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What i s the Electronic Timesheet (e_Timesheets) Module?  
 

e_Timesheets is an electronic way for Employers and Employees  to enter, view 

and submit timesheet information.  You can use a desktop, laptop, tablet or 

smartphone to access e_Timesheets.  

What is the Registration Form and Agreement?   

 

To use e_Timesheets, you must fill out an Electronic Timesheet Registration 

Form and A greement.  This form signs you up to use e_Timesheets.  Both the 

Employer and Employee must fill out a separate form.   

If you are an Employee, you must fill out a separate e_Timesheets Registration 

Form and Agreement for each Employer that you work for.  

By signing up for e_Timesheets, you can send in your timesheets electronically.  

You are also agreeing that:  

¶ You understand that ARIS Solutions reports suspected fraud to the 

Vermont Office of Attorney General -Medicaid Fraud and 

Residential Abuse Unit (MFR AU) and will automatically do that, 

even if the timesheet is sent through e_Timesheets , 

¶ You will not share your User Name or Password with anyone , 

¶ You will notify ARIS Solutions immediately if you change your 

email address , 

¶ You will notify ARIS Solutions i mmediately if there is a change in 

employment status of any employee who uses e_Timesheets , 

¶ You will notify ARIS Solutions immediate ly  if there is a change in 

the employer of record for anyone who uses e_Timesheets , and  

¶ Submitting hours or services that we re not worked may be 

considered Medicaid fraud . 

It is important to remember that Medicaid fraud is very serious; committing 

Medicaid fraud may result in criminal or civil punishments. If you have 

questions about what Medicaid fraud is , please contact ARIS Solutions 

Customer Service.  

How Do I Get Started with e_Timesheets?  
 

1.  Both the Employer and Employee need to complete and send in the  

e_Timesheets Registration and Agreement Form , 

2.  ARIS Solutions creates user accounts , 



ARIS Solutions e_Timesheets Manual   (November 2018)     Page 2  of 28  
 

3.  Welcome emails are sent to both the Em ployer and Employee  letting 

them know that e_Times heets accounts have been set up.   

The email looks like this:  

 

 

4.  Activate your account!  The welcome email will have instructions on how 

to do this.  You will need to click on a login link.  There will be a  

temporary password in your email that you will have to enter.  

¶ Sometimes this email might get sent to your òJunkó or òSpamó 

email, so be sure to check there if itõs not in your òInbox.ó  

¶ Access to the login link and temporary p assword will expire once 

you  create your own, new password.  
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5.  You will need to accept the òTerms of Serviceó and create a new, 

personalized password for your account.  

 

 

6.  Once you accept the òTerms of Serviceó and create a password, you can 

start using e_Timesheets!  

Please rem ember that both the Employer and Employee must  be enrolled and 

set up to create and approve timesheets.  
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How Do I Create a New e_Timesheet?  
 

These are the instruction s to make  a new e_Timesheet.  To learn how to edit an 

existing e_Timesheet , go to page 17.   

Creating a New e_Timesheet as an Employer  

1.  Login to e_Timesheets using your user account information.   You will use 

your email address and the password you created.  

 

 

The link to e_Timesheets is on  the ARIS Solutions website at:  

www.arissolutions.org . 

2.  Choose the payroll date range for the timesheet that you want to enter . 

3.  Click òCreate New Timesheet.ó 

 

http://www.arissolutions.org/
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4.  Choose the Consumer/Participant and Employee for the timesheet that 

you are creating . 

If your Employee i s òOvertime Exemptó (should not  be paid overtime wages) for 

any hours worked over 40 in a workweek, check the òOvertime Exemptó box.   

If your Employee should be paid overtime (òtime-and -a-halfó), leave this box 

unchecked.  

 

 
 

5.  Enter each day that your Employee worked.  Follow the instructions on 

the top of the òCreate Timesheet Pageó on how to enter the specific time 

on eac h day that your Employee worked . 

6.  Enter the start time (Start 1)  and the end time (End 1)  of each shift 

worked . 

¶ You must enter s ervices  as 15 -minute increments (for example: 

4:00P -4:15P)  

¶ If care is provided overnight, service start and end time must be 

split across the day, just as it must be on a paper timesheet.  

¶ For example:  If services begin on 10/1 at 10P and end on 10/2 as 

8A, serv ices must be entered as:  

 

 

Date  Start1  End1  

10/1  10P 12A  

10/2  12A  8A 

 

Please remember, some programs have rules about the total number of hours 

per day that services can be provided and when services can be provided.   
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If you have questions about these  rules, please contact your case manager, the 

program that authorizes your funding or ARIS Solutions Customer Service .  

 

7.  Enter the pay rate (wage) that you have agreed to pay your Employee  

¶ Remember, each program has minimum and maximum wages.  

