 12222009 Submitied

PayRequestListia Troop; A Zone: 07 /

1. Single click on the Supervisor Name or Week Begin Date.
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The screen will look similar to this.

Approved By: Missouri State Highway Patrol ) Approved By Manager:
. . Employee Name: Officer, Roger
Keys, Dale Paid Project Pay Request Keys, Dale
Submitted By: FLSA Type: Mon-Exempt Member Troop: Zone: Employee ID (S5H): Week Beginning:
Officer, Roger Supervisor: Keyz, Dale A 0 e 234 02/22/2009
L o Litlss N a Special Project: No
Emp Hrs Max: 43:00 Emp Hrs Bal: 40:00 Emp Funds Max: £1,000.00 Emp Funds Bal: 221780 2
Corrected: NO Status: Project Manager Approved 3
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0200 HHMM Hours Approved 0200 HHMM
Pay Request Hours 0300 HHMM 4 Hrs Approval Comment
Pay Request Amount 68.40 5 Amount Approved 4560 §
Suprvsr Disapprvl Comment Disapproval Comment
Day & Date Sunday - 02122 Monday - 02/23 Tuesday - 02124 Wednesday - 02/25 Thursday - 02/26 Friday - 02/27 Saturday - 02/28
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
Pay Request
Daily Detail 0300

Daily Detail Description | Comments

Sunday Thursday
Monday Friday
Tuesday Saturday

Wednesday Special OT Project

Cancel 5

2. The area outlined in RED indicates Employee Hours Maximum, Hours Balance,
Funds Maximum and Funds Balance for the employee for the Paid Project”.

3. The Status of the Pay Request is “Submitted”.

4. The Employee Pay Request indicates Project Work Hours Pay Request hours and Pay
Request Amount.

5. Single click the | ©@"€® | hytton to return to the homepage.
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PAY REQUEST CORRECTIONS

The primary purpose of the Pay Request Corrections view is to inform the Component
Manager that a time sheet has been submitted for supervisor approval; corrections have
been made and are awaiting approval of supervisor. The Director(s) and Funds Manager
of the Paid Project may also view the Pay Request Corrections.

Single left click the Pay Requests Corrections link from Manage Paid Projects
Activities section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
0 Pay Reguests Awaiting Approval Manage Paid Projects
1 Pay Reguest Corrections 0 Pay Reguests Awaiting Magr Approval
0 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.

Correction Paid Project Pay Requests submitted for supervisor approval

Pay Request Listfor Troop: A Zone: 01
Supervisor Name Employee Name \Week Begin Date Pay Request Status

Keys Dale \ Submitted: Modify

Disapproved
1. Single click on the Supervisor Name or Week Begin Date.

Officer Roger 03/08i2009
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The screen will look similar to this.

Approved By: Wi i i
PP ¥ . ISS:Our'I SFate Highway Patrol Employee Name: Officer, Roger Approved By Manager:
Keys, Dale Paid Project Pay Request
Submitted By: FLSA Type: Non-Exempt Member Troop: Zone: Employee 1D (S5H): Week Beginning:
Officer, Roger Supervisor: Keys, Dale A ] 234 03/08/2009
Project Id: D3205 Description: Tesat Manager: Keyz Dale Special Project: No
Emp Hrs Max: 48:00 Emp Hrs Bal: 35:30 Emp Funds Max: 31,000.00 Emp Funds Bal: 3715.00
Corrected: YES 2 Status: Submitted: Modify Dizapproved 3
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0300 HHMM Hours Approved 000 HHMM
Pay Request Hours 0430 HHMM 4 Hrs Approval Comment
Pay Request Amount 102.60 § Amount Approved 0.00 §
Suprvsr Disapprvl Comment Disapproval Comment
Day & Date Sunday - 03/08 Monday - 03/09 Tuesday - 0310 Wednesday - 0311 Thursday - 03/12 Friday - 03113 Saturday - 0314
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
Pay Request
Daily Detail 0430
Daily Detail Description / Comments
Sunday Thursday
Monday Friday
Tuesday Saturday
Wednesday Worked on Paid Project
Cancel 5

2. The time sheet has been corrected is awaiting approval as indicated by “YES”.

3. The Status of the Pay Request is “Submitted Modify Disapproved”.

4. The Employee Pay Request indicates the Project Work Hours, Pay Request Hours, and
Pay Request Amount.

5. Single click the

Cancel | hytton to return to the homepage.
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DISAPPROVED PAY REQUESTS

The primary purpose of the Disapproved Pay Requests view is to inform the Component
Manager that a time sheet has been submitted for supervisor approval and the supervisor
has disapproved pay request. The Director(s) and Funds Manager of the Paid Project
may also view the Pay Request Corrections.

Single left click the Disapproved Pay Requests link from Manage Paid Projects
Activities section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
0 Pay Requesis Awaiting Approval Manage Paid Projects
0 Pay Request Corrections 0 Pay Requests Awaiting Mgr Approval
1 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.

