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The Supervisor List of Timesheet Page

Introduction As a Supervisor, you are able to view the timesheet and Request for Leave
for all the employees you supervise. Different views are available to view
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Action Buttons  On the Home Page of the Timesheet program there are several action
buttons. In the table below a listing of those buttons and a description of
the actions.

Action Button Description

View timesheet for Options of viewing timesheets for yourself or for staff. Views are
described on page 3.

Pay Periods Available only if the view is for Staff, Direct or Employee

Create Timesheet for | View is Employee and Employee is selected from drop down. This

Selected Employee will create a timesheet for that individual.

Create Emp RFL View is Employee and Employee is selected from drop down. This
will create a Request for Leave for that individual.

Staff Record of Leave | View is Employee and Employee is selected from drop down. This
will display a year calendar of all leave taken by that individual.
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The Supervisor List of Timesheet Page, continued

Action Buttons, continued

Action Button

Description

Create a new
timesheet (for you)

Creates a Timesheet for you personally.

Create Request for
Leave (for you)

Creates a Request for Leave for you personally.

View Current /
Archived Records

Current Records radio button displays the current record of any
timesheet or request for leave.

Archived Records radio button displays the current record as well as
any timesheet or request for leave that had been returned back to
the employee.

Daily Record of Leave

Display a year calendar of all leave taken by you personally.

Selected Status

Defaults to “All”. Can view just a particular status of timesheet or
request for leave, such as “Work in Progress”, “Completed by
Employee”, etc.
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The Supervisor Timesheet Views

Timesheet
Views

To assist the supervisor in working with a limit set of information, different
views have been created on the List of Timesheet page.

Views
Myself

Displays
The Default display. Displays the Timesheets and Request for Leave for the
user.
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The Supervisor Timesheet Views, Continued

Timesheet Views, continued

Views

Displays

Direct

Lists all the employees who the Supervisor directly supervises.
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The Supervisor Timesheet Views, Continued

Timesheet Views, continued

Views

Displays

Staff Record
of Leave

Display a year calendar of all leave taken by the select employee.
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Daily Record
of Leave

Display a year calendar of all leave taken by you personally.
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The Supervisor Timesheet Views, Continued

Timesheet Views, continued

Views Displays

View Current | Current Records radio button displays the current record of any timesheet

/ Archived or request for leave.

Records Archived Records radio button displays the current record as well as any
timesheet or request for leave that had been returned back to the
employee.
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The Supervisor Timesheet Views, Continued, continued

How to

Developed 12/11/2007
Updated 06/01/2012

The following are the steps to creating a personal Request for Leave or

Timesheet.
Step Action Result
1. Click on the action button as
appropriate.
Action Button Action

you)

Create a new timesheet (for

Creates a new timesheet for you
personally.

(for you)

Create a Request for Leave

Creates a new Request for Leave
for you personally.

Pay Period Information page is

displayed.

Continue with entry as instructed
in Chapter 2 or 3 as appropriate.




Creating an Employees Request for Leave and Timesheet

Introduction At times it may be necessary for a Supervisor to create a Request for Leave
and/or Timesheet for one of their employees. Both document can be signed
and approved by the supervisor.

How to The following are the steps to creating an employees’ Request for Leave
and/or Timesheet.

Step Action Result
1. Access the Timesheet System Your List of Timesheet page is
as previously instructed. displayed. Several View options

are available.

2. Select the Employee View
Radio button.

3. Select the Employee from the
drop down box.

4, Select the appropriate action Pay Period Information page is
button. displayed.

e Create Timesheet for
Selected Employee

e Create Emp RFL

5. Continue with entry as
instructed in Chapter 2 or 3 as
appropriate.
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Approving the Request for Leave

Introduction

How to

Developed 12/11/2007
Updated 06/01/2012

Once the employee processes their Request for Leave

the document will be

in the CBE (Completed by Employee) status and ready for the Supervisor to
approve. The Supervisor will be able to view any document of the

employees’ regardless of status.

An e-mail is automatically sent to the Supervisor when an employee

completes and processes a Request for Leave.

The following are the steps to approving a Request for Leave.

Step Action

Result

1. Access the Timesheet System as
previously instructed.

displayed.

Your List of Timesheet page is

Example is by Staff:
Select the Staff Radio button.
Select the pay end date of the pay period.

