


• Departments will nominate certain 
individuals to be “Timekeeper 
Specialists” in DMHRSi.  These personnel 
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.

TIMEKEEPING SPECIALIST DEFINED



• DMHRSi Timekeepers have a 
separate menu available in DMHRSi 
to assist them with the following 
items:
– Creating, Locating, or Modifying 

Timekeeper Groups
– Entering Time for Designated 

Individuals Using Timekeeper Entry
– Submitting Group Timecards for 

Approval
– Running Missing Timecard Reports

TIMEKEEPING SPECIALIST RESPONSIBILITIES



TIMEKEEPER MAIN MENU NAVIGATION

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

All Personnel have the 
Employee Self Service Menu 
available to document their 
time and submit it to their 
Timekeeper for review via their 
Supervisor.

FIRST Log into 
DMHRSi with your 

CAC card, Username 
and Password!



TIMEKEEPER MENU NAVIGATION

Timekeeper 
Menu Options

Worklist contains messages that 
require your attention.

Once you have taken action on a 
notification it is removed from the 
list.

Notifications that have not been 
acted upon within 7 days will be 
returned to the sender as rejected.



TIMEKEEPER MENU NAVIGATION

Timekeepers will use the 
“Timekeeper Group” 
and “Timekeeper Entry” 
selections for the 
majority of their work in 
DMHRSi under their 
Timekeeper Specialist 
Menu.

Click on “Timekeeper 
Group” to enter the 
Timekeeper Group 
Module and wait for a 
couple of minutes for it to 
open.



TIMEKEEPER GROUP MENU NAVIGATION
You should get a box that pops up 
that looks like the one at the left. 
You will need to ensure that your 
pop-up blocker is OFF.  If not, try 
closing out of DMHRSi and logging 
in again. Click" Yes” to continue. 

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

Finally, Click “OK” when the box at 
left comes up and then click on the 
Timekeeper menu item.



CREATING OR EDITING A TIMEKEEPER GROUP

Click on ‘Timekeeper 
Group’ option to Create, 
Edit, or Look up a 
Timekeeper Group.



LOOKING UP A TIMEKEEPER GROUP

Click in the ‘Name’ block.  Then press 
the ‘F11’ function key to enter the 
‘query’ (search) mode.  All of the fields 
will go blank for data entry.



LOOKING UP A TIMEKEEPER GROUP  (cont)

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). 



LOOKING UP A TIMEKEEPER GROUP (cont)

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 
not edit any data (ESPECIALLY THE 
TIMEKEEPER NAME) OR SAVE if you 
are in this area if your purpose is only 
to SEARCH/QUERY.

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



CREATING A TIMEKEEPER GROUP

Click on ‘Timekeeper 
Group’ option to Create 
a Timekeeper Group.



CREATING A TIMEKEEPER GROUP

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



CREATING A TIMEKEEPER GROUP (cont)

Dropdown ‘Add’ box and select 
“Organization”

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



CREATING A TIMEKEEPER GROUP (cont)

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.



CREATING A TIMEKEEPER GROUP (cont)

Type in the UIC (Unit 
Identification Code) followed 
by the % sign and then click 
“Find”.



CREATING A TIMEKEEPER GROUP (cont)

A DROP DOWN LIST APPEARS 
DISPLAYING ALL 

DEPARTMENTS UNDER THE 
UIC



CREATING A TIMEKEEPER GROUP (cont)

Select Your 
Department 
and Click 

‘OK’



CREATING A TIMEKEEPER GROUP (cont)

Click on Filter by 
“Employee” and then 
click on “Go”



CREATING A TIMEKEEPER GROUP (cont)

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.

Save 
Personnel to 

List

Close 
Form



TIMEKEEPER ENTRY

Click on ‘Timekeeper 
Entry’ option to enter or 
edit time for your 
Timekeeper Group.



TIMEKEEPER ENTRY (cont)
1. Click in “Group Name”.  
Delete the information 
showing and type in your 
group name.

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

3. For the “Period”, Select the current 
2 week period (i.e. 15-Mar-2009 – 28 
Mar 2009) if not already there, and then 
click “FIND”



TIMEKEEPER ENTRY (cont)

Make sure to select with 
a check mark (left) the 
personnel records that 
you want to work with.



TIMEKEEPER ENTRY (cont)
Status bar next to name-
BLUE=‘being worked on’; If you see 
GREEN=‘complete/approved’ 
RED=‘rejected’

Enter Time if not already entered by staff members and Save 
Entries.  Once All Hours Entered/Verified Click “Submit”.  



TIPS
1. NEVER USE THE “BACK” ARROW TO RETURN 

TO A PREVIOUS SCREEN.
2. REMEMBER TO “SAVE” YOUR ENTRIES.
3. 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).

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

5. CONTRACTORS ENTER PRODUCTIVE 
(REGULAR STRAIGHT TIME) ONLY (I.E., NO 
LEAVE OR COMP TIME)



TIPS (cont)
6. VOLUNTEERS WILL BE SUBMITTED DIRECTLY 

TO MEPRS STAFF FOR ALTERNATE ENTRY 
(DUE TO NO CAC CARDS).

7. INTERNS AND RESIDENTS WILL BE HANDLED 
BY GME STAFF.

8. 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.

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



• DMHRSi Help Menu

• DMHRSi Information (Intranet)

• NMCP DMHRSi Information Page

REFERENCES

Lower Right 
Hand Side of 
Intranet 
Page.



DMHRSi Information Page 

2010  
Timekeeping 

Submission Dates 
IMPORTANT!! DMHRSi Training 

Guide = LCA 
Timekeeping 

Manual…GREAT 
REFERENCE!!

BUMED Policy 
setting 

DMHRSi for 
Timekeeping



DMHRSI QUESTIONS OR HELP

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


	Slide Number 1
	          TIMEKEEPING SPECIALIST DEFINED
	          TIMEKEEPING SPECIALIST RESPONSIBILITIES
	          TIMEKEEPER MAIN MENU NAVIGATION
	             TIMEKEEPER MENU NAVIGATION
	             TIMEKEEPER MENU NAVIGATION
	   TIMEKEEPER GROUP MENU NAVIGATION
	         CREATING OR EDITING A TIMEKEEPER GROUP
	               LOOKING UP A TIMEKEEPER GROUP
	               LOOKING UP A TIMEKEEPER GROUP  (cont)
	               LOOKING UP A TIMEKEEPER GROUP (cont)
	               CREATING A TIMEKEEPER GROUP
	               CREATING A TIMEKEEPER GROUP
	           CREATING A TIMEKEEPER GROUP (cont)
	           CREATING A TIMEKEEPER GROUP (cont)
	           CREATING A TIMEKEEPER GROUP (cont)
	           CREATING A TIMEKEEPER GROUP (cont)
	            CREATING A TIMEKEEPER GROUP (cont)
	           CREATING A TIMEKEEPER GROUP (cont)
	            CREATING A TIMEKEEPER GROUP (cont)
	                            TIMEKEEPER ENTRY
	                       TIMEKEEPER ENTRY (cont)
	                  TIMEKEEPER ENTRY (cont)
	                    TIMEKEEPER ENTRY (cont)
	                                        TIPS
	                                        TIPS (cont)
	                                        REFERENCES
	�
	               DMHRSI QUESTIONS OR HELP