Supervisor disapproved Paid Project Pay Requests awaiting user correction

Pay Request Listfor Troop: A Zone: 01

Supervisor Name Employee Name Week Beqgin Date Pay Request Status
Keys Dale \ Officer Roger ’ 03/08/2009 Supenvisor Disapproval

1. Single click on the Supervisor Name or Week Begin Date.
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The screen will look similar to this.

Approved By:
Keys, Dake
Submitted By:
(Officer, Roger
Project Id: DS805
Emp Hrs Max: 4200

Missouri State Highway Patrol

Paid Project Pay Request
FLSA Type: Non-Exempt Member
Supervisor: Keyz, Dale A
Description: Test

Emp Hrs Bal: 35:30

Emp Funds Max: 21,000.00

Troop: | Zone:

Employee Name: Officer, Roger

Manager: Keys, Dale
Emp Funds Bal: 3715.00

Employee 1D {SSH):
0 w234

Approved By Manager:

Vieek Beginning:
03/08/2008

Special Project: No

Corrected: NO Status: Supervizor Dizapproval 2
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0400 HHMM Hours Approved 0000
Pay Request Hours 0600 HHMM 3 Hrs Approval Comment
Pay Request Amount 136.80 § Amount Approved 0.00
Suprvsr Disapprvl Comment Dizapproval Comment
Day & Date Sunday - 03/08 Monday - 03/08 Tuesday - 0310 | Wednesday - 0341 | Thursday - 0312 Fricay - 0313 Saturday - 0314
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Appr Req Appr
Pay Request
Daily Detail 0800
Daily Detail Description /| Comments
Sunday Thursday
Monday Fricay
Tuesday Saturday
Wednesday Warked on Paid Project
cancel | 4

2. The Status of the Pay Request is “Supervisor Disapproved”.

3. The Employee Pay Request indicates the Project Work Hours, Pay Reuquest Hours,
and Pay Request Amount.

4. Single click the

Cancel
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Paid Project Management

In this section you will learn how to:
e Manage Pay Requests Awaiting Mgr Approval

e Manage Pay Requests Requiring Funds manager Approval
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MANAGE PAY REQUESTS AWAITING MGR APPROVAL

If funds are available for a paid project, pay requests flow to the Paid Project Component
Manager for approval or disapproval. The Director(s) and Funds Manager also have
access to the pay request and can approve or disapprove the pay request but typically the
Component Manager performs the approval/disapproval request.

Single left click the Pay Request Awaiting Manager Approval link from Manage Paid
Projects Activities section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status Paid Project Management
0 Pay Requesis Awaiting Approval Manage Paid Projects
0 Pay Request Corrections 1 Pay Requests Awaiting Mar Approval
0 Disapproved Pay Requesis 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.

Component Manager Pay Requests awaifing Approval

Pay Request List for Troop: Q Zone: IS
Supervisor Name Project Title Employee Name Week Bagin Date Pay Request Status
Niblack Ruth A ANCHOR TRUCKING Schellman Richard H 0912712009 lanager Approval Ready

S 7

Funds Manager Pay Requests awaiting Approval

Backup Component Manager Pay Requests awaiting Approval

Director Pay Requests awaifing Approval

1. Single click on the Supervisor Name or Week Begin Date.
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The screen will look similar to this.

AeerEd B: MiSS:OUFi S.tate Highway Patrol Employee Name: Schelman, Richard Approved By Manager:
Niblack, Ruth Paid Project Pay Request
Submitted By: FLSA Type: Civilian Exempt Troop: Zone: Employee ID {SSH): Week Beginning:
Schellman, Richard Supervisor: Niclack, Ruth Q 15 =119 09/27/200%
Project Id: 439 Title: ANCHOR TRUCKING Manager: Copag, Elizabeth Special Project: No
Emp Hrs Max: Nia Emp Hrs Bal: N/& Emp Funds Max: 233243 Emp Funds Bal: £332.48 Project Funds Bal: $30,000.00
Corrected: NO Status: Manager Approval Ready 2
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0200 HHMM Hours Approved hZUU HHMM
Pay Request Hours 0200 HHMM Hrs Approval Comment
Gross Pay Request Amount 5342 § Gross Amount Approved 5342 §
Pay Request AmtIncl Frng 8312 § Approved Amount Incl Frng $83.12 §
Suprver Disapprvl Comment Dizapproval Comment
Day & Date Sunday - 09/27 Monday - 09/28 Tuesday - 09/29 Wednesday -09/30  Thursday - 10/01 Friday - 10/02 Saturday - 10103
Employee Req Appr Req Appr Req Appr Req Appr Reg Appr Req Appr Req Appr
Pay Request
Daily Detail 0200
Daily Detail Description / Comments
Sunday Paid Project Thursday
Monday Friday
Tuesday Saturday
Wednesday 4 5 6
Disapprove Cancel

2. The Status of the Pay Request is “Manager Approval Ready”.

3. The Employee Pay Request indicates Project Work Hours, Pay Requests Hours, and
Pay Request Amount.

4. Single click the button to approve pay request. Once a pay request is

approved by the Component Manager, the pay request is available for viewing and the
pay request interfaces to SAM II.

