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BOMS Timesheet Instructions

Using the Timesheet

1. Switching between modules

2. Inputting Time Methods

3. Entering Time/Leave Items

4. Leave Totals & Summary

5. Submit 

6. Approval Activities

7. Management Activities

8. Reports
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Switching between modules

 Use the menu bar “module” to select the 

“Employee” module.  The module checked, 

indicates current module in use.
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Use this option below to review, add, or edit 

your attendance records.
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METHOD OF INPUT OF HOURS WORKED

1. Standard work hours – system default.

2. Enter hours worked – enter hours worked 

per day.

3. Punch In/Out – Start, stop buttons.
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Enter Leave/Overtime Request
1. In order to receive authorization for any type of request, you must first enter your request 

on your timesheet.

2. Click on the “Previous” or “Next” buttons or select from the “Month/year” list in the drop-
down box.

3. Click on the day of the month for the request.  Note that the desired day is highlighted 
with a yellow pointer.

4. Select the type of a request on the “Options” list tab.  
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Option “Leave”
1. Notice the effective date shown.  If the date does not reflect the date of your request, click the 

“Cancel” button and the select the correct date.

2. Once you have chosen the correct date, click on the “Add” button.

3. To delete an entry, highlight the leave request on the “Entries on File” and click on the “Delete” button.

4. To Edit, highlight the leave request on the “Entries on file” and update the information.  (Double click on 

the highlighted line to update) or click on the “Edit” button.

5. Use the “type” field to specify the type of leave request.

6. Enter leave time.  (Leave time and overtime/comp time worked would be entered in 15 minute 

increments)  Ex:  one hour and forty-five minutes = 1:45, not 1.75.

7. You may use the “comments” field to enter any comments that may assist your supervisor in approving 

your request.

8. “Return” button:  Go back to the Timesheet screen.
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Option “comp time/overtime”
1. Notice the effective date.  If it does not reflect the date of your request, click the 

“Cancel” button and select the correct date.

2. To enter your comp time request, click on the “Add” button.

3. To delete, highlight the comp time request o the “Entries” on File” and click on the 
“Delete” button.

4. To Edit, highlight the leave request on the “Entries on file” and update the information.  
(Double click on the highlighted line to update) or click on the “Edit’ button.

5. Select the type of comp time available for you.

6. Enter the comp time.  (15 minute increments)

7. You may use the “comments” field to enter any comments that may assist your 
supervisor in approving your request.

8. “Return” button:  Go back to Timesheet screen.
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Option Work, OPS work, Volunteer
1. To enter your attendance records, click on the “Add” button.

2. To delete, highlight the Work hours request on the “Entries on File” and click 

on the “Delete” button.

3. To Edit, highlight the leave request on the “Entries on File” and update the 

information. (Double click on the highlighted line to update) or click on the 

“Edit” button.

4. Enter time of work.

5. You may use the “comments” field to enter any comments that may assist 

your supervisor in approving your request.

6. “Return” button:  Go back to Timesheet screen.  
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Enter Hours Worked
1. Our office enters the total amount of hours worked for the day.
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Leave totals
1. To find out what your leave balances are, click on “Options” then “Show 

Leave totals”.

2. This page provides an accounting of time worked and any leave taken or 

requested.
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Submit Timesheet
1. If the “Submit” button is available on 

your timesheet screen, this means that 
you are ready to submit your timesheet 
for approval.  
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20th Circuit ASA timesheet submissions
1. ASA and other exempt class members will only enter time taken on their 

timesheet.  There will not be work hours listed each day.  

2. Non ASA exempt members will submit their timesheet and receive this 
message when submitting:
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ASA submission

1. When ASAs submit their timesheet, they 
receive this message:

2. “I certify that this timesheet is an 
accurate record of hours worked and 
leave taken during this period. In 
addition, I am certifying that I am a 
member in good standing of the Florida 
Bar and that I am aware of nothing that 
has not been disclosed to the "office 
type" 'that may affect my status.”
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Supervisor Approval Activities
1. You will have this “Approval” button listed on your bar if you are an approver 

to a group of employees.

2. The “Approval” button will be highlighted in green if you have approvals 

waiting.
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Review and approve requests.

1. Select the item you wish to review and click “Open”.

2. If you have more than one employee and if there is more than 

one entry for each of your employees, you may click on the 

header of any field to sort.

3. This screen will also list any pending timesheets awaiting your 

approval.
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Approve, Decline, Cancel
1. Select the entry.

2. You will see the employees leave balances at 

the bottom of the screen.

3. You can then approve, decline or cancel.
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Declining a leave request or 

timesheet.
1. If you are declining an entry, click decline and then you will 

receive this message.

2. Reasons for declining might be not enough leave on the 

books, not using the correct amount of leave, etc…
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Management Activities

1. Use this option below to view, add, edit, and submit a timesheet for your 

employees or if you have administrative rights you can do it for all 

employees.
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Find timesheet
1. Click “Find timesheet” to select the employee and 

month/year.
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Reports
1. This option contains a list of reports available to you as an 

approver/supervisor.  To access a report, click on the name of 

the desired report then specify your report criteria and click on 

the “Open Report” button.
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Timesheet submission

This report allows you to see which 

employees have/not submitted their 

monthly timesheet.
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You may choose your entire group or a specific employee.

Enter the date range and either check to see if it has been submitted 

or not (Status).  Click “open report”.
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This report will list the employee name, month and if their timesheet 

for that month has been submitted.
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Submitted.

Timesheets for April will not be submitted until after we 

complete the month; therefore, nothing will be listed.
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Leave Calendar.
Leave calendar is available to all employees, not just supervisors.
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Approver, Group, Location, 

Month.
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As additional entries are made, the view 

changes.
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You can zoom in or out to change the 

view of the calendar.
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The End.

 Questions ??
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