These range s are different for each program.     

¶ If you have questi ons about the program rules, you can check the 

ARIS Solutions website (www.arissolutions.org ), talk with your 

case manager or call ARIS Solutions Customer Service for help   

8.  Choose the services that wer e provided during each shift from the 

òservice codeó dropdown.   

 

¶ Only the services that have been authorized for the 

Consumer/Participant should appear in the òsvc codeó dropdown. 

After you have entered all the shifts your Employee worked in the pay perio d, 

click òCreate Timesheet.ó 

 

 

¶ If you want to enter services as they are provided during the pay 

period, you can do that.   

¶ You will still click òCreate Timesheetó after you enter the first date 

of services worked/entered.   

¶ You will use  the  òEdit a Timesheetó instructions (see page 17) to 

add the addition al services worked before your E mployee reviews 

and submits the timesheet at the end of the pay period.  

After you clic k òCreate Timesheet,ó you will be sent to a new page: òShowing 

Timesheetó.  This lets you review the timesheet before you approve it . 
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9.  If the information you entered is correct, you will click the box to confirm 

that you are submitting accurate information.   

 

It is important that you send in correct e_Timesheets .  e_Timesheets 

follow th e same rules as paper timesheets.  Improper timesheets could be 

considered fraudulent.  Medicaid fraud is very serious and can come with 

criminal and civil consequences.   

 

¶ Be sure to enter any comments you want your Employee to see.   

¶ Also, donõt forget to enter a phone number where ARIS Solutions 

staff can reach you.   
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10.  Then, click òApprove Timesheetó to send the timesheet for  your E mployee 

to review and approve.   

 

¶ Once you click òApprove Timesheetó, the timesheet will show up in 

your òTimesheet Indexó page with a òWaiting for Employee 

Approvaló status.   

¶ Now, it is your Employeeõs turn to review and approve the 

timesheet you have created!  

 

11.  Your Employee will get an email letting them know that they need to 

login, review and approve the timesheet.   

 

¶ If your Employee edits the timesheet, it will be sent back for your 

review and approval.    

The timesheet will only be submitted once both you and your Employee 

have reviewed and approved it.  

Once your Employee approves the timesheet, it will be sent over to ARIS 

Solutions for review and processing.   

Both you and your Employee must approve t he timesheet before  12:00 p.m. 

(noon) on Monday of your programõs pay period so it can be submitted òon-

timeó.   

Late timesheets will be processed in the next regularly  scheduled payroll for 

that program.   

A current schedule of pay periods, timesheet due dates and pay dates is 

located on our website at www.arissolutions.org   

http://www.arissolutions.org/
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Like a paper timesheet, there may be reasons why a timesheet submitted 

within the deadline cannot be paid.  

Creating a New Timesheet as an Employee  

1.  Login to e_Timesheets using your user account information.  You will use 

your email address and the password you created.  

 

The link to e_Timesheets is o n the ARIS Solutions website at   

www.arissolutions.org . 

2.  Choose the payroll range for the timesheet that you want to enter . 

3.  Click òCreate New Timesheet.ó 

 

http://www.arissolutions.org/
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4.  Choose the Consumer/Participant and Employer for the timeshee t that 

you are creating . 

5.  If you are òOvertime Exemptó (should not  be paid overtime wages) for any 

hours worked over 40 in a workweek, check the òOvertime Exemptó box.   

 

If you should be paid overtime (òtime-and -a-halfó), leave this box 

unchecked.  

 

 
6.  Ent er each day that you worked.  Follow the instructions on the top of 

the òCreate Timesheet Pageó on how to enter the specific time on each 

day that you worked.  

 

7.  Enter the start time (Start 1)  and the end time (End 1)  of each shift 

worked . 

¶ You must enter ser vices as 15 -minute increments (for example: 

4:00P -4:15P)  

¶ If care is provided overnight, service start and end time must be 

split across the day, just as it must be on a paper timesheet.  

¶ For example:  If services begin on 10/1 at 10P and end on 10/2 as 

8A,  services must be entered as:  

 

Date  Start1  End1  

10/1  10P 12A  

10/2  12A  8A 

 

Please remember, some programs have rules about the total number of hours 

per day that services can be provided and when services can be provided.   
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If you have questions about t hese rules, talk with your employer, or have them 

call their  case manager, the program that authorizes their  funding or ARIS 

Solutions Customer Service .  

8.  Enter the pay rate (wage) th at you and your Employer agreed on 

¶ Remember, each program has minimum and maximum wages.  

These range s are different for each program.     

¶ If you have questions about the program rules, you can check the 

ARIS Solutions website (www.arissolutions.org), talk with your 

Employer or call ARIS Solutions Customer Service for help .  

Choose the services that were provided during each shift from the òservice 

codeó dropdown.   