The following caption will appear on the Time and Leave Reporting homepage.

Pay request has been approved successfully

5. Single click the PO button to disapprove pay request. Once a pay request is
disapproved by the Component Manager, the pay request is available for viewing and
normal Comp time is credited to the employee.

The following caption will appear on the Time and Leave Reporting homepage.

Pay request has been disapproved successfully

6. Single click the | <@ | pytton to return to the homepage.
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PAY REQUESTS REQUIRING FUNDS MANAGER APPROVAL

All funds may not be immediately available when Paid Projects are initiated. The Funds
Manager must determine if funds are available and the amount of funds available to be

paid to employees working on the Paid Projects. The Component Manager may approve
the Pay Request but the Funds Manager must verify the Pay Request. The Director of the
Paid Project may also verify the Pay Request.

Single left click the Pay Request Awaiting Funds Manager Approval link from Manage
Paid Projects Activities section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities Activity Status

0 Pay Requests Awaifing Approval

Paid Project Management

Manadqe Paid Projects

0 Pay Request Corrections

0 Pay Requests Awaiting Mar Approval

0 Disapproved Pay Requests 5 Pay Reque anager A
The screen will look similar to this.
Funds M Pay Req iting Verification
Pay Request List for Troop: A Zone: 01
Supervisor Name Project Title Employee Name Week Begin Date Pay Request Status

Anderson Brian M. Test Forced Funds Keys Dale 02M15/2008 Project Manager Approved

Keys Dale Test Officer Roger 02/22/2009 Project Manager Approved

Keys Dale Test Officer Roger 03/01/2008 Project Manager Approved

Keys Dale Test Officer Roger 03/08/2008 Project Manager Approved

Keys Dale Test Officer Roger 03/22/2008 Project Manager Approved

Keys Dale Test Forced Funds Officer Roger 04/05/2009 Project Manager Approved

Director Pay Reqguests awaiting Verification

Pay Request List for Troop: A Zone: 01

Supervisor Name Project Title Employee Name Week Begin Date Pay Request Status
Keys Dale Dick's Test Project Officer Roger 01/25/2009 Project Manager Approved
Keys Dale Dick's Test Project Officer Roger 02/01/2008 Project Manager Approved
Keys Dale Dick's Test Project Officer Roger 02/08/2008 Project Manager Approved
Anderson Brian M. Dick's Test Project Keys Dale 02/08/2009 Project Manager Approved
Anderson Brian M. Dick's Test Project Keys Dale 02M15/2009 Project Manager Approved

1. Single click on the Supervisor Name or Week Begin Date. (Notice there may be
two sections on this screen: one for Funds Manager and one for Director)
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The screen will look similar to this.

Suprvsr Disapprvl Comment

Approved By: Missouri State Highway Patrol - Approved By Manager:
Keys. Dokt Paid Proiect Pay Request Employee Name: Officer, Roger Keys. Dale
Submitted By: FLSA Type: Non-Exempt Member Troop: | Zone: Employee ID (SSH): Week Beginning:
Officer, Roger Supervisor: Keys, Dale A 0 234 04/05/2009
Project Id: 05028 Title: Test Forced Funds Manager: Keys, Dale Special Project: No
Emp Hrs Max: N/A Emp Hrs Bal: N/A Emp Funds Max: 2300.00 Emp Funds Bal: $300.00 Project Funds Bal: 324 84483
Corrected: NO Status: Project Manager Approved
Messages: Maximum time that can be approved for the pay request: 01:30
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0100 HHMM Hours Approved h130 HHMM
Pay Request Hours 0130 HHMM 3 Hrs Approval Comment
Gross Pay Request Amount 420 § Gross Amount Approved 3420 §
Pay Request Amt Incl Frng 5565 § Approved Amount Incl Frng 5565 § 4

Disapproval Comment

Day & Date Sunday - 0405 Monday - 04/08

Employee Req Appr Req Appr Req
Pay Request

Daily Detail

Sunday
Monday
Tuesday

Wednesday Paid Project Force Fundz

Tuesday - 04107

Wednesday - 04108 ~ Thursday - 04109 Friday - 04110 Saturday - 04/11

Req Appr Req Appr Req Appr Req Appr

M30 0130

Daily Detail Description / Comments

Thursday
Friday
Saturday

Cancel

2. The status of the pay request is “Project Manager Approved”.

3. The Employee Pay Request indicates Project Work Hours, Pay Requests Hours,

and Pay Request Amount.

4. The Paid Project Manager Approval indicates the Gross Amount Approved and
Approved Amount Including Fringe by the Component Manager.