The dates displayed are from one pay period previous to the
current pay period and all future pay periods to the end of the fiscal

year.

Select the additional view option of the Selected Pay Period, only the

Timesheets or only the Request for Leave.
Will display all staff within Commission or Division
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Approving the Request for Leave, Continued

How to (continued)

Step | Action

Result

Example is by Direct:
Select the Direct Radio button.
Select the pay end date of the pay period.

The dates displayed are from one pay period previous to the
current pay period and all future pay periods to the end of the fiscal

year.
Will display all staff that is directly supervised.
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Approving the Request for Leave, Continued

How to (continued)

Step Action Result
| |

Example is by employee:

Select the Employee Radio button.

Select the Employee from the drop down list.

Will display all pay period records for the employee selected.
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Approving the Request for Leave, Continued

How to (continued)

Developed 12/11/2007
Updated 06/01/2012

Step Action Result

2.

Request for Leave must be Request for Leave completed by
approved first. the employee will be displayed.

The green line item indicates a
Request for Leave, click on the
View link under the Timesheet
column to open the request.
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(3 s true and correct fo the best of my knowledge.
1f & requiest for leave is postedl with  pay periad in the fulure, and the SUpEFViSDF wishes ta documert their pre-approval (or disspproval or
partial approval..), they can enter & comment in the aboie filc then press the ‘Return to Employee! button. This will creste an archive recard of
this request, and create neve Wiark In Frogress (WP Reguest for Leave record vehich Gan be completed by the employss when the actual (or
correct) leave fimes are recorded. This provides an aurdt trail of the request and approval, then alloves for any changes at a leter time (F
needed). The archived recards can be displayed by selecting the “iew Archives' radin selection on the main lising page (*Your Timeshests?)
Signed By Employee Training User 03/30/2011 12:25:06 PM
Signed By Supenisor
Signed ByHR  Processed By Sharp 2
@ Internst f - ®i100% -

Continued on next page
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Approving the Request for Leave, Continued

How to (continued)

Step Action

Result

3. Click on the Process Request for

Leave button.

The following will automatically
occur.

a. | The User Name, Date and Time is displayed in the
Signed By Supervisor.

Status is changed to ABS — Approved by Supervisor
Once the Request for Leave is approved by the
Supervisor it is available for Human Resources approve.
At the time of Human Resources approval, the status
changes to ABHR - Approved by Human Resources.
Once the status is ABHR, it will be available for transfer
into the SHaRP System.

Note: If the Request for Leave is for a pay period in the
future (advance request) the information will not be
transferred into SHaRP until the appropriate pay period
is reached.

TS T O TS TIE T TS

@ view Current Records (O Wiew Archives Selected Status | Al v

Edit Dept. Emp ID# Rcd# Type Pay End Date Name Fund Code [Task Profile Status Earnings Timesheet
EDIT 0393520000 |K0000159753 0710/2010 | TRAIMIMG USER | 01031 0390RS  |ABS 72| WIEW
EDIT 0393520000 K0O00D1 59753 RFL | O7A 02010 TRAIMNING USER | 01031 039GRS  ABS 8 WIEW

Murnber of recards found: 2
= = Current Pay Period

Developed 12/11/2007
Updated 06/01/2012
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Approving the Timesheet

Introduction Once the employee electronically signs their Timesheet the document will be
ready for the Supervisor to approve. The Supervisor will be able to view any
document of the employees’ regardless of status.

How to

The following are the steps to approving a Timesheet.

Step Action

Result

1. Access the Timesheet System as

previously instructed.

displayed.

Your List of Timesheet page is

Example is by Staff:
Select the Staff Radio button.
Select the pay end date of the pay period.

year.

Timesheets or only the Request for Leave.
Will display all staff within Commission or Division

(€]

File Edit View Favories Tools Help

v |2 https ks.gov

v[&]8 x4

¢ Favorites & Timesheets L R o

The dates displayed are from one pay period previous to the
current pay period and all future pay periods to the end of the fiscal

