
 

 

 

 

 

Time Entry User Guide



 

 

Entering Time 

Time worked should be reported daily, or by noon of the following workday. To do so, log into 

the system by clicking on the Web Timesheet button on the Employee Resources page at our 

website (www.insolves.com), entering your User Name and Password information, and then 

clicking on OK. 

 

 

 

 

 

http://www.insolves.com/


 

 

Occasionally messages will be delivered to the user via this system. If messages are present, 

they will be displayed on the screen and will require acknowledgement before proceeding to 

the time collection screen. Click on the Acknowledge button to continue into the system. 

 

Once into the system, dates for the current pay period (based on the day you log in) will be 

displayed. 

 

Click on the 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 performed. Hovering the 

cursor over the field will display the date represented. 

 

 



 

 

Enter your hours and descriptive info onto the screen. 

 

Click on the Save and Close button to enter the time. 

 

 



 

 

At anytime during the pay period, BEFORE records have been submitted for compensation, you 

may edit an existing record ōȅ ƳŜǊŜƭȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŘŀȅΩǎ ŜƴǘǊy. 

 

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

info and click on Save and Close. 
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Submitting Time for Compensation 

At the end of a pay period, the user must review his/her entered time and submit it for 

processing and compensation. To do so, log into the system as normal. Once again, the system 

default is to display the records for the current pay period (as related to the day you are logging 

in), therefore you may not see the records you need to submit. If so, 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 the Period drop down menu, change the month 

and retry until you have selected the appropriate pay period. 

 

 



 

 

When the correct records are displayed, review all entries for the pay period for accuracy and 

correct as needed until satisfied they are correct. 

Submit your time by clicking on the Submit Timesheet button located at the bottom of your 

task screen. 

 

At this point a new window will be displayed. Once again, DCAA requirements dictate that you 

sign (via password) your approval of the records entered. Enter your password and click on 

Submit Timesheet to officially submit your time. 

 

At this point, your entries will change color to reflect the change. These records are now locked for 

processing and cannot be changed by the user in the system. 



 

 

 

The user has now completed his/her time entry tasks for the pay period.  To exit the system, 

click on Log Out from the upper right hand menu options. 

 



 

 

Changing Passwords and Personal Contact Information 

The user is requested to maintain pertinent contact information in the system. This is done by 

selecting My Profile from the top menu once logged into the system. This is also the 

mechanism used to change a password. Enter the desired information and click on Save and 

Close to process. 

 



 

 

Report Generation 

Miscellaneous reports may be available ƛƴ ǘƘŜ ǳǎŜǊΩǎ ƳŜƴǳΦ Processing these reports 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 Time Overview. 

 

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. 

 

 

 

 

 

 

 

 

 