5. Single click the button to approve pay request. Once a pay request is
verified by the Funds Manager, the pay request is available for viewing and the

pay request interfaces to SAM II.

The following caption will appear on the Funds Manager Pay Request Awaiting Verification.

Pay request has been verified successfully

Cancel

6. Single click the

button to return to the homepage.
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Manager Paid Project Viewable Reports

In this section you will learn about:

e Paid Project Pay Request Times
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PAY REQUEST TIMES

Director(s), Funds Manager, and Component Managers can access Pay Requests Times
Reports. The reports assist managers in monitoring personnel, time and money expended
on Paid Projects.

Single left click the Pay Request Times link from Manage Paid Projects Activities
Viewable Reports section of the Time and Leave Reporting System homepage.

Manager Paid Proj Activities ~  Activity Status Paid Project Management Viewable Reports

1 Pay Requests Awaiting Approval - Manage Paid Projects Pay Request Times

0 Pay Request Corrections 0 Pay Requests Awaiting Mar Approval
0 Disapproved Pay Requests 0 Pay Requests Requiring Funds Manager Approval

The screen will look similar to this.

Paid Project Reports

Please choose a report: | TLR Pay Request Times

Low Date: MMddyyyy High Date: MMddyyyy
Proj Troop: b Proj Zone: b
Please select a paid project; bl
Submit Cancel

1. Select preferred criteria for the report
a. Low Date and High Date
b. Troop and Zone
c. Paid Project (always required)
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The screen will look similar to this.

Pay Request Times Report
Pay Requests For Project Test From 02/01/2009 To 12/31/2009 Page: 1
Time Amount
Troop/Zone Employee Name Date Status TimeWorked TimeReq = AmountReq Approved Approved
Project
AN Officer, Roger 2009-02-18 | Manager 08:00 08:00 5.00 0000 5.00
Approved
Project
2009-02-25 | Manager 02:00 03:00 5.00 00:00 5.00
Approved
Project
2009-03-04 | Manager 01:00 01:30 5.00 00:00 5.00
Approved
Project
2009-03-11 | Manager 03:00 04:30 5.00 00:00 5.00
Approved
Project
2009-03-19 | Manager 02:00 03:00 5.00 00:00 5.00
Dizapproval
2009-03-2 Submitted 02:00 03:00 5.00 00:00 5.00
Employee Officer, Roger Total: 18:00 2300 5.00 00:00 5.00
Component A/01 Total: 18:00 2300 5.00 00:00 5.00
Troop A Total: 18:00 2300 5.00 00:00 5.00
Grand Total for Project: 18:00 2300 5.00 00:00 5.00

2. Single click on the Pay Request Date to view the Paid Project Pay Request.

The screen will look similar to this.

Approved By: Missouri State Highway Patrol Approved By Manager:
. . Employee Name: Officer, Roger
Keys, Dale Paid Project Pay Request Keys, Dale
Submitted By: FLSA Type: Non-Exempt Member Troop: Zone: Employee ID (S5N): Week Beginning:
Cfficer, Roger Supervisor: Keys, Dale A m 234 03/08/2009
Project Id: D3805 Title: Test Manager: Keys Dale Special Project: No
Emp Hrs Max: 43:00 Emp Hrs Bal: 35:30 Emp Funds Max: $1,000.00 Emp Funds Bal: 3715.00
Corrected: YES Status: Project Manager Approved
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0300 HHMM Hours Approved 0430 HHMM
Pay Request Hours 0430 HHMM Hrs Approval Comment
Pay Request Amount 10260 $ Amount Approved 10260 3
Suprver Dizapprvl Comment Digapproval Comment
Day & Date Sunday - 03/08 Monday - 03109 Tuesday - 03110 Wednesday - 03111 Thursday - 0312 Friday - 03113 Saturday - 03114
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
Pay Request
Daily Detail 0430
Daily Detail Description / Comments
Sunday Thursday
Monday Friday
Tuesday Saturday
Wednesday Worked on Paid Project
Cancel
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2. The Pay Request displays numerous fields but most importantly the Employee Hours
Maximum, Employee Hours Balance, Employee Funds Maximum, and Employee Funds
Balance

- Page 46 -



User Paid Project Activities Status

In this section you will learn about:

Supervisor Unapproved Pay Requests
Manager Unapproved Pay Requests
Supervisor Disapproved Pay Requests
Manager Disapproved Pay

Saved Paid Project Record Summary
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SUPERVISOR UNAPPROVED PAY REQUEST

The Supervisor Unapproved Pay Request option allows the Paid Project Employee (user)
to view Pay Requests awaiting the Supervisor Time Sheet approval process. The
employee’s Time Sheet containing Paid Project time must be approved by the employee’s
supervisor before the Pay Request can be approved by the Component Manager.

Single left click the Supvsr Unapproved Pay Request link from User Paid Proj Activities
Status section of the Time and Leave Reporting System homepage.

