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SYSTEM ACCESS 

METS web address: https://mets.mdes.ms.gov 

You will also find a link to METS on the Insider under the Employee Services Tab. 

Initial access to the MDES Employee Time System (METS) will be provided by email. This email will contain a 

link to verify your email address and a process for creating your METS password. The link will expire within 24 

hours from when the email was sent. Your username will always be your MDES email address. NOTE: METS 

cannot use personal email addresses for usernames. (See example verification email below.) 

 

Click the link, enter your MDES email address as your username. You will be prompted to create a password. 

See the Password Reset section for password parameters. Once you have successfully set up your account, 

you will receive this message: 

 

https://mets.mdes.ms.gov/
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If the METS account verification email is not opened or acted upon when the link is active, then the 

verification procedure is as follows: 

1. Navigate to https://mets.mdes.ms.gov  
2. Attempt to login with your MDES email address. Any password can be entered. 
3. You will receive an error message regarding the verification email.  
4. This error message will request you to click here to trigger a new email with an active verification link 

to be sent to you. 

 

The link in this second email will again be active for only 24 hours from when the email is sent. 

 

LOGIN 

When you log into METS to submit your time, you will see the log in screen as indicated below. Your 

Username will be your MDES email address. You will be prompted to create your own password upon initial 

sign on. 

 

 

https://mets.mdes.ms.gov/


Return to Table of Contents  4 | P a g e  

If you log onto METS and are inactive for 20 minutes, you will see the message: Your session is about to 

expire due to inactivity.  To continue working, click on Continue.  

 

 

If you do not select Continue before the timer expires, you see the following message: Session Timed Out. You 

have been logged out due to inactivity. You will be required to log back into METS. Click on Close and log back 

into the system to complete your time sheet. 

 

SETTINGS 

Use settings to change your password or edit how your name appears in the METS system. Settings are found 

on the blue options menu or by using the settings icon next to your name in the top right corner.  
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Click edit settings, to update your name. Click Change password to reset your password (see password reset 

for password requirements). A Change Password box will appear where you will type in your current 

password, your new password, and a confirmation of your new password. Then click the Change Password 

button. When successful, a green banner with the message: Password has been updated. 

   

PASSWORD RESET 

If after your initial login, you forget your METS password, enter your Username, and click on Forgot Password. 

Then click on the checkbox for I am not a robot. 

 

Select the required images. If you do not select the images quickly enough, you will get an error message that 

reads: Verification challenge expired. Check the checkbox again. You will be required to click on the checkbox 

for I am not a robot and begin the process again. 

Once the reCAPTCHA © image selection process is successful, a green checkmark appears in the checkbox. 

Click on Reset Password. 
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You will then see the following message: A password reset email has been sent.  

Here is an example email with a link to reset your password for METS. This link sent from noreply@mdes.ms.gov and will expire in 24 hours. 

 

mailto:noreply@mdes.ms.gov
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Click on the link to reset your password for METS within 24 hours. The login screen will now display the 

following message: You requested a password reset. Please create your new password. 

 

 

 

 

 

 

 

 

 

Enter your username and create a new password. 

Your new password for METS must consist of the 

following required parameters: 

1) Between 8 and 30 characters in length 

2) At least 1 uppercase letter 

3) At least 1 lowercase letter. 

4) At least 1 number 

5) At least 1 special symbol 

6) Must not be the same as the last password 

As you add each of the required parameters for 

the password, the requirement in red will 

disappear.  Once you do not see any of the 

requirements in red, you have successfully created 

a new password. 

Type the new password again in the Re-enter 

Password box. 

If the new password is not entered correctly twice, 

you will see the following message: The passwords 

you entered do not match. Please try again. 
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Upon logging in, if you receive the message: The username/password combination you have entered is invalid. 

Please try again. This could mean that you typed in your email address wrong and/or you typed in your 

password incorrectly. If you try to reuse a password, you will receive the error message: The new password 

must not be same as the last password. Please enter a new password. However, the message: Password has 

been reset, indicates a successful change. 

  

 

EMPLOYEE FUNCTIONS 

DASHBOARD 

The dashboard displays information on the status of the current timesheet and leave balances. Clicking on the 

See More>> options will take the user directly to their timesheet. 