Select the additional view option of the Selected Pay Period, only the

= Timesheets - Windows Internet Explorer Q@|®

Page™ Safsty™ Tools ™ @~ @ [

o

KANSAS

DEVELOPMENT Ver20  2011/030@1227:04  KDOA Infranet Website

AR TR e T Vielcome: Test User [1ZIN Loggad in at: 20110220@12:25:37
Lof Timesheets W Help
@ staft O Myselt . - — ~
View timesheet for i Training User v [ e T
© Direet O Empioyee
26 [ piior Pay Pariods o Dicplay
PayP N p P p . p e p
HPES O sanaro O sanrro O osmo O oarsno O oanera O serizo O oaneria ® oo |0 1N 0Btan Onty
& P & p . vz e 2 @ Selacted Pay Period
© oram0 O vsozro O oazsno O oaono O oasaro O 100210 O tonero O 106010 (dfauly
© 11si0 O vzrmo O rznwo © zrsino O owent O otz O Timesheets (Pay
Perinde)
O Request for Leave
(Pay Pariod+)
Listing of Timesheet Entries e a.nd) L you). | Greate Request For Leave (for you) |

@ View Current Records O View Archives Selected Status | Al v

Edit | Dept. EmpiD#  [Rods Type Pay End Date
EDIT (0393520000 (0000159753

Name
0702010 TRAIMING USER | 01031

Fund Code [Task Profile Status Earnings Timesheet

0390RS  (CHE 72| view

EDIT (0393620000 K00O015753 RFL [ 071102010 TRAINING USER | 01031 | 0390RS [CBE 8 VEW
Timesheet records not found for the following.
Dopt. Employee id Name Funding Code Phone [Email
Number of records found 2
@ = Current Pay Period
Done @ Internet - ®100% -

Developed 12/11/2007

Updated 06/01/2012 15

Continued on next page



Approving the Timesheet, continued

How to (continued)

Step | Action

Result

Example is by Direct:
Select the Direct Radio button.
Select the pay end date of the pay period.

The dates displayed are from one pay period previous to the
current pay period and all future pay periods to the end of the fiscal

year.
Will display all staff that is directly supervised.

= Timesheets - Windows Internet Explorer
@7‘v £ https ks.gov ~ 88/ x 8

Flle Edit View Favorites Tools Help

"

DEPARTMENT ON AGING KO0D0123306

V¢ Favorites | 4@ Timashests -8 o @ - Page~ Safety~ Tools~ @~ &l
KANSAS DEVELOPMENT Ver20 201 1A03/30@12 2722 fio
Welcome: Test User [1ZJN Logged in at 20110330@12:25.37 bt s

® pirect © Employee

20 @] iior Py Pariode o Disstay

PayPe o y ~
ayPeods (3 anana O owrrro © osmo O osnsno O oazano © ooz O ooaene © ornaino

© 1wan0 O vzzmo O 12inmo © s2esno O owernt O ovrzeim

Listing of Timesheet Entries Sl NI TTOR

O star O wmysell T
Viewlimesheetfor = oo Wrse RETITECA Creote Timesheet for Selected Employee [ Create Emp RFL

awio O osozro O oazwio O oaoano O oanarie O 1omzio O vonere O toeano  IETEIEITTTEINCITT

@ view current Records O viewarchives  JEEINIEEINTRINETITR] Selected Status | All v

Edit | Dept. EmpiD#  Rod# Type Pay End Date Name Fund Cade [Task Profile Status Earnings Timesheet
EDIT [0393520000 [K0D00156753 07102010 TRAINING USER | 01031 | 0390RS  [cBE 72| VIEW
[EDIT 0393520000 KDOOD159753 RFL | 071072010 TRAINING USER | 01031 | 039GRS [cBE 8 VEW

Number of records found: 2
= = Current Pay Pariod

Done @ Internet

£ - ®100% -

Developed 12/11/2007
Updated 06/01/2012
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Approving the Timesheet, continued

How to (continued)

Step Action Result
| |

Example is by employee:

Select the Employee Radio button.

Select the Employee from the drop down list.

Will display all pay period records for the employee selected.