User Paid Proj Activities Activity Status Paid Proj Activities
1 0 Manager Unapproved Pay Requests Request Special Project Pay

0 Suprvsr Disapproved Pay Requests 0 Manager Disapproved Pay Requests Pay Request Times
Saved Paid Proj Record Summary

The screen will look similar to this.

Paid Project Pay Requests awaiting supervisor approval

Week Begin Date Project Id Project Title Pay Request Status
0212212009 05061 Dick's Test Project Submitted

1. Single click on the Week Begin Date.

The screen will look similar to this.

Approved By: Fﬁ:zugrijtz:t ';Ig:\gaeyqzae[;? Employee Name: Ksys, Dale Approved By Manager:
Submitted By: FLSA Type: Mon-Exempt Member Troop: Zone: Employee ID (S3N): Week Beginning:
Keys, Dale Supervison Anderson, Brian A I3l b A0 02/22/2009
Project Id: DE081 Title: Dick's Test Project Manager: Keys, Dale Special Project: Mo
Emp Hrs Max: N/A Emp Hrs Bal: N/A Emp Funds Max: 51,000.00 Emp Funds Bal: $1,000.00
Corrected: NO Status: Submited
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0500 HHMM Hours Approved 0000 HHMM
Pay Request Hours 0300 HHMM 3 Hrs Approval Comment
Pay Request Amount 315.18 $ Amount Approved 0.00 1
Suprvsr Disapprvl Comment Disapproval Comment
Day & Date Sunday - 02122 Monday - 02123 Tuesday - 02124 Wednesday - 02125 Thursday - 02126 Friday - 02127 Saturday - 02128
Emplayee Req Appr Req Appr Req Appr Reqg Appr Reqg Appr Req Appr Req Appr
Pay Request
Daily Detail 1800
Daily Detail Description | Comments
Sunday Thursday
Monday Friday
Tuesday Dick's project Saturday
Wednesday
Cancel 4
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2. The Status of the Pay Request is “Submitted”.

3. The Employee Pay Request indicates Project Work Hours Pay Request hours and Pay
Request Amount.

4. Single click the | ©@€®! | pytton to return to the homepage.
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MANAGER UNAPPROVED PAY REQUEST

The Manager Unapproved Pay Request option allows the Paid Project Employee (user) to
view Pay Requests awaiting the Manager’s approval process. The employee’s Time
Sheet containing Paid Project time is approved by the employee’s supervisor and is
awaiting approval by the Component Manager.

Single left click the Manager Unapproved Pay Request link from User Paid Proj
Activities Status section of the Time and Leave Reporting System homepage.

User Paid Proj Activities Activity Status Paid Proj Activities
0 Suprvsr Unapproved Pay Requests 1 Requesf Special Project Pay

0 Suprvsr Disapproved Pay Requests 1 Manager Disapproved Pay Requests — Pay Request Times

Saved Paid Proj Record Summary

The screen will look similar to this.

Paid Project Pay Requests awaiting manager approval

Week Begin Date Project Id Project Title Pay Request Status

032212009 03805 Test Ianager Approval Ready

1. Single click on the Week Begin Date.

The screen will look similar to this.

Approved By: Missouri State Highway Patrol ) Approved By Manager:
. R Employee Name: Officer, Roger
Keys, Dale Paid Project Pay Request Keys, Dale
Submitted By: FLSA Type: Non-Exempt Member Troop: Zone: Employee ID (S5H): Vieek Beginning:
Officer, Roger Supervisor: Keys, Dale A 01 =234 032212009
Project Id: DS205 Title: Test Manager: Keys, Dale Special Project: o
Emp Hrs Max: 42:00 Emp Hrs Bal: 28:00 Emp Funds Max: 51,000.00 Emp Funds Bal: 5$544.00
Corrected: YES Status: Manager Approval Ready
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0100 HHMM Hours Approved 0000 HHMM
Pay Request Hours 0130 HHMM 3 Hrs Approval Comment
Pay Request Amount 34.20 $ Amount Approved 0.00 3
Suprvsr Disapprvl Comment Disapproval Comment Only Worked 1 Hr on Paid Project
Day & Date Sunday - 03122 Monday - 03123 Tuesday -03/24 Vednesday - 03/25 Thursday - 03/26 Friday - 03/27 Saturday - 03/28
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
Pay Request
Daily Detail 0130
Daily Detail Description | Comments
Sunday Thursday
Monday Friday
Tuesday Saturday
Wednesday Worked on Test Paid Project
Cancel 4
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2. The Status of the Pay Request is “Manager Approval/Ready”.

3. The Employee Pay Request indicates Project Work Hours Pay Request hours and Pay
Request Amount.

4. Single click the | ©@"¢®! | phutton to return to the homepage.
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SUPERVISOR DISAPPROVED PAY REQUEST

The Supervisor Disapproved Pay Request option allows the Paid Project Employee (user)
to view Pay Requests that are disapproved through the Supervisor Time Sheet approval
process. The employee’s Time Sheet containing Paid Project time is disapproved by the
employee’s supervisor should be corrected by the employee so that the Pay Request can
be approved by the Component Manager.

