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Entering Time

Time worked should be reported daily, or by noon of the following workday. To dogsmtb
the system byclicking orthe Web Timesheebutton on the Ermployee Resources page at our
website (vww.insolves.cor)) entering youtUser Nameand Passwordinformation, and then
clicking onOK
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Home InSolves Associates Engine

Employee Resources

‘ E-Mail ‘
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Pioneering Time Management To The Next Level

l Welcome to TimeFront

Time is to be entered and accounted for on the same day that work is performed.

Enter your user name and password to sign in.

User Name: |lem'rcysnicket
Password: leeccccssl *
% OK J & Cancel y
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Occasionallynessages will be delivered to the user via this system. If messages agatpres
they will be displayed othe screen and willequire acknowledgement before proceeding to
the time collection screen. Click t¢ime Acknowledge button to continue into the system

Messages

Sample message
SYSADMIN 12/03/2009 09:55 AM

Miscelaneous messages wil be periodically placed here.

Acknowledge l [ Log Out ]

Once into the system, dates for the current pay peribdsed on the day you log)iwill be

displayed.
i\ Home My Profile My Time Sheets Repaorts
Year | 2009 [+ Month [12 [ +|Period 11/23/2009 - 12/6/2009 [+ |

None ‘ Submitted ‘ Rejected ‘ ‘ Approved ‘ Invoiced ‘ Compensated ‘ €3 Ignored ‘

Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tue:
11/23/2009 | 11/24/2009 | 11/25/2009 | 11/26/2009 | 11/27/2009 | 11/28/2009 | 11/29/2009 | 11/30/2009 | 12/1,
Innovative Solutions - Business - Overhead Costs
Training i - - - - - - -
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

_, SUBMIT TIMESHEET é PRINT TIMESHEET @FRINT TIME HISTORY

Click orthe area representing the date and task you are reporting and a new window will pop
up to capture your hours worked and a brief description of the work perforrhleering the

cursor over the field will display the date represented.

Wednes
12/2/21

Tuesday
12/1/2009

Monday
11/30/2009

00 ;-r'1c:n, 11/30/2003, Click To Edit Time. ] g

09

‘RINT TIME HISTORY



Enter your hours and desptive infoonto the screen.

0 I T |

Client
Project
Project Task
Day Date

Hours

Description

Status ®

Innovative Solutions
Business
Training
11/23/2009
8

Detelop training guide. -

kP SAVE AND CLOSE g‘a.os:

Click on thesave and Closkutton to enter the time.
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Client
Project
Project Task
Day Date

Hours

Description

Innovative Solutions
Business

Training

11/23/2009

8

Develop training guide. -

kP SAVE A&D CLOSE gaosz




At anytime during the pay perio@EFOREecords have been submitted for compensation, you

may edit an existingrecom e Y SNBfe Of AO1AYy3a 2y UKS | LILINE LINRA
i" Home My Profile My Time Sheets Reports
Year|2009 [+ | Month |12 [ -] Period | 11/23/2009 - 12/6/2009 | ~ |
‘ None ‘ Submitted ‘ Rejected ‘ ‘ Approved ‘ Invoiced ‘ . Compensated ‘ €3 Ignored ‘
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tue
11/23/2009 | 11/24/2009 | 11/25/2009 | 11/26/2009 | 11/27/2009 | 11/28/2009 | 11/29/2009 | 11/30/2009 | 12/1,
Innovative Solutions - Business - Overhead Costs
Training 8.00 8.00 8.00 8.00 B{lﬁ)ﬂ - - -
Total 8.00 8.00 8.00 8.00 8.00 0.00 0.00 0.00
_’ SUBMIT TIMESHEET @FRINTT‘IMESHEET @PRJNTTIME HISTORY

This will open a window with the current info displayed. Change the hours and/or descriptive

info and click orsave and Close

e
of
its

Status
Client
Project
Project Task
Day Date

Hours

MNone

Business
Training
11/27/2009

Innovative Solutions

9.00

Develop training guide.

Description

- s'urE AND CLOSE e CLOSE




Submitting Time for Compensation

At the end of a pay period, the user must review his/her entered time and submit it fo
processing and compensatiofo do so, log into the system as normal. Once aglamnsystem
default is to display the records for the current pay perfedrelated to the day you are loggin
in), thereforeyou may not see the records you need to subirifiso, you will need to change
the information displayed across the top (Year/Month/Period) as appropriate to display the
correct records as shown in the following examples.

If the pay period you want is not available in therioddrop down menu, changte month
and retry until you have selected the appropriate pay period.

