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Only an employee can edit their own 
shift. A Managing Party or Mains’l FMS 
Manager can not edit the employee’s 

shift. 

Instructions for E m p l o y e e s t o Update/Edit 
Timesheet  Information 

 

STEP 1 

LogIntoNavigationPlusWebsite at https://navigation-plus.com/#/MNFMS 

Enter in your user credentials. Remember, if you are a managing party you need to  
use your employee login to edit your own time. 

 
Click on I Agree 
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Click on My Stuff 

This will open up the employee’s timesheet review screen 
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An employee cannot edit or update a timesheet that has been approved by the managing party. If 
you receive the error message below, please contact your managing party (the person who 

approves your timesheets- this is not Mains’l) to ask them to unapprove your shift so you can 
edit the shift. 

 
 
Collapsing the Left Navigation Menu 

Clicking on the blue arrow will collapse the left navigation menu allowing for more viewing screen 
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You must view the timesheet details to Edit. 
 

Click on Green Folder (on the far left of the screen) for the shift you would like to edit. Once you click 
this folder, it will “open” the timesheet entry. 

 
Opening the timesheet will allow edits to be made to the information within that 
entry. 
 

 

 
STEP 5 

Click on Edit Timesheet 
To make any changes to the timesheet, user will have to click on Edit Timesheets (square 
symbol with a pencil). You only need to change the item that is incorrect in your original entry. 
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Click on Calendar Icon to Edit Date/Time 
Click on the calendar icon to edit the date and or t i m e . 

 

 

 
STEP 7 

Click on Time 
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Click/Scroll to Select the Hour, the Minute and AM/PM 
 

 
 

STEP 9 

Click on Set 
Clicking Set with capture the updates to the Date and or Time 
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Add a Reason Code and an Action Code & Click I Acknowledge 
Click on the drop-down arrow to choose a reason code- this is why you are editing 
your shift. 

You also need to choose an action code. This is either: EVV Exemption on file 
(if you live with the person you support and Mains’l has your form and 
documentation on file), unverified visit (if you should enter your time via the 
app and forgot, this is considered an unverified visit), or PTO entry (if you are 
entering a PTO shift) 

 
 
*

 
 
 
 
 
* Activities of Daily Living only apply to CFSS employees. CSG and CDCS employees will not see this 
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Updating or Editing a Timesheet Page 8 

 

 

Click on Save Timesheet 
 

 
 
 This will pop up.  

  
 
 

If you get this error, please reach out to your Mains’l Contact  
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