Single left click the Supvsr Disapproved Pay Request link from User Paid Proj Activities

Status section of the Time and Leave Reporting System homepage.

User Paid Proj Activities Activity Status Paid Proj Activities

0 Suprvst Unapproved Pav Requests 0 Manager Unapproved Pay Requests — Request Special Project Pay

1 1 Manager Disapproved Pay Requests — Pay Request Times

Saved Paid Proj Record Summary

The screen will look similar to this.

Supervisor Disapproved Paid Project Pay Requests

Week Begin Date Project Id Project Title Pay Request Status
03/29/2009 035805 Test Supenisor Disapproval

1. Single click on the Week Begin Date.

The screen will look similar to this.

Approved By: Missouri State Highway Patrol
PP ¥ : . . 9 y Employee Hame: Officer, Roger Approved By Manager:
Keys, Dale Paid Project Pay Request
Submitted By: FLSA Type: Non-Exempt Member Troop: Zone: Employee ID (SSN): Vieek Beginning:
Officer, Roger Supervisor: Keys, Dale A ] =234 03/25/200%
Project Id: DS205 Title: Test Manager: Keys, Dals Special Project: No
Emp Hrs Max: 48:00 Emp Hrs Bal: 26:20 Emp Funds Max: 51,000.00 Emp Funds Bal: S508.80
Corrected: NO Status: Supervizor Dizapproval 2
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0400 HHMM . Hours Approved oooo HHMM
Pay Request Hours 0600 HHMM 3 Hrs Approval Comment
Pay Request Amount 136.80 s Amount Approved 0.00 $
Suprvsr Disapprvl Comment Disapproval Comment
Day & Date Sunday - 03/29 Monday - 03/30 Tuesday - 03/31 Wednesday - 04/01 Thursday - 04/02 Friday - 04/03 Saturday - 04/04
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
Pay Request
Daily Detail 0600
Daily Detail Description /| Comments
Sunday Thursday
Monday Friday
Tuesday Saturday
Viednesday Working Paid Project Test .
Cancel 4
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2. The Status of the Pay Request is “Supervisor Disapproved”.

3. The Employee Pay Request indicates Project Work Hours Pay Request hours and Pay
Request Amount.

4. Single click the | ©@"€®l | hytton to return to the homepage.
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MANAGER DISAPPROVED PAY REQUEST

The Manager Disapproved Pay Request option allows the Paid Project Employee (user)
to view Pay Requests that are disapproved by the Component Manager. The Disapproval
Comment area indicated the reason for disapproval.

Single left click the Manager Disapproved Pay Request link from User Paid Proj
Activities Status section of the Time and Leave Reporting System homepage.

User Paid Proj Activities Activity Status Paid Proj Activities

0 Suprvsr Unappraved Pay Requests 0 Manager Unapproved Pay Requests Request Special Project Pay

1 Suprvsr Disapproved Pay Requests 1 Pay Request Times

Saved Paid Proj Record Summary
The screen will look similar to this.

Manager Disapproved Paid Project Pay Requests

Week Begin Date Project ld Project Title Pay Request Status

0314/2009 D3804 Test Project Manager Disapproval

1. Single click on the Week Begin Date.

The screen will look similar to this.

Approved By: Missouri State Highway Patrol i Approved By Manager:
. . Employee Name: Officer, Roger
Keys, Dake Paid Project Pay Request Keys, Dale
Submitted By: FLSA Type: Mon-Exempt Member Troop: Zone: Employee ID {SSN): Week Beginning:
Officer, Roger Supervizor: Keys, Dale A 01 234 031572009
Project Id: 03805 Title: Test Manager: Keys, Dale Special Project: Mo
Emp Hrs Max: 48:00 Emp Hrs Bal: 31:00 Emp Funds Max: 51,000.00 Emp Funds Bal: $512.40
Corrected: MO Status: Project Manager Dizapproval 2
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0200 HHMM Hours Approved oooo HHRIM
Pay Request Hours 0300 HHMM 3 Hrs Approval Comment
Pay Request Amount 68.40 $ Amount Approved 0.00 $ 4
Suprvsr Disapprvl Comment Disapproval Comment OT Worked was not a Paid Project
Day & Date Sunday - 0315 Monday - 0316 Tuesday - 0317 Wednesday - 0348 = Thursday - 0319 Friday - 03/20 Saturday - 03/21
Employee Req Appr Req Appr Reg Appr Reg Appr Reg Appr Reg Appr Reg Appr
Pay Request
Daily Detail 0300
Daily Detail Description | Comments
Sunday Thursday OT for Paid Project Test
Monday Friday
Tuesday Saturday
Wednesday
Cancel 5
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2. The Status of the Pay Request is “Project Manager Disapproved”.