¶ Only the services that have been authorized for the 

Consumer/Participant should appear in the òsvc codeó dropdown. 

9.  After you have entered all the shifts you  worked in  the pay period, click 

òCreate Timesheet.ó 

 

 
 

¶ If you want to enter services as you work  during the pay period, 

you can do that.   

¶ You will still click òCreate Timesheetó after you enter the first date 

of services worked/entered.   

¶ You will use the òEdit a Timesheetó instructions (see page 17) to 

add the additional serv ices worked before your Employer  reviews 

and submits the timesheet at the end of the pay period.  

10.  After you click òCreate Timesheet,ó you will be sent to a new page: 

òShowing Timesheetó.  This lets you review the timesheet before you 

approve it . 
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11.  If the information you entered is correct, you will click the box to confirm 

that you are submitting accurate information.   

¶ It is important that you send in correct e_Timesheets.  

e_Timesheets foll ow the same rules as paper timesheets.  

Improper timesheets could be considered fraudulent.  Medicaid 

fraud is very serious and can come with criminal and civil 

consequences.   

¶ Be sure to e nter any comments you want your E mploye r  to see.   

¶ Also, donõt forget to enter a phone number where ARIS 

Solutions staff can reach you.   

12.  Then, click òApprove Timesheetó to send to the timesheet for your 

Employe r  to review and approve.   Once you click òApprove Timesheetó, the 

timesheet will show up in your òTimesheet Indexó page with a òWaiting for 

Employe r  Approvaló status.   
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¶ Now, it is your Employer õs turn to review and approve the 

timesheet you have created!  

 

13.  Your Employe r  will get an email letting them know that they need to 

login, review and approve the timesheet.   

 

¶ If your Employe r  edits the timesheet, it will be sent back to you 

review and approve again.   

The timesheet will only be submitted once both you and your Employer  

have reviewed and approved it.  

Once your Employer  approves the timesheet, it will be sent  over to ARIS 

Solutions for review and processing.   

Both you and your Employer must approve t he timesheet before  12:00 p.m. 

(noon) on Monday of your programõs pay period so it can be submitted òon-

timeó.   

Late timesheets will be processed in the next reg ularly scheduled payroll for 

that program.   

A current schedule of pay periods, timesheet due dates and pay dates is 

located on our website at www.arissolutions.org   

Like a paper timesheet, there may be reasons why a timesheet submitted 

within the deadline cannot be paid.  

How Do I Submit e_Timesheets for Multiple Services or Programs ? 

If you want to submit an e_Timesheet for services provided in more than one 

program for the same Employee, you will need to creat e multiple e_Timesheet s.  

http://www.arissolutions.org/
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Just like with paper timesheets, you might have to fill out more than one 

e_Timesheet.   

You may have to create more than one e_Timesheet because:  

¶ Your  Employee worked with more than one Consumer  

¶ Your  Employee worked with the sam e Consumer but in more 

than one program (i.e., Childrenõs Personal Care Services and 

Family Managed Respite)  

¶ More than one Employee worked with one Consumer  

¶ Your Employee worked with more than one Consumer  

Creating more than one timesheet for your Employe e or Consumer in the same 

pay period  is okayñjust like with paper timesheet s.   

Please just keep in mind that each program has rules about who can provide 

services, when and to how many people at a time.   

If you have questions about the program rules, tal k with your Employer , case 

manager, or the program that approves your funding.   

You can also  call ARIS Solutions Customer Service for help . 

How Do I Approve an e_Timesheet?  
 

Both the Employer and Employee must approve the timesheet before it will be 

sent over to ARIS Solutions to be processed.  

If you created the e_Timesheet, you can approve it immediately:  

1.  After you have entered all the shifts worked in the pay period, click 

òCreate Timesheet.ó 

 

¶ If you want to enter services as worked during the pay 

perio d, you can do that.   

¶ You will still click òCreate Timesheetó after you enter the first 

date of services worked/entered.   

¶ You will use the òEdit a Timesheetó instructions (see page 

##) to add the additional services worked before your 

Employer reviews and  submits the timesheet at the end of 

the pay period.  

 

2.  After you click òCreate Timesheet,ó you will be sent to a new page: 

òShowing Timesheetó.  This lets you review the timesheet before you 

approve it . 
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3.  If the information you entered is correct, you will c lick the box to confirm 

that you are submitting accurate information.   

 

¶ It is important that you send in correct e_Timesheets.  

e_Timesheets follow the same rules as paper timesheets.  

Improper timesheets could be considered fraudulent.  Medicaid 

fraud is  very serious and can come with criminal and civil 

consequences.   

¶ Be sure to enter any comments you want the other person to 

see.   

¶ Also, donõt forget to enter a phone number where ARIS 

Solutions staff can reach you.   

