
 

 

 

 
 

DATABASICS WEB Basic Time Entry 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



 

1) Login using username provided by administrator. 
 

 
 



 

2) Enter password provided by administrator. If prompted for (primarily new users), enter a new password.  
 

 



 
3) Select the current timesheet (pay period). Take note of any announcements displayed on the right of the screen. 

 

 
 



 
4) Select the date and task/charge to report. 

 

 
 



 
5) Enter description in pop-up. 

 

 



 
6) Enter the hours to be reported. Hours need to be entered in tenths of an hour (6-minute increments).  

 

 



7) Save as Draft & Exit. NOTE: DO NOT SUBMIT at this time as it will lock the entire timesheet and prevent additional 
entries. This is reserved for the end of the pay period to indicate all entries have been entered and verified by the 
employee so they can be processed for approvals and/or corrections. 
 

 



8) Review 
 

 



9) Generate Timesheet Report for review if desired. 
 

 



10) Example of Timesheet Report 
 

 



11)  Logout 
 

 



 

12) Confirm Logout 
 

 



END OF PAY PERIOD REVIEW AND SUBMITTAL 

 
At the end of the pay period and no more entries are to be made for it, the employee must then review his/her entries for 
correctness. The employee needs to then SUBMIT the timesheet for auditing and approval by management. 
 

13)  Submit Timesheet 
 

 


