INSslves

DATABASICS WEB Basic Time Entry






1) Login using username provided by administrator.

InSalves

Powered by DATABASICS  (9.2(09202026))

JOYCEHAZEL

Remember Me

D Locale & Time zone

Forgot Login ID/Password?
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2) Enter password provided by administrator. If prompted for (primarily new users), enter a new password.

InSalves

VCEHAZE

Remember Me

D Locale & Time zone

Forgot Login I0/Password?

Sign inwith a different account
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3) Select the current timesheet (pay period). Take note of any announcements displayed on the right of the screen.

InSalves 8 Tty

Hello, Joyce ¢
Sunday 11/08/2026 © My Timesheets
Time ® 11 s_ 15/2026*
-
ety R0 @ 10/19/2026 -11/01/2026
@ 10/05/2026-10/18/2026
JAY
@  09/21/2026 - 10/04/2026

AN}

Powered by DATABASICS (9.2 (09202026))

Approved

View All >

11/80 Hrs

18/80 Hrs

67.5/80 Hrs

80/80 Hrs

Announcements

Welcome to the DATABASICS Time Project Site

When you have finished entering your time, click one of the following options at
the top of the page:
1. Save as Draft & Exit - Saves your work so you can return later to make
changes.
2. Submit - Sends your timesheet for approval.

Important Reminder: Do Not Submit Before the Pay Period Ends

Please use Save as Draft & Exit if you are entering time before the current pay
period has ended. Submitting your timesheet early will lock the entire timesheet,
preventing you from entering hours for the remaining days in the pay period.
Once the pay period has ended and you have finished entering all your time, you
can submit your timesheet for approval.

Thank you for your cooperation!

Copyrigh JATABASICS, Inc. Al righ . Privacy Policy | Support




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

InSalves o

Timesheet v

X \ Joyce Hazel - 11/02/2026 - 11/15/2026

| Search Q  DailyNote [§
? Action TimeCode  PO/Contract  TaskOrder  Task sl B I
o SRNS-000036..  ESCSVC OM7YTFACSS
G “ = Repler SRNS Security Esc...  SRNS Security Esc..  OM7YTFACSS
— % SRNS-000036..  ESCSVC OM7ZATASPO
o = e ity Exe : i
f - = REG SRNS-000056..  ESCSVC 0710GNDSUB
e =% : »
= RS SRNS-000056..  ESCSVC OMBHACTMNT e
‘ = Regular SRNSSecurityEsc..  SRNSSecurityEsc..  OMSHACTMNT
= REG SRNS-000036..  ESCSVC OALUTESCOR
a = Regular SRNS Security Esc... SRNS Security EsC... OALUTESCOR
- G SRNS-000056..  ESCSVC 0OROBLOFIB
L] = Reglar
— REG SRNS-000036..  ESCSVC 0657EPORTL
“ = Regular
— sk
2 a = Scklesve
— REG SRNS-0000S6..  ESCSVC C2IITSAFTY
L] = Repulor it i 023r

Total Hours | 11.00 - 11.00

B @ =
Mon Tue
Nov0? Nov10

Wed
Nov11

80.00 11.00
Standard Work Hours Total Hours
Turo“v'u fgus Total

Powered by DATABASICS (9.2 (09202026))
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5) Enter description in pop-up.

InSglves o

X Joyce Hazel - 11/02/2026 - 11/

® cop

Time Code
REG
Regular

REG

Regular

REG
Regular

o
o
)
6 @ B v reo
)
L)

- REG
5 = Reglar
- REG
4 —  Reglir
Bl — REG
Total Billable
Total Hours
Date Range Purpose
11/02/2026 Descript

Powered by DATABASICS  (9.2(09202026))

imesheet v

15/2026

Search Q  DailyNote [

PO/Contract Task Order Task
SRNS-000056..  ESCSVC OM7YTFACSS
SRNS Security Bt SRNSSecurityEsc,  OMTYTFACSS
SRNS-000056..  ESCSVC OM7ZATASPO
SRNSSecurity Escue  SRNSSacurityEsca  Tritivm Excort
SRNS-000056..  ESCSVC 0710GNDSUB
SRNS Escu  SRNS Security Esca.