 

The dashboard will continue to evolve as METS is updated. 
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The dashboard will let you know if the current month’s payroll period has not yet been loaded into METS with 

the following screen. 

 

A supervisor’s dashboard will also have information on the status of their subordinate’s time sheets. 

 

By clicking on See More>>, the supervisor’s Payroll Management screen will appear. 

 

TIMESHEET MANAGEMENT 
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1 

 

Time sheet options bar – on this bar, you can view previous timesheets or the current timesheet. 
You can change the timesheet view to have access to the entire month or specific weeks. The 
options bar will display the days payroll opens and closes. The status of the displayed timesheet 
is shown here too. There are four timesheet status categories: 

 

 

 

 

 

2 

 

 

Print button – will print a copy of the displayed timesheet including the leave balances, leave 
reconciliations, and extra time worked for that month. 

 

3 

 

 

Timesheet – records the number of hours worked or leave taken from the first to last day of the 
month. 

 

4 

 

 

Leave Balance box – shows the employee’s available leave as of the first of the month, the 
number of leave hours used and the ending balance as of the end of the last day of the month. 

 

5 

 

Reconciliation Box – this is where a record of any absences taken not reflected on the previous 
month’s timesheet are recorded.  

 

 

6 

 

 

Extra Time Worked Box – this is the area where overtime hours are recorded and can only be 
used with authorized approval. 
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MONTH VIEW 

In Time Management, month view is the default. In this view, you will see the first day of the month at the 

top. To key in your time for the other days of the month that you cannot see, you will need to utilize the scroll 

bar on the right indicated by the arrow. 

 

WEEK VIEW 

If you prefer the Week view, simply select Week from the options bar at the top (See image below). From this 

view, you can key in time one week at time. Once you have keyed in the time for that week, simply click on the 

next week until you have keyed in your time for each day of the month. 
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REPORTING TIME WORKED 

Timesheets can only be completed when the payroll system is open. When payroll is open, a red banner with 

the words:  

 

To complete your time sheet, ensure the correct year and month or week are displayed in the options bar. 

Each day, enter the correct number of hours worked for each project code displayed. If you have more project 

codes than can be displayed on the screen, there will be a scroll bar at the bottom of the page allowing you to 

slide the screen right and left.  

Dates that are shaded in blue reflect weekends and other non-working days (from compressed schedules). 

Holidays are shaded in yellow.  
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REPORTING LEAVE 

While on the correct date, click the black leave square.  

Month View: 

 

Week View: 

 

A pop-up box will appear, confirming the date for the leave to be reported. If this is the correct date, click the 

Add Leave button.  

 

Once the add leave button is clicked, a new box appears. Choose a leave type from the dropdown menu. This 

menu will only show the leave options available. Enter the number of hours taken for that type of leave. Click 

the Add Leave button again to add an additional type of leave hours for this same day. Choose the trash can to 

remove leave entered for this day or choose the Done button when finished. 

 

If the amount of leave taken for the day is less than scheduled hours for that day, remember to go back and 

report the remaining work hours. 
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REPORTING RECONCILLIATIONS 

Once payroll closes for the month, unexpected time off will be recorded in the next month using the 

reconciliation box. 

NOTE: if you are out of work unexpectedly and do not have enough leave available to use, HR must be notified 

immediately. Hours scheduled = # working hours in actual absence day.  

To start, choose the date last month’s absence will be recorded on this month and click the Add button. 

Ensure that the number of hours scheduled on the date of the actual absence matches the number of hours 

scheduled on the date the absence is going to be recorded.  

 

The reconciliation form will appear for you to record the type of leave taken, the date of the absence, the 

number of hours absent and the date on which the leave will be recorded. You must click the save button for 

the reconciliation to save.  

 

You will be notified if the reconciliation created causes an error or potential error by either a red error 

message above the reconciliation box or an orange error warning box in the bottom right corner of the screen. 

See examples below. 
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TRACKING LEAVE 

The Leave Balance box will display only the leave available to use. The beginning balance shows the amount of 

leave the employee has available as of the first day of the month. Hours used will be a total of all hours of the 

specific leave type used on the month’s timesheet. The ending balance shows the remaining amount of the 

specific leave type as of the end of the last day of the month. 

