
Welcome to the 

FMS System Employee Tutorial.  To begin you will need to enter your 

user name and password and click on the I agree button. 



The Main Menu button at the top of the page is a 
Navigation Bar

✓ “Enter Timesheets” allows you to add a late timesheet

*Per Federal regulations, time must be entered via the EVV 

application

✓ “Review Timesheets” allows you to review all paid and 
unpaid timesheets by client and date

✓ “Print Timesheets” allows you to view/print timesheet 
information

✓ “Review Paystubs” allows you to access your past 
paystubs

✓ “Documents” allows you quick access to user guides 
and commonly used forms

✓ “Send Alerts” allows you to send a message to another 
user in the system

✓ “Demographics “ allows you to see your demographic 
information  as well as employees you are assigned to 
support

Main Menu Page



How to Enter a Late Timesheets

1. Main Menu

2. Enter Timesheets

3. Select the start shift date from the drop 
down menu

4.  Enter the hour and minute shift started, 
select AM or PM

5.  Select the end shift date from the drop 
down menu

6.  Enter the hour and minute shift ended, 
select AM or PM

7.  Select the client name from the drop 
down menu

8. Select the service code from the drop 
down menu

9. Select the proper Reason Code from 
the dropdown list. * To see the reason 
code definitions please click the 
magnifying glass

10.  Enter any required documentation 
related to time period in check off and text 
boxes.  

*Required time entry notes will vary 
depending on the services the participant 
is receiving.  

11.  Select Save

Description of the 
activities provided 
during the time period 
are checked off here

Information regarding the 
health, safety and welfare 
should be entered here



MPW –Time Entry Rules

• The Time entries must comply with the following rules:

1. All services combined (with the exception of respite) cannot exceed 40 hours a week between all 
employees/services, Sunday – Saturday.

2. Employees are not allowed to have overlapping hours across all clients that employee provides 
for

3. If employee contract is outdated, employee can’t enter time

4. Service Documentation-required to provide the following four responses to each service 
provided 

• Brief description of the activities provided

• Information regarding the health, safety, and welfare of the consumer

• Concerns/issues that may have occurred

• Progression, regression, maintenance-drop down box 

• Comment section for progression, regression, maintenance

5. AM and PM are required for all shifts entered

6. Representative must review all time and service documentation prior to approving time

7. Support Broker must review all time and service documentation prior to approving time



The Time entries must comply with the following rules:

2. Employees are not allowed to have overlapping hours across all clients that employee 
provides for

3. If employee contract is outdated, employee can’t enter time

4. Service Documentation-required to provide the following four responses to each service 
provided 

• A brief description of the activities provided

• What choices of activities made

• Issues or concerns regarding the wellbeing of the participant

5. AM and PM are required for all shifts entered

6. Representative must review all time and service documentation prior to approving time

7. Support Broker must review all time and service documentation prior to approving time

HCB2 – Time Entry Rules



How to Review Timesheets



View of Timesheet Visits in FMS Website



How to Edit a Timesheet



List of Reason Codes



1. Main Menu

2. Print Timesheets

3. Select the client from the drop down menu

4.  Select the date range from the drop down menu

5. Print Timesheets

*** Please note, you are not required to print and submit your timesheet, this is simply a function available to you if you 
want a paper copy for your records ***

How to Print an Employee Timesheet



Example of a Printed Timesheet



1. Main Menu

2. Documents

3. Select the type of documents you wish to view from the specific buttons

How to View Documents



1. Main Menu

2. Send Alerts

3. Select the user from the drop down menu

4.  Select the Program from the drop down menu

5.  Type the Message in the text box

6.  Send

How to Send Alerts



How to Log Out

To properly logout the user can click the Logout Button 
located on the bottom of every screen the user has access to. 
If there is inactivity, the system has an automatic log out 
feature built in that will logout the user after 15 minutes of 
inactivity.



How to Change Password

1. The user can  click the Change Password Button
2. The user will enter the Old Password
3.  The user will enter the New Password
(Password parameters will be located at the bottom of 
the screen)
4.  The user will confirm the New Password
5.  When finished the user can click the Save Button



This will conclude the Employee Tutorial

Thank you!