Q. SRNS-000056788 Q) ESCSVC

SRNS-000056..  ESCSVC
SRNS SecurityEsc...  SRNS Security Esc...
SRNS-000056..  ESCSVC
SRNS Security Esc...  SRNS Security Esc...
SRNS-000056..  ESCSVC

fon Escorting vendor

Q omvsHecTMNT  Q

OALUTESCOR
OALUTESCOR

O00ROBLDFIB
COROBLOFIE

0657EPORTL

Mon Tue Wed Thu Fri
Nov02 Nov03 Nov 04 Nov05 Nov0§
noo

Nov07

INOTE ON Tuesday November 3, 2026 FOR LINE ID :6

*Purpose: Description
—
1100 Please type notes here. Limited to 3000 Characters
11.00

n

6 Nov 07, 2026 14:3...

H
5@ = (T
80.00 11.00
Standard Work Hours Total Hours
Sun Mon Tue Wed Thu Fri Total
Mo 08 Nov 0 Nev 10 Nov11 Nov12 Nov13 ota
1100
11.00
11.00
*Purpose: Deseription v
Escorting vendor
“Start: MonNov2nd v *End: MonNov2nd v

Copyright £2026 DATABASICS, Inc. All rights reserved. Privacy Policy | Support




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

InSglves

[} Timesheet v

X Joyce Hazel - 11/02/2026 - 11/15/2026

@ copvaanD S TEREEY

Action

&

Total Billable
Total Hours

Date Range
11/03/2026

11/02/2026

Time Code
REG
Regular

REG

Regular

REG

Regular
REG

REG
Regular

REG
Regular

REG

Purpose

Description

Description

Powered by DATABASICS  (9.2(09202026))

PO/Contract

SRNS-000056...
SRNS Security Estune

SRNS-000056...
SRNS Security Escan.

SRNS-000056...
SRNS Security Exc,

Q SRNS-000056788 Q. ESCSVC

QO DaiyNote

Task Order
ESCSVC

SRNS Security Esc..,

ESCSVC
SRNS Security Escun

ESCSVC
SRNS Security Esc..

SRNS-000056...  ESCSVC

SRNSSecurityEsc...  SRNS Security Esc..

SRNS-000056...  ESCSVC

SRNS Security Esc... SRNS Security Esc...

SRNS-000056..  ESCSVC
Escorting vendor
Escorting vendor

Task

OM7YTFACSS
OM7YTFACSS

OM7ZATASPO

Tritivm Excort

07I0GNDSUB
0710GNDSUB

Q omvsHicTMNT  Q

OALUTESCOR
OALUTESCOR

O00ROBLDFIB
COROBLOFIE

0657EPORTL

B v =
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
Nev02 Nov03 Nov04 Nov 05 Nov 0§ Nov07 Nov08 Nov0? New 10 Nov11
noo @ 10d @
1100
11.00
Ust View voa (3
*Purpose: Description
RefLine..  LastModified ¥ Action Escorting vendor
6 Nov08,202610:5.. @
6 Nov07,2026143.. @
*Start: TueNovdd Vv *End:

JH
80.00 11.00
Standard Work Hours Total Hours
Thu Fri

Nov12 Nov13 Total
11.00
1100
11.00

b !

TueNovdd Vv
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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.

InSalves

Timesheet v

X Joyce Hazel - 11/02/2026 - 11/15/2026

@ copvaanD S RS

g Action
9

‘o

8 o

Total Billable
Total Hours

Date Range

11/03/2026

-

]

Time Code

REG

Regulr

REG

Regular

REG

Regular

REG

REG

Regular

REG

Regular

REG

Purpose

Description

Powered by DATABASICS (9.2 (09202026))

PO/Contract

SRNS-000056...

SRNS Security Esc...

SRNS-000056...

SRNS Security Esca.

SRNS-000056...
SRNS Security Excu..

Q SRNS-00056788 Q ESCSVC

SRNS-000056...
SRNS Security Esc...

SRNS-000056...

SRNS Sacurity Ese...

SRNS-000056...