/= Timesheets - Windows Internet Explorer |:HE®

Bl jng.state.k: v ! Certificate Errar

KANSAS

DEPARTMENT ON AGING
Your List of Timesheets

PRODUCTIONVer14 2008/01/22@15:53:14 Aging. State Ks US
Welcome: TestUser [12IN  Legged in st 2008/01/2291583:08

K1122334455
Help

Staff Mysell
Viewtmeshestior = sl

O Direct ® Employee

[INEMN Create a new timesheet (for you). | Create Request For Leave (for you)
@ view CurrentRecords O View Archives  JLEIICTNST S B FFSINY Selected Status | A v

LNl Create Timesheet for Selected Emplyee [l Create Emp RFL

Listing of Ti

o vacation sick
Edit Dept. EmpID# |Rcd# Type Pay End Date Name Fund Code Status Eamings Programs Timesheet S S M i B
EDIT | 039 K0000000123 12/29/2007 Training User 1056 CBE 64 48 VIEW 1455 47 1462 256 37| 2557 daily
[EDIT 039 K0000000123 RFL | 12202007 TrainingUser| 1056 CBE | 16 0 VEW 1455/47 1462 266 37| 2657 gaily

MNumber of records found: 2
= = Current Pay Period

(@ & Internet #100% -

Developed 12/11/2007
Updated 06/01/2012

Continued on next page
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Approving the Timesheet, continued

How to (continued)

Step Action

Result

2. The white line item is the
timesheet. Click on the View
link under the Timesheet
column to open the timesheet.

Note: Request for Leave must
be approved first.

Timesheet completed by the
employee will be displayed.

G- [l ks.go UENEEAENR ] 2B
File Edit Wiew Favorites Tools Help
¢ Favorites @ Entry And Update -8 7 dm - Page~v Safety~ Took~ @+ @ m] 7
~
KANSAS DEVELOPMENTVer20  2011/03/30@1229:02  KDOAIniranet ehsile  (pgry
DEPARTRMENT ON AGING 0000123306 Wielcome: TestUser (12N Logged in at 2011/02/30@12:28:37 L
Pay Period Entry/Update 07/10
Department 0393520000 Emp ID # KO000159753  Record Mumber Prrint View:
Pay End Date 07/110/2010 Marme TRAINING USER Fund Code 01031 Task Profile 039QRS  PCO Required
Puogition Murnber P123456a FL3A FTE Exernpt N
Task Profile |0390RS05.0390RS04:039QRS06:0330R502
EARNINGS CODE
Sn | Mo | Tue |Wied | T | Fi | Gm Sn | Men | Tue | Wed | Thu | Fi | Ga
AND 087 |0ene [o8ns |0emo o701 o7z |ovna 0131 grma o7ms orme o707 |o7me ovme | opmo f0fAI Totals Task Profile Id
DESCRIPTION
VAL / Wacatien ] g8 8 8/0390RE02 = GENERAL SVS (LCE)
(Annual) Leave
RE® ¢ Regular 8 8 8 24 o 24 0390RS04 = Older Americans Act (OAR)
Eamed
REG / Regular 8 8 16 1) 16 039QRS05 = State General Fund (SGF)
Eamed
REG f Regular 0 8 8 8 24 24 039QRS06 = MEDICAID
Eamed
HDC [ Holiday Credit 0 8 8 8/0390RE02 = GENERAL SVS (LCE)
Totals 0 8 8 8 8 8 0] 40 o 8 8 8 8 8 0 40 80
View Request for Leave
Status CBE - Completed by Employee RFL Status: ABS
Aiitimes listeet on this report refiect (1) actual time charged including ieave time, (2) alf ime worked is accuralely reported and y
(3 Is frue and correct to the best of my knowiedge.
Return to Employee | |
Sighed By Employee Training User 03/30/2011 12:24:29 PM
Sighed By Suparvisor
Sighed By HR  Processed By Sharp
b
& Internet G- ®|i0% -

Developed 12/11/2007
Updated 06/01/2012
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Approving the Timesheet, continued

How to (continued)

Step Action Result

3. Click on the Process Timesheet | The following will automatically
button. occur.

d. | The User Name, Date and Time is displayed in the
Signed By Supervisor.

Status is changed to ABS — Approved by Supervisor

f. | Once the Timesheet is approved by the Supervisor it is
available for Human Resources approve. At the time of
Human Resources approval, the status changes to ABHR
- Approved by Human Resources. Once the status is
ABHR, it will be available for transfer into the SHaRP
System.

Note: If the Timesheet is for a pay period in the future
the information will not be transferred into SHaRP until
the appropriate pay period is reached.

