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Title: Entering Payroll into the Mains’l System 
 
Policy: The Veteran and/or their representative must keep current 

timesheets for all paid employees. 
 
Purpose: To address the Veteran’s role as a household employer and to 

outline procedures for keeping proper timesheets for each 
employee.  This procedure will also outline steps for entering the 
employee’s time into the fiscal agent’s website (mainsl.com). 

 
Scope: This procedure affects all Veterans enrolled in the VD-HCBS 

program and their paid VD-HCBS employees. 
 
Responsibilities: It is the responsibility of the Veteran to have blank timesheets 

available for the employee at the beginning of each week. 
 
 It is the responsibility of the Veteran to ensure that time is filled out 

accurately each day by the employee.  Both the employee and the 
veteran will sign the timesheet at the end of the week attesting that 
all information, including service codes and hours worked is correct. 

 
 It is the responsibility of the Veteran to enter the employee’s time 

on the Mains’l website as often as every day and at least by 5 pm 
on the Monday following the end of a pay period. 

 
 
Procedure: (Refer to Forms & Resources Page for location/copies of referenced documents) 
 

1. The Veteran will provide a Blank Timesheet at the beginning of every week to 
each employee. 

 
2. The employee will enter their start time on their timesheet at the beginning of 

each shift and will enter their stop time at the end of each shift.  Time cannot be 
entered beforehand. 

 
3. The Veteran will enter the employee’s hours on mainsl.com as often as every 

day, but at least by 5pm on the Monday following the end of a pay period.  A 
paid employee must never be allowed to enter their own time into the 
Mains’l system. 

 
4. At the end of the week, the Veteran will review the paper timesheet with the 

employee for correctness.  Both the Veteran and the employee will sign the 
timesheet after the employee has completed their last shift for the week.   
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5. The Veteran will review time entered on mainsl.com to confirm that it is correct 

and matches with the paper timesheet. 
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