 

4.  Then, click òApprove Timesheetó to send the timesheet to the other person 

to review and approve.   Once you click òApprove Timesheetó, the 

timesheet will show up in your òTimesheet Indexó page with a òWaiting for 

Employer/Employee Approvaló status. They will receive an email that it is 

thei r turn to review and approve the timesheet.  

 

The timesheet must be submitted by 12:00 p.m. (noon) on Monday of your 

programõs pay period to be òon-timeó.  Timesheets are submitted after both the 

Employer and Employee have approved them.   

It is importa nt that both the Employer and Employee review and approve the 

timesheet before  the due date .  

Late timesheets will be processed in the next regularly scheduled payroll for 

that program.   
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A current schedule of pay periods, timesheet due dates and pay dates  is 

located on our website at www.arissolutions.org   

Like a paper timesheet, there may be reasons why a timesheet submitted 

within the deadline cannot be paid.  

How Do I Deny an e_Timesheet?  
 

You might need to d eny an e_Timesheet.  This could happen if the e_Timesheet 

is created by mistake for the wrong pay period or for dates of services that were 

not worked.   You might want to deny an e_Timesheet because there are two for 

the services in the system and you wan t to deny the duplicate.  

Usually, you can correct mistakes by Editi ng an e_Timesheet (see page 17). 

But, if you want to deny an e_Timesheet, follow these steps:  

1.  At the  òTimesheet Indexó, click on the òshowó button for the e_Timesheet 

you want to deny  

2.  Choose òDeny Timesheetó  

 

You can enter comments that others can read, as appropriate.  

3.  The Timesheet will now change to òDenied by Useró status.  This will 

show who denied the timesheet ñEmployer or Employee.  

  

http://www.arissolutions.org/
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How do I Edit an e_Timesheet?  
 

Editing an e_Ti mesheet is easy.  You might need to edit an e_Timesheet  for a 

lot of reasons.  You might need to edit an e_Timesheet because you notice a 

mistake on one you created or on one that you receive an email to approve.  

You might prefer to enter time in e_Timesh eets as it is worked and approve it at 

the end of the pay period.   

To do that, youõll start by Creating an e_Timesheet (see òHow Do I Create an 

e_Timesheet? Creating an e_Timesheet: Employer or Employeeó). Then youõll 

òEdit an e_Timesheetó to add work during the pay period.   

 

 

1.  At the òTimesheet Indexó, click on the òshowó button for the e_Timesheet 

you want to  edit  

2.  Click òEdit Timesheetó 

 

3.  Make your changes  

¶ You can add or delete shifts worked  
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¶ You can adjust start and end times  

¶ You can change the Employee  worked if you choose the wrong 

Employee by mistake  

¶ You can change the Consumer that care was provided to if you 

choose the wrong Consumer by mistake  

Remember to make a comment explaining  the changes for  the  person who will 

approve the timesheet.  

4.  Click òUpdate Timesheetó  

 
 

5.  If the information you entered is correct, you will click the box to confirm 

that you are submitting accurate information.  

  

¶ It is important that you send in correct e_Timesheets.  

e_Timesheets follow the same rules as paper timeshee ts.  Improper 

timesheets could be considered fraudulent.  Medicaid fraud is very 

serious and can come with criminal and civil consequences.   

 

6.  Then, click òApprove Timesheetó to send the timesheet for the other 

person to review and approve.   Once you clic k òApprove Timesheetó, the 

timesheet will show up in your òTimesheet Indexó page with a òWaiting 

for Employer/Employee Approvaló status.    They will receive an email 

that it is their turn to review and approve the timesheet.  

The timesheet must be submitt ed by 12:00 p.m. (noon) on Monday of your 

programõs pay period to be òon-timeó.   

Late timesheets will be processed in the next regularly scheduled payroll for 

that program.   

A current schedule of pay periods, timesheet due dates and pay dates is 

located on our website at www.arissolutions.org   

http://www.arissolutions.org/
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Like a paper timesheet, there may be reasons why a timesheet submitted 

within the deadline cannot be paid.  

How Do I Enter òDaily Rateó (Overnight) Respite Services on a 

e_Timesheet?  
 

Entering Daily Rate Service (Overnight Respite) is easy !  You still enter all the 

basic timesheet information that you do for each timesheet.  

 

Be sure that you include:  

¶ Start time  

¶ End time  

¶ Rate, and  

¶ Service Code (òRespite Dailyó) 

You can e nter Daily Rate and Hourly Rate services on the same e_Timesheet.  

Be sure that you check your service codes carefully.  

You can only use Daily Rate Respite for a full 24 -hour period.  e_Timesheets 

will calculate that and make sure that the end date is 24 -hours after the start 

time you enter.    

Remember:  D aily Rate respite is for when 8  of the 24 -hours  is spent sleeping 

and not actively providing care.  

 






