 

 

Below the leave listed, there will be a message reminding employees that if their personal leave balance falls 

below 40 hours they will be taken off of direct deposit. There is also a referral to the Insider for the full direct 

deposit policy. 
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REPORTING EXTRA TIME WORKED 

When authorized, the Extra Time Worked box is the location where overtime hours are recorded. Overtime 

hours must be approved in advance of working any extra hours.  

 

After clicking on the Extra Time Worked Add button, another box appears. This is where the date and number 

of overtime hours are recorded. Make sure to save after each entry.  

 

 

OPEN PAYROLL 

A red banner will appear at the top of METS when payroll is open. The banner will include the closing date and 

time of payroll too. When payroll closes, the banner will disappear, and the current timesheet will be in view 

only mode.  
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TIMESHEET SUBMISSION SYSTEM NOTIFICATIONS  

METS has several system notices. A timesheet is not complete until the employee certifies the information is 

accurate and authorized for payroll processing. 

 

Employees are required to acknowledge any changes to a submitted timesheet will be communicated to their 

supervisor as soon as possible. 

 

SUBMITTING THE TIMESHEET 

While payroll is open, an employee will have the ability to save or save and submit their timesheet. 

 

Once Save and Submit is selected, no additional edits can be made by the employee. If the Save and Submit 

button is selected and the timesheet contains errors, this error message will appear in the bottom right corner 

of the screen. 
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A more detailed description of the error will appear in a red banner at the top of the timesheet. Below is an 

example of an error message.  

 

There may be more errors than are visible. Use the Expand and Collapse drop down to view remaining error 

messages. 

The characters on the timesheet turn red on a particular date to alert you that the date contains errors. 

 

 

RESUBMITTING REJECTED TIMESHEETS  

If the supervisor rejects a subordinate’s timesheet, the employee status will change on their options bar and 

the Re-Work button will appear. 
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Additionally, the employee will get an email from No-Reply@mdes.ms.gov which contains a statement from 

the supervisor, letting them know why the timesheet was rejected. 

 

The employee will select the Re-Work button and fix any issues on the timesheet. Once fixed, the timesheet 

will go through the save and submit process again. 

If the timesheet is not re-worked and payroll closes, a message will appear advising the employee to contact 

HR. 

 

 

 

 

 

 

 

 

mailto:No-Reply@mdes.ms.gov
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APPROVED TIMESHEET NOTIFICATION 

When an employee’s timesheet is approved by their supervisor, they will be notified by email from no-

reply@mdes.ms.gov. The email will look like this example. 

 

 

 

 

CLOSED PAYROLL 

All timesheets must be submitted and approved before the payroll closing date and time. 

 

PRINTING 

Use the print button on the options bar to print out a copy of your timesheet. (See example timesheet on next 

page.) Leave Balances, Leave Reconciliation, and Extra Time Worked will be reflected at the bottom of the 

timesheet. 

mailto:no-reply@mdes.ms.gov
mailto:no-reply@mdes.ms.gov
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SUPERVISOR FUNCTIONS 

EMPLOYEE MANAGEMENT 

In addition to Time Management and Settings, supervisors will have options for Payroll Management and 

Employee Management. Employee Management is a listing of employees whose timesheets the supervisor is 

responsible for reviewing and approving. 

The Employee Management screen displays each employee name, email address, active or inactive status, PIN 

number, full or part time status and schedule. 

 

PAYROLL MANAGEMENT 

The Payroll Management page is for a supervisor to review, edit, and approve time. 
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The Payroll Management screen lists the supervisor’s employees. Additional columns contain additional information.  

 

 

1 

Timesheet Status Column – shows the status of each employee’s timesheet. 

 

 

 

 

2 Action Date Column – shows the date and last action taken on the timesheet. 

3 Personal Balance Column – displays the employee’s personal leave ending balance. 

4 Schedule Column – hover over the calendar to see the employee’s two-week schedule. 

5 Supervisor Column – lists employee’s direct supervisor. 

6 Scheduled/Reported/Holiday/Extra Column – shows the employee’s scheduled number of hours for the month/ the total 
number of hours reported on the timesheet/ holiday hours recorded/extra time worked hours on the timesheet. 

7 PIN – displays employee’s PIN number 

8 Timesheet Button - click this button to exhibit employee’s timesheet. 

Above the employee list, a status bar indicates the number of subordinates whose timesheets have been submitted, approved, rejected, or 

not submitted yet at quick glance. 