3. The Employee Pay Request indicates Project Work Hours Pay Request hours and Pay
Request Amount.

4. The Disapproval Comment indicates the reason the Pay Request is disapproved.

5. Single click the | ™8 | putton to return to the homepage.
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SAVED PAID PROJECT RECORD SUMMARY

The Saved Paid Project Record Summary option allows the Paid Project Employee (user)
to view all Pay Requests submitted by him/her for all Paid Projects.

Single left click the Saved Paid Project Record Summary link from User Paid Proj
Activities Status section of the Time and Leave Reporting System homepage.

User Paid Proj Activities Activity Status Paid Proj Activities

0 Suprvsr Unapproved Pay Requests 0 Manager Unapproved Pay Requests — Request Special Project Pay

1 Suprvsr Disapproved Pay Requests 1 Manager Disapproved Pay Requests Pay Request Times

Saved Paid Proj Record Summary

The screen will look similar to this.
Saved Paid Project Pay Requests

Week Begin Date Project Id Project Title Pay Request Status
1212812008 7777 Fy09 Year End Hwy Comp Time Draft
- Payoff
01/25/2009 DS061 Dick's Test Project Project Manager Approved
02/01/2009 DS061 Dick's Test Project Project Manager Approved
02/08/2009 DS061 Dick's Test Project Project Manager Approved
02/15/2009 DS805 Test Project Manager Approved
0212212009 DS805 Test Project Manager Approved
03/01/2009 DS805 Test Project Manager Approved
03/08/2009 DS805 Test Project Manager Approved
03/M15/2009 DS805 Test Project Manager Disapproval

0312212009 DS805 Test Project Manager Approved

03/29/2008 \ DS805 Test Supernvisor Disapproval

1. Single click on the Week Begin Date.

The screen will look similar to this.

Approved By: Missouri State Highway Patrol
PP v ; . . g y Employee Name: Officer, Roger Approved By Manager:
Keys, Dale Paid Project Pay Request
Submitted By: FLSA Type: Non-Exempt Member Troop: Zone: Employee ID (S5N): Vieek Beginning:
Officer, Roger Supervisor: Keys, Dale A o1 w234 03/25/200%
Project Id: DS205 Title: Test Manager: Keys Dale Special Project: No
Emp Hrs Max: 42:00 Emp Hrs Bal: 26:30 Emp Funds Max: $1,000.00 Emp Funds Bal: $509.30
Corrected: NO Status: Supervisor Dizapproval
Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0400 HHMM Hours Approved 0000 HHMM
Pay Request Hours 0600 HHMM Hrs Approval Comment
Pay Request Amount 136.80 $ Amount Approved 0.00 s
Suprvsr Disapprvl Comment Disapproval Comment
Day & Date Sunday - 03/29 Monday - 03/30 Tuesday - 03/31 Wednesday - 0401 | Thursday - 04/02 Friday - 04/03 Saturday - 04/04
Employee Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
Pay Request
Daily Detail 0800

Daily Detail Description | Comments

Sunday Thursday
Monday Friday
Tuesday Saturday
Wednesday Working Paid Project Test
Cancel
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User Paid Project Activities

In this section you will learn about:

¢ Request Special Project Pay
e Pay Requests Times
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REQUEST SPECIAL PROJECT PAY

TO BE COMPLETED IN PHASE Il OF PAID PROJECT SYSTEM
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PAY REQUEST TIMES REPORT
The Pay Request Times Report option allows the Paid Project Employee (user) to view
all Pay Requests submitted by him/her for all Paid Projects.

Single left click the Pay Request Times link from User Paid Project Activities section of
the Time and Leave Reporting System homepage.

User Paid Proj Activities | Activity Status Paid Proj Activities
0 Suprvsr Unapproved Pay Requests 0 Manager Unapproved Pay Requests  Request Special Project Pay

1 Suprvsr Disaporoved Pay Requests 1 Manager Disapproved Pay Requests  Pay Reques! Ties

Saved Paid Proj Record Summary

The screen will look similar to this.

Paid Project Reports

Please choose a report: | TLR Pay Request Times »

Low Date: MMddyyyy High Date: MMddyyyy
Please select a paid project: b
Submit Cancel

1. Enter Low Date and High Date as illustrated.

2. Single click the drop down arrow * to select a Paid Project.
This field is required

Submit

3. Single click the button.
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The screen will look similar to this.

Pay Request Times Report

Pay Requests For Project Test From 01/01/2009 To 02/28/2009 Page: 1
Date Status Time Worked Time Req Amount Req Time Approved Amount Approved
Total for Project: 10:00 11:00 5.00 00:00 5.00
2009-02-25 Projectianager | 4,5 03:00 5.00 00:00 5.00
Approved
2009-02-18 Projectllanager | g9 08:00 5.00 00:00 5.00
Approved
4. Single click on the Date field.
The screen will look similar to this.
Approved By: Missouri State Highway Patrol ) Approved By Manager:
. \ Employee Name: Officer, Roger
Keys, Dale Paid Project Pay Request Keys, Dale
Submitted By: FLSA Type: Non-Exempt Member Troop:  Zone: Employee 1D (S5H): Week Beginning:
Officer, Roger Supervisor: Keyz, Dale A 0 b VAT 121512009
Project Id: D5205 Title: Test Manager: Keys, Dale Special Project: No