’_.‘: Home My Profile My Time Sheets Reports

Year | 2009 [+ Month |12 [ = | Period | 11/23/2009 - 12/6/2009] ~ |
** Please Select ™
01
None ‘ Submitted ‘ Rejected ‘ 02 viced ‘ . Compensated ‘ €3 Ignored ‘
03
04
Monday Tuesdg 05 Thursday Friday Saturday Sunday Monday Tw
11/23/2009 | 11/24/2/06 11/26/2009 | 11/27/2009 | 11/28/2009 | 11/29/2009 | 11/30/2009 | 12/

07
Innovative Solutions - Business - O 08

Training 8.00 g 09 8.00 9.00 - - -

Total 8.00 H 8.00 9.00 0.00 0.00 0.00
L I

3 SUBMIT TIMESHEET é PRINT TIMESHEET @ PRINT TIME HISTORY

i" Home My Profile My Time Sheets Reports

Year 2009 |~ Month 11 |+ Period ** Please Select ™

** Please Select **

10/26/2009 - 11/8/2009
None | Submitted | Rejected Approved | Invoiced | '/ 11/9/2009 - 11/22/2009 d




When the correct records are displayed, review all entries for the pay period for acamdcy
correct as needed until safied they are correct.

Submit your time by clicking dhe Submit Timesheebutton located at the bottom of your
task screen.

e

‘s’ Home My Profile My Time Sheets Reports
Year | 2009 [+ | Month 12 [ = Period | 11/23/2009 - 12/6/2009 | ~ |
‘ None | Submitted | Rejected ‘ ‘ Approved | Invoiced ‘ Compensated ‘ €3 Ignored ‘
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tu
11/23/2009 | 11/24/2009 | 11/25/2009 ( 11/26/2009 | 11/27/2009 | 11/28/2009 |11/29/2009 | 11/30/2009 | 12/
Innovative Solutions - Business - Overhead Costs
Training 8.00 8.00 8.00 8.00 9.00 e e e
Total 8.00 8.00 8.00 8.00 9.00 0.00 0.00 0.00

3 SusmIT T‘IM%HEET @ PRINT TIMESHEET @ PRINT TIME HISTORY

At this point a new window will be displayednce again, DCAA requirements dictate that you

sign (via password) your approval of the records entered. Enter your password and click on
Submit Timesheeto officially submit your time.

You are about to submit this timesheet. After being submitted, the time sheet wil
be locked and you wil be prevented from making any modifications to it (except for
records that project managers and/or approvers might choose to reject).

Full Bame Snicket, Lemont

Password esesssss

j SUBMIT TIMESHEET | ) CLOSE

At this point, your entries will change color to left the change. These records are now locked for
processing and cannot be changed by the user in the system.



‘1\ Home My Profile My Time Sheets Reports

Year | 2009 [~ | Month |12 [~ | Period | 11/23/2009 - 12/6/2009 [~ |
‘ None ‘ Submitted ‘ Rejected ‘ ‘ Approved ‘ Invoiced ‘ . Compensated ‘ €3 Ignored ‘
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tu

11/23/2009 | 11/24/2009 | 11/25/2009 | 11/26/2009 | 11/27/2009 | 11/28/2009 | 11/29/2009 | 11/30/2009 | 12/:

Innovative Solutions - Business - Overhead Costs

Training 8.00 8.00 8.00 8.00 9.00 - S -

S
Total 8.00 8.00 8.00 8.00 9.00 0.00 0.00 0.00

J SUBMIT TIMESHEET @ PRINT TIMESHEET @ PRINT TIME HISTORY

The user has now completed his/her timetey tasks for the pay period. To exit the system,
click on Log Out from the upper right hand menu options.

Welcome to TimeFront
Welcome Snicket, Lemity (Role: User) Log Out

s

[ Loag Cut of your Profile ]




Changing Passwords and Personal Contact Information

The useis requested to maintain pertimg contact information in the system. This is ddne
selectingMy Profilefrom the top menu once logged into the system. This is also the
mechanism used to change a password. Enter the desired information and clizk/erand
Closeto process.

i“ Home My Er}oﬁle My Time Sheets Reports

i\ Home My Profile My Time Sheets Reports

Home = UserAccount

My Profile Edit Page I

Name Snicket, Lemity
Username lemitysnicket
Password |

Confirm Password |

Time Zone |Eastern Standard Time E =

Phone [740-289-3282

Cell Phone 740-867-5309

Email |Iemitysnicket@insorves.c0m o
Email IT |thewi|d1@yah00.com| m

Default Page Size |20 '

[,:PSAVE DCI.OSE QJCLOSE . EJ ‘



Report Generation

Miscellaneous reports may be available/ G KS dzRrSchsSidg thess geplas can differ
from report to report. Following are instructions for running a typical report for reference.

My Time Overview Report

Once logged into the application, click on the Report menu and select My Timei&wer
N ... :
WP TIMEFRONT

’j_\ Home My Profile My Time Sheets

Custom » My Time Overview
fear 2009 [+ | Month |12 | = | Period 12/7/2009 - 12/20/2009 | ~ |

Next, use one of the following options. To enter a pay period to summarize, select the appropriate pay
period from the drop down menu next to TimePeriod.