Escorting vendor

JH
- —
@ Pr = SAVE AS DRAFT & EXIT
80.00 2200
Standard Work Hours Total Hours
Mon Tue Wed Thu Fri Total
Nov08 Nov09 Nev 10 Nov11 Nov12 Nov 13 O
2200
2200
2200
*Purpose: Description v
Escorting vendor
“Start: TueNovid Vv ‘End: Tue,Nov3d v

SAVE CANCEL

Copyright ©2026 DATABASICS, Inc. All ights reserved. Privacy Policy | Support



8) Review

InS&lves

X Joyce Hazel -11/02/2026 - 11/15/2026

[} Timesheet v

9’65

80.00 2200

| Search Q  Dailynote [ StandardWorkHours — Total Hours
Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri
# Action TimeCode  PO/Contract  Task Order Task Nv02  Nov03  Nov04  NovOS  Nov0s - Nw0?  Nevi0 Nl Ntz Nevts ot
= REG SRNS-000056..  ESCSVC OM7YTFACSS
(0 ] = g SRNSSecurty Extr SRS SWCurty sk OMTYTFACSS
. — REG SRNS-000056..  ESCSVC OM7ZATASPO
L] = e SRS SecurtyExc SRNSSecurtyEscu  Trituom Escort
f . — REG SRNS-000056..  ESCSVC 0710GNDSUB
/] = Repulor SRN ity SRN ity
- REG SRNS-000056..  ESCSVC OMBH4CTMNT
A e = Regur SRNSSecurtyEsc,  SRNSSecurityfoca  OMEHACTMNT 10e 1100 -
= REG SRNS-000056...  ESCSVC OALUTESCOR
u = Ragular SRNS Security Esc... SRNS Security Est... OALUTESCOR
- REG SRNS-000056..  ESCSVC (0OROBLDFIB
‘ = Reguar
- REG SRNS-000056..  ESCSVC 0657EPORTL
U = Regular [
- SICK
(A | = Scklewe
= REG SRNS-000056..  ESCSVC 023ITSAFTY
] = e SRS SecurityEsc SRNSSecurityExcu Q20ITSAFTY
‘. LN H————a——— L ————VWVV VL 0———— » -
Total Hours 10 1100 200
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9) Generate Timesheet Report for review if desired.

INS&lves

Timesheet v

X Joyce Hazel - 11/02/2026 - 11/15/2026

# COPY&ADD

- A
@ 9
w5

o
G & ¢ & & o & & &

Total Billable
Total Hours

Search

TimeCode  PO/Contract

REG

Regular

REG

Regular

REG
Regular

REG
Regular

REG
Regular

REG
Regular

REG
Regular

SICK
Sick Leave

REG

Regular

SRNS-000056...
SRNS Security Est...

SRNS-000056...
SRNS Security E3ca

SRNS-000056...
SRNS Security Excu

SRNS-000056...
SRNS Security Esc

SRNS-000056...

SRNS Security Esc...

SRNS-000056...
SRNS Security Esc...

SRNS-000056...
SRNS Security Esz...

SRNS-000056..
SRNS Security Escu

https://prsite20.data-basicsnet/insolves/databasics.ext¥

Q DaiyNote [

Task Order
ESCSVC

SRNS Security Esc...

ESCSVC
SRNS Security Escan

ESCSVC
SRNS Security Exca

ESCSVC
SRNS Security Es

ESCSVC

SRNS Security Esc..

ESCSVC

SRNS Security Esc...

ESCSVC
SRNS Security Est..,

ESCSVC
SRNS Security Escu

Task

OM7YTFACSS
OM7YTFACSS

OM7ZATASPO
Tritium Escort

07I0GNDSUB
07I0GNDSUB

OMBHA4CTMNT
OMEHACTMNT

OALUTESCOR
OALUTESCOR

O00ROBLDFIB
COROBLOFIE

0657EPORTL
Q45TEPORTL

023ITSAFTY
QR2UTSAFTY

JH
42
Timesheet Re‘
80.00 2200
Adjustment Report Standard Work Hours Total Hours
Mon Tue Wed Thu Fri Sat 2 Wed Thu Fri Total
Nev02 Nov03 Nov04 Nov03 Nov0§ Nov07 Leave Balance Report 10 Nov11 Nov12 Nov13 0
Audit Report
Audit Report Of Deletion
Audit Report Of Rejection
1100e 1100 2200
L) »
1100 11.00 2200
11.00 11.00 2200

Copyright £2026 DATABASICS, Inc. All rights reserved. Privacy Policy | Support



10) Example of Timesheet Report

“Tota Hours for ine 1:0

ol Hours for e 20

-

Total Hours for no 3: 0

-

“Total Hours forine &:0




11) Logout

INSalves @ e

Joyes Hare| [HAZE20220307)

