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REEPING SPECIALIST DEFINED

e Departments will nominate certain
Individuals to be “Timekeeper ~
Specialists” in DMHRSI. These personnel i
will assume the primary responsibility or
“role” in DMHRSI of verifying the hours |
worked and/or entry of hours for those |
employees within their timekeeper ‘
group or groups.
Documentation of time is an individual |
employee’s responsibility required by
MEPRS (Medical Expense and
Performance Reporting System) via
DMHRSI Self Service. Timekeepers are
responsible for the accuracy and
timeliness of the submission.
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ECIALIST RESPONSIBILITIES

e DMHRSI Timekeepers have a
separate menu available in DMHRSI
to assist them with the following
Iitems:

— Creating, Locating, or Modifying
Timekeeper Groups

— Entering Time for Designhated
Individuals Using Timekeeper Entry

— Submitting Group Timecards for
Approval

— Running Missing Timecard Repo /
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FIRST Log into

MENU NAVIGATION

All Personnel have the

/

DMHRSI with your
CAC card, Username
and Password!

Employee Self Service Menu

AN NNNNN\pproved Time;:fFur i

ceessfully enrolled in the

available to document their

time and submit it to their

& TIP “acation Rules - B
& TIP Worklist Access -

Navigator

DMHRSi Employee Self Semil:e

] MNawy E&T Specialist (00784
Mawy LCA Timekeeper specialist (U0155)

poroved Tigfiecard For f
e successfully enrolled igfthe class.

Timekeeper for review via their
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ecify which users can yw and act upan your i

DMHRSI
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imecards : Time

fications.

Supervisor.

Timekeepers will receive
yeeseltsent the supplemental “LCA
Timekeeper Specialist”
menu in DMHRSI (LCA =
Labor Cost Assignment)

tlist
All Actions Saved for Later
Personal Information
mpecial Information Tvnes-&
special Information Types-
Extra Information Types
Employes Reviews
Competence Profile
Felease Inforrmation

Time Entry
Timecard Search

Templates
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From Subject

EEPER MENU NAVIGATION

| Full List

ISent! |

Approved Timecard For Period 04-JAMN-09 - 17-JAN-09

&X\\\\\\\\\\\\\NE \\>0U have successfully enrolled in the class.

Y Approved Timecard For Period 18-JARN-09 - 31-JAN-09

&\\\\\\\\\\\\\\\\\% You have successfully enralled in the class.

\ Approved Timecard For Period 01-FEB-09 - 14-FEB-03

®& TIP Yacation Rules - Redirect or auto-respond to notifications.
& TIP Waorklist Access - Specify which users can view and act upon your notifications.

MNavigator

2B-Jan-2009
03-F eb-2009
0B-F eb-2009
20-Feb-2009
20-Feb-2009

| Edit Mavigatar |

[ DMHRSI Ernployee Self Service

Expenditures : Pre Approved Batches
Enter
Review

Expenditures : Transaction Import
Import Transactions
Review Transactions

Expenditures : Expenditure Inquiry
Project
All

Timekeeper
Timekeeper Group

Timekeeper Entry

Processes and Reports

Submit Processes and Feports
Yiew Heguests

‘iew Reports

\

/

Timekeeper
Menu Options




U NAVIGATION

p-

DMHRES! Employees Self Service

Mawy EAT Specialist (00183
Navy LCA Timekeeper
Specialist

Expenditures : Pre Approved Batches
Enter
Review

Expenditures : Transaction Import
Import Transactions
Eeview Transactions

Expenditures : Expenditure Inguiny
Project
All

Timekeeper

Timekeeper Group
Timekeeper Entry

Processes and Reports
Submit Processes and Beports
iew Requests

‘iew Reparts

Click on “Timekeeper

Limekeepor

— Group” to enter the

[ Timekeeper Group

Timekeeper Group

mekeeper Eniry

Proroceoes and Ronnre

Module and wait for a
couple of minutes for it to
open.




P MENU NAVIGATION

x You should get a box that pops up
The web site's certificate cannot be verified. Do you 0 that IOOkS I|ke the one at the Ieft_

want to continue? .
You will need to ensure that your

Publisher: dmhrsi.satx, disa. mil

T e / pop-up blocker is OFF. If not, try

closing out of DMHRSI and logging
in again. Click" Yes” to continue.

Note: If you check the “Always
trust content from this publisher”
The application's digital signature cannot be verified. 0 bo.x o_n ﬂ‘ese _screens’ It
Do you want to run the application? A ellmlnates 'u’“s step on
subsequent logons.

Name: oraclefappsfndifarmsClient/FormsLauncher

Publisher: DEF_MAME

From: rsi,satx,disa,mil

Click “Run” when the next similar
|| ] box comes up.

|_"\_| The digital signature cannot be verified by a trusted source, Only
. run if you trust the origin of the application,

orklist to wiew and respond to your Flna”y, CIICk “ OK” When the bOX at
left comes up and then click on the
Timekeeper menu item.