Emp Hrs Max: 48:00
Corrected: YES

Emp Hrs Bal: 42:00 Emp Funds Max: 1,000.00 Emp Funds Bal: &1,000.00

Status: Project Manager Approved

Suprvsr Disapprvl Comment

Messages:
Employee Pay Request Paid Project Manager Approval
Project Work Hours 0300 HHMM Hours Approved 0500 HHMM
Pay Request Hours 0300 HHMM Hrs Approval Comment
Pay Request Amount 182.40 § Amount Approved 18240 §

Disapproval Comment funds not yet avaiable

Day & Date Sunday - 02115

Employee

Req App

Pay Request
Daily Detail

Sunday
Monday
Tuesday

Wednesday DWW Saturation

Monday - 02116 Tuesday-0217  Wednesday-0218  Thursday - 02119 Friday - 02120 Saturday - 0221
r Req Appr Req Appr Req Appr Req Appr Req Appr Req Appr
1500

Daily Detail Description | Comments

Thursday
Friday
Saturday

Cance

5. Single click the

Cancel | ptton to return to the homepage.
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APPENDIX A - Error Messages

Note: In the following messages any message with {0}/{1}/{2} indicates that the
message will be configured just before display. {0}/{1}/{2} can be treated as place
holder variables.

Paid Project Component Definition Errors:

Paid project component definition is in use and can no longer be deleted

Paid project master for the component definition is not a valid paid project

Paid project master for the component definition is required

Paid project component limit should be a valid amount greater than zero

Paid project component allocation cannot exceed available funds allocation {0}

Paid project component funding limit is required

Paid project component funding limit cannot be less than the amount already approved
{0}

Paid project component manager is required

Paid project manager selected is not a valid employee

Component backup manager selected is not a valid employee

Backup manager {0} selected is same as the backup manager{1}

Backup manager {0} is same as the component manager

Project definition for the component {0}{1} or troop {0} has already been defined
Project definition for the troop {0} has already been defined

Component cannot be changed for a saved project component master

Individual employee maximum hours should be a valid value greater than zero specified
in Hours

Individual employee maximum hours cannot be less than the maximum individual hours
already approved {0}

Individual employee maximum amount should be a valid amount greater than zero
Individual employee maximum amount cannot be greater than component limit
Individual maximum amount cannot be less than the maximum individual amount
already approved {0}

Specify Employee Indicator cannot be marked if individual employee maximum amount
or maximum hours is specified

Specify Employee Indicator or individual employee maximum amount or maximum
hours should be specified

Employee allocations have already been defined for the project. Employee allocation
cannot be disabled

Paid Project Employee Allocation Errors:
Paid project employee allocation is in use and can no longer be deleted
Paid project component definition master for the employee allocation is not valid
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Paid project component definition master for the employee allocation is required

Paid project allocation employee cannot be changed

Paid project allocation employee is not a valid employee

Paid Project allocation employee is required

Maximum employee hours should be a valid value greater than zero specified in Hours
Maximum employee allocation amount should be a valid amount greater than zero
Maximum employee hours or maximum employee amount should be specified

Project allocation for the employee {0} has already been defined

Employee allocation cannot exceed the available component funds allocation {0}
Maximum project amount cannot be less than the amount already approved {0} for the
employee

Maximum project hours cannot be less than the time already approved {0} for the
employee

Employee Pay Request Projects Messages:

Pay request date is required

Pay request date should be a valid date in MMddyyyy format
Pay request project should be selected

Employee Pay Request Messages:

Hours worked should be a valid number greater than or equal to zero in HHMM format
Hours worked should be in 15-minute increments only

Hours requested for pay should be a valid number greater than or equal to zero in HHMM
format

{0} - Hours entered should be a valid number greater than or equal to zero in HHMM
format

{0} - Hours entered should be in 15-minute increments only

Hours approved for pay should be a valid number greater than or equal to zero in HHMM
format

Paid project hours worked is required

Paid project hours requested for pay is required

Paid project hours approved for pay is required

Project pay requested amount {0} should not exceed employee allocated amount
remaining {1}

Project hours requested {0} should not exceed employee allocated hours remaining {1}
Project pay requested amount {0} should not exceed project funds remaining {1}
Disapproval comment is required

Pay request hours approved can be only up to a maximum of {0}

Hours approval comment is required if hours approved is less than hours requested

Hours requested can be only up to a maximum of {0}

Total project hours reported for week days {0} should be equal to hours worked {1}
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