Hello, Joyce < © My Timesheets s:wsomamnmws&w
Sunday 11/08/2026
© My Preferences
e Stat mmiddiyyyy | @ End mmiddyyyy @ SEARCH CLEAR ALL 2 Approved 4Draft Open
® Help&FAQ
@ 1115202 2200Hrs
Actions ¥ Reporting Period Status Total Hours Total Billabk [ 5ign0ut
P = 2 0U11/2027-01/24/2027 New Timesheet
P = 2 12/280202-01/10/2027 I Nov 07, 2026 09:41:15
B 2 1214202 12/27/20% New Timesheet
- = £ Draft 10,
B = 2 11/30/2026-12/13/202% —— Oct 20,2026 16:19:30
B 2 11/16/202-11/29/202 e Oct 19,2026 13:52:45
P s S . =) :
B ¢ 1102202 11157202 S 2200 2200  Nov08, 2026 11:06:50
O -
— . Drarnt 5
B = £ 1019/2026-1101/2026 R 1800 1800  Nov07,202609:06:57
o c——
— v Draft 0
B = £ 10052026- 101812026 O T s 6750 6750  Nov07,202609:01:17

Displaying1-80f0 20 | P ot \ \ ®
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12) Confirm Logout

InSalves 0 it v

Joyes Hazel [HAZE20220307)

He||0, JOYCG < . My Timest S:mswmmnmus&wu
Sunday 11/08/2026
@ My Preferences
Time Start mmicdlyyyy | @ End mmiddyyyy @ SEARCH CLEAR AL 2 Agproved 4Draft Open
® Help&FAQ
@ 11152026 2200 Hrs
Actions ¥ Reporting Period Status Total Hours Total Billabl %m
B = 2 0U11/2027-01/24/2027 New Timesheet
@ = 2 12/28/2026-01/10/2027 P Nov 07,2026 09:11:15
P = 2 12/14/2026-12/27/202 New Timesheet
e 4 ft 10
@ = 2 1130/2026-12/13/202 E— Oct 20, 2026 16:19:30
B = e 11162026 11/29/202  open. rrmw— Oct 19, 2026 13:52:45
& e ==}
— 11/02/2026 - 11/15/2026* Drart | | ? 106:
&= ¢ ( 2026 i 2200 2200  Nov08,2026 11:06:50
o -
— . Draft 06!
= £ 1019/2026-11/01/2026 E e 18.00 1800  Nov07,202609:06:57
— Cm——
— - Draft 401+
@ = £ 10052026-1018/2026 O [ oan ] ST L 6750 6750  Nov07,202609:01:17

Diplaying1-80f8 20V Page 10ft ‘0

https://prsite20.data-basicsnet/insolves/databasics.ext# Copyright 82026 DATABASICS, Inc. All ights reserved. Privacy Policy | Support



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

inSalves s I

X Joyce Hazel - 11/02/2026 - 11/15/2026

@ CoPY&ADD Q  DailyNote

g Action Time Code PO/Contract Task Order Task
02) 9 — REG SRNS-000056...  ESCSVC OM7YTFACSS
Regular SRNS Security Esc... SRNS Security Est... OM7YTFACSS
8 — REG SRNS-000056...  ESCSVC OM7ZATASPO
= o Regular SRNS Security Escs  SRNS SecurityEsca  Tritium Escort
7 REG SRNS-000056..  ESCSVC 07I0GNDSUB
o = egular SRNS Security Esc... SRNS Security Esc...  07IOGNDSUB
6 ) — REG SRNS-000056... ESCSVC OMBH4CTMNT
€ Regular SRNSSecurityEsc..  SRNSSecurityEscu.  OMEHACTMNT
5 — REG SRNS-000056... ESCSVC OALUTESCOR
o —  Regular SRNS Security Esc... SRNS Security Esc... OALUTESCOR
4 = REG SRNS-000056..  ESCSVC OOROBLDFIB
] —  Regular SRNS Security Esc... SRNS Security Esc... COROSLOFIB
3 — REG SRNS-000056...  ESCSVC 0657EPORTL
o Regular SRNS Security Ess... SRNS Security Est... 0457EPORTL
. — SICK
2 o = SickLes
1 — REG SRNS-000056..  ESCSVC 023ITSAFTY
o = Regulor SRNS Security Esc.  SRNS SecurityEsc.  O23ITSAFTY

Total Billable

Total Hours

Powered by DATABASICS  (9.2(09202026))

o @ =
80.00 22.00
StandardWorkHours  Total Hours
Thu Fri Sat Sun 2
Nov11 Nov 12 Nov13 Nov14 Nov15 Total
22.00
22.00
2200
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