NG A TIMEKEEPER GROUP

St 7 ilar Tools Window Help

[

Top Ten List

Timekeeper Group
Timekeeper Entry
+ Processes and Reports
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Eile Edit Yiew Foldzr Tools Window Help

Govolf 8P L IDERILED Z

(B3] 7

Click in the ‘Name’ block. Then press
the ‘F11’ function key to enter the

‘guery’ (search) mode. All of the fields

will go blank for data entry.

MEKEEPER GROUP
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EKEEPER GROUP (cont)

Eile Edit %iew Foldzr Tools Window Help

HY oI B SSSP e PERT A8

(][ 2

0124_00183%|

To narrow your search/query, you can enter
values in the Name, Timekeeper, or both
fields. Queries ARE case sensitive. Type a
percent (“%”) sign after a search value as a
wild card to expand the search. To execute
the search/query, press the Ctrl Key and F11
Key simultaneously (CTRL+F11).
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EKEEPER GROUP (cont)

File Edit Yiew Folizr Tools Window Help

BP0 OGP RADDHERI LD 2132

Mame 0124 00183 S
Timekeeper ‘&\\\\\\\\\\\\\\\\\\\\\\\\\\%

Populate Person

Audd | -

Use the ARROW Keys (up/down) on
your keyboard to navigate through the
Timekeeper groups in your search
';'::?:" category. Be very careful that you do
X : not edit any data (ESPECIALLY THE

TIMEKEEPER NAME) OR SAVE if you
are in this area if your purpose is only
to SEARCH/QUERY.

Civilian No DoD BiWeekly - Starts 51
Active Duty No DoD BiWeekly - Starts 51
Civilian No DoD BiWeekly - Starts 51
S

) —

If you would like to start another search/query, you
can repeat the process. When complete, ensure that
you ‘Close Form’ without saving changes.




VIEKEEPER GROUP

File Edit Yiew Faoldzr Tools Window Help

[

N\

Top Ten List

Timekeeper Group
Timekeeper Entry
+ Processes and Reports
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EKEEPER GROUP

HYOIG 8P L IDEHILEID 2 (317

Assignpfent Set -

| ¥

Type in either your known Group name
to search or a New Group name if you
are creating one. There is a standard
format (see box at right), but use what
your Department tells you to. Your
name will auto-populate as the
Timekeeper.

Naming convention is:
DMIS_UIC_Groupname

DMIS = Defense Medical Info
Systems Code (Code that ID’s
Medical Facilities)

UIC = Unit Identification Code

Groupname = Department/Work
Center




0124_00183_MID

EEPER GROUP (cont)

Assignment Set ~]
. l

WARNING: Do NOT use an existing
group for testing. Also, NEVER
enter/edit time for personnel in a test

group.

Dropdown ‘Add’ box and select

|
\\ “Organization” S
\

Note: If you don’t want to pull in a whole Organization, -
you can type names into the form. If you type in the first ——
few letters of the last name and hit the “Tab” button on —_
your keyboard, you will get a drop down list to select from.




EEPER GROUP (cont)

BRYO IO s gPl € NNIERIALEID 25 (Sl 7

0124_00183_MID

DT T

Organization - -

// //
/ /
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Click HERE. A search box (small[...]
icon) will appear on the right. Click
on the Search Box and a smaller
window labeled “Organizations” will

pop up.
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File Edit View Folzr Tools Window Help

BP0 C8SP e 1 HEgI L0925 1812°
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VEE 0124 _00183_MID T . h UIC U ]
Tk N ype in the (Unit

St Pt Identification Code) followed
Add || bythe % sign and then click

‘ 8y

Person

Marme Murmber Tirme~ard Period

YWarning: Entering % to see &' values may take a

ve used to

reduce the list mav Le significantly faster.
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File Edit “iew Foldzr Tools Window Help
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Timekeeper

Populate Person
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VIEKEEPER GROUP (cont)

Timekeeper

Populate Person

I

"] Organization

Timecard Period

e
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EEPER GROUP (cont)

File Edit View Folzr Tools Window Help

B2 o © & @ o

Timekeeper §

Populate Person

Audit Erahled Tirmecard Period



KEEPER GROUP (cont)

File Edit View Eaoliar Tools Window Help

Save Narme \
Personnel to Timekeeper \\\\\\\\\\\\\\\%

List pulate Person

~[00183-AMBULATORY INFUSIIZTY

Person
Type Audit Enahbled Timecard Period
3?453!] Active Duty DoD Bi-Weekly - Starts S1=
317905 Active Duty Ho DoD BiWeekly - Starts 51
Active Duty No DoD Bi-Weekly - Starts 51
Contractor No DoD Bi-Weekly - Starts 51
Civilian Ho DoD Bi-Weekly - Starts 51
Active Duty Ho DoD Bi-Weekly - Starts 51
Active Duty Ho DoD BiWeekly - Starts 51
Active Duty Ho DoD BiWeekly - Starts 51
& Active Duty DoD Bi-Weekly - Starts 51

b
A list of personnel assigned to that Group/Organization
will appear. Click on the bright yellow disk (above) to save
and the pale yellow folder (above) to close the form.
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ENTRY (cont)

1. Click in “Group Name”.
e T S8gP IR ODEHI LD 25 15112 Delete the information
= O showing and type in your
group name.

00211
DoD Bi-Weekly - Staris Sqr

1]

01-MAR-2009 - 14 MAR-200¢

2. Next to “Recurring Period”
click the [...] Search button
and select ‘DoD Biweekly
Starts Sunday’ from the Drop
down list if not already there.

