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Time Reporting & Reporting

New Employee Training
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Enabling Objectives

At the completion of this training the employee will be able to:

- use TimeScape to record work hours

- use TimeScape to pull timesheets for approval

- send approved timesheets to main office for
compensation

- change their password

- understand employee time entry responsibilities
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Record Work Hours

|t 1 s the empl oyeeds respon
timely manner. This should preferably be done at the end of
eachworkday, or at the beginning of the next workday.
Timeliness of this information helps in the management of
projects and provides more time for proper preparation for
payroll compensation.

The following screens step through the time entry process.
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Navigateto the
TimeScapdogin screen
by opening Internet
Explorer and going to
http://www.insolves.com
On the home screen,
click on theEmployee
Resourcegab.