TS T O TIITESTIE T T S

@ view Current Records (O Wiew Archives Selected Status | Al v

Edit Dept. Emp ID# Rcd# Type Pay End Date Name Fund Code [Task Profile Status Earnings Timesheet
EDIT 0393520000 |K0000159753 0710/2010 | TRAIMIMG USER | 01031 0390RS  |ABS 72| WIEW
EDIT 0393520000 K0O00D1 59753 RFL | O7A 02010 TRAIMNING USER | 01031 039GRS  ABS 8 WIEW

Murnber of recards found: 2
= = Current Pay Period

Developed 12/11/2007
Updated 06/01/2012
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Returning Request for Leave or Timesheet to Employee

Introduction

How to

Developed 12/11/2007
Updated 06/01/2012

At times it may be necessary for a Supervisor to return a Request for Leave
and/or Timesheet back to the employee. This can be done at any time prior
to the document being approved by Human Resources.

Human Resources can also return a Request for Leave and/or Timesheet
back to the employee.

The following are the steps to return an employees’ Request for Leave
and/or Timesheet.

Step

Action

Result

1.

Access the Timesheet System
as previously instructed.

Your List of Timesheet page is
displayed.

Select the employee and the
document to be returned as
previously instructed.

Item is displayed.

Example is the timesheet.

= Entry And Update - Windows Internet Explorer
{; e lehms ks.gov.
Fie Edt View Favorites Took Help

Favorites @ Entry and Update

D NENEHEINE | e

B-8 Y @ - Page~ Saty” Took™ @~ f H 7

PayEnd Date D7102010  Name TRAINING USER

Position Number P123456a FLSA FTE Exempt N

Task Profile [0390RS05:0390RE04:0300RS06:0390RS02

Status OBE - Completed by Employee: RFL Status: ABS

(3) ts true and comrect io the best of my knowiedge.

Signed By Employee Training User 0373012011 12:24:28 P
Signed By Supervisor

Signed By HR  Processed By Sharp

KANSAS DEVELOPMENT Ver2.0  2011A 22902 KDOA -
DEPARTMENT ON AGING TR Waelcame: Test User [12JN Logged in st 2010300@1225.37 e
Vour Listof Timesheets Y Pay Period Entrylpdate 071102010 Y Hele |

Department 0393520000 Emp |0 # KO000156753  Record Number ErintView

Fund Cade 01031 Task Profile D38GRS | PCO Required

EARNINGS CODE
S Mn | Te wed | Tw | Fi | Sm Gn M Too Wed T Fi S
[RHD wz vom o |woo e oz orms 08 oie ows orme onr onwe wews peno otal Totals Tk Prufie |
DESCRIPTION
0 ] 8 8[0390RS02= GENERAL 8VS (LCE)

e 8 @ n 0 24[0390RS04 = Older Americans Act (OR%)
REG /Regular CI] 16 0/ 16(038GRS05 = State General Fund (SGF)
Eaned
REG / Raguiar 0 B[ B[ B 26 24|0390RS06 = MEDICAID
Eamad
HOC ¢ Holiday Cradit 0 8 8 ©[0300RS02= GENERAL 8VS (LOE)

Totals| of 8 e e[ 8 8 ofs[ of 8 8 8] 8

Alftimes listed on his report refiect (1) actual ime chargeo, including lesve time, (2) il Hime worked is sccurstely reported and

8/ o[ 40| a0

@ Internet 3 - | Rio0% -
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Returning Request for Leave or Timesheet to Employee, continued

How to (continued)

Developed 12/11/2007
Updated 06/01/2012

Step Action Result
3. Optional: Type in a comment This will document why the item
next to the Return to Employee | is being returned. The reason will
button. also be included in the archived
document and also in an email to
the employee notifying them that
an item has been returned.
0 8 9 8 030GRE07 - OENERAL SVE LCE)

Status CHE - Completed by Employes

Totals o B a 8 g ] 0 40 1 a 8

Al tierga latad o thia pepor 1eliect (1) sclual time chalged, INChicing leave lms, (2) &l lime worked |3 aecuralely iepaited and
(3) 48 brui and correct 10 the best of my knowisdge.

Relurning as requested

Signed By Employes Tralning User 03/30i2011 12:24:28 M
Signed By Supemisor
Slghed By HR  Processed By Sharp

RFL Glatus ABS

8 a8 a 0 40 80
Yiew Request for Luave

Click on the Return to
Employee button.

Several actions occur:

1. Original document is archived
for history.

2. Acopyis created in a Work in
Progress status for action or
correction by the employee.

3. Anemail is sent to the
employee stating that the
document has been returned.
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