 

The status bar will be completely green when all the supervisor’s employees’ timesheets are approved. 
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PROCESSING TIMESHEETS 

From the Payroll Management screen, click on the employee’s Timesheet button to reveal their timesheet 

information (example below). 

 

After reviewing, the supervisor has three options: edit, reject, or approve. 

If the supervisor rejects the timesheet, a popup form will appear for the supervisor to provide the employee 

with a reason for rejecting the timesheet. 

 

 

Additionally, the employee will get an email from No-Reply@mdes.ms.gov which contains the reason typed by 

the supervisor in the box above, letting the employee know why the timesheet was rejected. 

mailto:No-Reply@mdes.ms.gov
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If the edit button is selected, a popup warning will appear. The supervisor will need to confirm the intent to 

edit the timesheet before proceeding to make changes. Make sure to save changes made after editing the 

timesheet. Click on the Review Button after editing, to re-reveal the Reject and Approve buttons.  

 

Selecting the approve button will prompt a warning to appear to ensure that the intent to approve is accurate. 

 

ROLL-UP MANAGEMENT 

A supervisor’s employee that also has timesheets to review will display the number of employee’s timesheets 

that employee is responsible for. 
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Click on the arrow next to the employee’s name for the employee’s subordinate(s) to display. By clicking the 

timesheet button for each subordinate, the roll up supervisor will, after review, be able to reject or approve 

each timesheet. 

 

METS COMMUNICATION 

METS will send agency wide email communications throughout the payroll process. Do not reply to these 

emails. 

Two days before payroll opens, everyone will receive this reminder: 

 

Anyone whose timesheet is not approved halfway thru payroll will receive this reminder: 
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Anyone whose timesheet is not approved on the last day of payroll will receive this reminder: 

 

Additionally, daily count-down reminders to submit timesheets will be sent until the employee submits their 

timesheet. 
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ERRORS 

 

ERROR MESSAGE TRIGGER CONDITION 

Reported more hours for {{ Work Date}}  than 
scheduled, please adjust your entry. 

When time is reported more than scheduled for a 
particular work date. 

Reported less hours for {{ Work Date}}  than 
scheduled, please adjust your entry. 

When time is reported less than scheduled for a 
particular work date. 

The charged absence date {{Charged Absence 
Date}} for the leave reconciliation does not occur 
during the current pay period. 

When a reconciliation record has a charged absence 
date that does not occur in the current pay period 
during Timesheet Submission and saving 
reconciliation. 

Reported more hours for {{Actual Absence Date}} 
than scheduled, please adjust your entry. 

When a reconciliation record has hours entered for 
the actual absence date that exceeds the number of 
scheduled hours for the actual absence date during 
Timesheet Submission. 

Reconciliation is required for the time off that has 
not been accounted for in the previous pay period, 
please verify the date of actual absence is within the 
pas pay period. 

When a reconciliation record contains an actual 
absence date outside of the previous pay period 
when entering and saving reconciliation. 

{{Balance Type}} available for reconciliation is too 
low for the amount entered. 

When the leave balance available for the 
corresponding Actual Absence Date would be taken 
below the available balance for that date. 

A reconciliation record already exists for the actual 
date and charged date with leave type {{Leave 
Type.}}  

When a reconciliation record already exists with the 
same actual date, charged date, and Leave Type as 
the one currently being saved during saving 
reconciliation. 

The leave you have entered will cause a balance to 
be less than zero. 

When attempting to add a leave record that would 
cause a balance to go below zero. 

Holiday pay is available for up to 8 hours only, please 
use another leave code to make-up the rest of the 
scheduled time. 

When attempting to add a Holiday leave record of 
more than 8 hours. 

You currently have entered work time or leave other 
than holiday leave for Date please ensure this is 
correct before submission. 

When a user has recorded leave or work time other 
than holiday leave for the specified date. 

No valid {{Leave Type}} leave balance was found for 
reconciliation with actual absence date {{Actual 
Absence Date}}. 

When a reconciliation record selected leave type does 
not have a valid balance on the Actual Absence Date. 

The charged absence date must have the same 
scheduled hours as the actual absence date. 

When a reconciliation record Actual Absence Date has 
a different number of scheduled hours than the 
selected Charged Absence Date. 
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METS HELP 

Email requests for assistance with METS to mets@mdes.ms.gov. 