Note: You can skip the “search” on most screens =
by starting an entry and using the “Tab” button on
your keyboard. Type in the start date of the 3. For the “Period”, Select the current
reporting period in the box, hit Tab and then Find. 2 week period (i.e. 15-Mar-2009 — 28

Mar 2009) if not already there, and then
click “FIND”

Details Messages Clear Find Submit Selected Lines



File Edit Yiew Foldzr Toalz Window Help
Be®I& -8 g P]
O Timekeeper Entry
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Details essages Day Totals

Submit Selected Lines




NTRY (cont

ﬁ% ® 1 o w & | Status bar next to name-

2L UE='being worked on’; If you see
GREEN= complete/approved’
RED='rejected’

4K

| 30912 | 0
W 1| |[25129 1000200 EDJA 0124 REGULAR Straighy g Is
Ci| 1268931 1000200 EBJA 0124 1 REGULAR Straigh| 8 (8 8 |8 |8 40
Ac| 1470977 0
Ac| 1397354 U
Cc 1384313 U
Cc| [|[401652 U
Cc| -[401679 U
Cc| 385298 U
Cc| |[401644 U
Ac| 1366025 U
Cc| 1384081 lo
W, |Ci| 171641 1000200 02.01 CIVILIAN LE[REGULAR Straighjn 9 |27
W |Ci| 171641 1000200 02.03 CIV COMP 1|REGULAR Straighl0 0
0 o (o o o o 0 0
4 Il 4] »
Details hessages Mass Edit Diay Totals Submit Selected Lines

| Enter Time if not already entered by staff members and Save
‘}{?.E;:; Entrles Once All Hours Entered/Verified Click “Submit”.

L
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NEVER USE THE “BACK” ARROW TO RETURN
TO A PREVIOUS SCREEN.

REMEMBER TO “SAVE” YOUR ENTRIES.

IF GOING ON LEAVE/TAD, YOU CAN USE
“VACATION RULES” TO TEMPORARILY |
TRANSFER TIMEKEEPING RESPONSIBILITIES]
TO SOMEONE ELSE. (YOU CAN GRANT

WORKLIST ACCESS OR APPLY A VACATION
RULE TO ANYBODY IN THE SYSTEM; THERE
ARE NO RESTRICTIONS ON THESE FIELDS). &

ALL STAFF (GS, CONTRACTOR, MILITARY, &
RESERVISTS) SHOULD HAVE A TIMECARD IN
DMHRSI.

CONTRACTORS ENTER PRODUCTIVE
(REGULAR STRAIGHT TIME) ONLY (I.E., N |
LEAVE OR COMP TIME) 7/



(cont)

VOLUNTEERS WILL BE SUBMITTED DIRECTLY
TO MEPRS STAFF FOR ALTERNATE ENTRY |
(DUE TO NO CAC CARDS).

INTERNS AND RESIDENTS WILL BE HANDLED |
BY GME STAFF.

GS DMHRSI TIMECARDS MAY NOT
RECONCILE WITH THE PAYROLL TIMECARDS;
CHANGE THE DMHRSI TIMECARD TO MATCH
THE PAYROLL HOURS IN THE |
“RECONCILIATION PROCESS DENIED
WORKLIST MESSAGE AND RESUBMIT THE
TIMECARD.

TIMECARDS ARE DUE THE FIRST BUSINESS
DAY AFTER THE TIME PERIOD CLOSES. '




e DMHRSI Help Menu

e DMHRSI Information (Intranet)

Lower Right

Hand Side of Mk,
Intranet 1{ )
Page' Infa / Log :Iri:nekeeners

« NMCP DMHRSI Information Page




onks,

7

| Information Page

7 NMCP DMHRSI Information Page

2010
Timekeeping
Submission Dates
IMPORTANT!

Creating DMHRSI TimeCards With Templates
NMCP Tasks: MEFRS - FY2010
DMHESI Template Update
Physician Templates
= Medical Physician
o Surgical Physician
SG Policy Memao (12/06/06
Website
DMHRES Password Reset or New Account
DMHRSI Login
Quick Reference Cards
FAQs and Information
o DMHRSI Launch
o Civilian Payroll Recong

lon Pracess Denied

BUMED Policy
setting
DMHRS:i for
Timekeeping

DMHRSI Training Guide”™

2010 Submission Dates

Manpower Status Review Application SOP
SLOCADA to DMHRSI Leave Code Crosswalk

DMHRSI Training
Guide = LCA
Timekeeping

Manual...GREAT

REFERENCE!!




DMHRSI QUESTIONS OR HELP

e Crystal Jefferson # 953-6864
e Pat Griffin # 953-5865
e Brenda Curtis # 953-5797
e Carol Grayson # 953-6651
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