
Entering Time
Into People Savvy App

For any questions or concerns contact: 
Charla Koeppe
Email:Charla@millertimber.com
Phone: (541) 929-2840, ext. 1585
Text: (541) 740-4338

mailto:Charla@millertimber.com


Log Into the App

● Login into the HCMtogo App

● Once you’ve set up your 
account on the first login, it 
should automatically pull up 
your Miller Timber Login menu

● The username is not case 
sensitive, however your 
password will be case sensitive 
to whatever you set it as

 



Home Page
● Once you’ve logged in, the app 

will take you to the home page 
where there will be useful 
information

● To enter time, click the View 
Timesheet link in the clock 
widget

● When you click the link, you’ll 
be taken to the current day on 
the timesheet

● If you click the blue bar it will 
collapse the current day details 
and you’ll be able to see the 
whole two week pay period



Example Timesheet
● This will show how to input the 

information you’ve been putting 
on your old timesheet onto the 
application

● We’ll use this Timesheet as an 
example



Department

● CTL Operators will most often 
be working under CTL jobs 

● CTL Jobs are broken up by 
state, so you’ll need to pick the 
state you’re working in

● To find your department click 
the drop down arrow, and scroll 
through the options. Recent 
choices will be displayed on the 
feed roll, but if you don’t see 
what you need select the 
browse option

● You can search for the 
department type or you can hit 
the browse tab and find the one 
you need.

Departments break up the different 
types of work at Miller Timber



Department Cont.
● 2725 is for onsite work which is 

what our example is for, so we’ll 
select that option.

● 2703 is for work done at the 
Miller complex, so if you’re ever 
at the shop working you will 
select that option.



Jobs

● Just like with the department, 
the job selection will come up 
with a feed wheel of recently 
used jobs and the browse 
option to find others

● When you select browse, you’ll 
get three options. More often 
than not, your job name will be 
under the Neither category

● Most often BOLI jobs are for 
expanded fire jobs & 
Government jobs are usually 
Fires

Jobs are the specific unit that you’re 
working on, ie. job names or specific 
tasks



Jobs Cont.
● You have the option to either 

search for the job using 
keywords or you can scroll 
through the list of jobs to find 
the one you need



Production Info.
● Once you’ve got the department 

and job entered you can add in 
the production information that 
was being put on the old time 
sheets

● To create a new note with your 
timesheet all you have to do is 
click the message box icon on 
the blue bar



Production Info Cont.

● You should add any information 
relevant to your time into these 
notes. The more information the 
better

● If you can’t find your job name 
type it into this box and Charla 
will be able to figure out your 
time without having to get a 
hold of you

● Once you’ve added all you need 
click the save button 



Saving Timesheets
● Once you’ve entered all your 

time and notes, you’ll need to 
press the save button to keep 
your changes in the app

● If you do not save your changes 
you will have to enter it all again

● Once you’ve successfully saved 
your time info you should see 
the check mark that it was 
correctly processed



Time Off Request
● To ask for time off you need to 

click on the time off tab on the 
top of the timesheet page

● You will then have to select 
which type of time off you want 
to request; Sick or Vacation if 
you have it

● Once you’ve selected your type 
you’ll hit the start request 
button



Time Off Cont.

● In the request form you’ll need 
to pick the duration of your time 
off, ie a full day or partial day

● Then you’ll have to enter the 
date which you want to have the 
time off on



Time Off

● In the comments you’ll want to 
explain why you want to have 
the time off 

● Once you’ve entered all your 
information press the submit 
request button



Time Off Cont.
● The time will not be 

automatically approved. 
Managers will have to go 
through your request and either 
accept or deny your request

● A pending time off request will 
be a Cyan color 

● An approved time off request 
will be a dark Teal color

● You will receive an email when 
your time off has been 
approved or denied

● Please make sure to talk to your 
manager about taking time off 
as well. Do not just enter the 
time request and not let your 
manager know about it


