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Overview 

 
Not all timesheets are created equal.  There are many types of timesheets on the market today 
each of which a typically designed for a particular purpose. Many organizations will actually 
have more than one timesheet system and each timesheet system will have its own supporters 
within an organization to promote its use.  Here are some of the most common timesheet 
categories: 

Time and Billing 

Time and Billing systems are most commonly used for professionals such as lawyers, 
accountants and consultants but are also often found within large organizations for internal 
chargeback of hours between departments.  The basic purpose of a time and billing system is 
to capture hours, apply rates to those hours and then generate and justify invoices to clients.  
The key element of each detail item is the client identifier.  Most time and billing systems allow 
for a descriptive element.  This is to ensure that there is enough information to justify an 
invoice for each period.  Terms such as ñprojectò and ñtaskò are common in such systems but 
they are usually best thought of as qualifiers for an invoice rather than a pre-determined set of 
tasks each with a schedule, budget and scope.   
 
Time and Billing systems are often driven by per-client rates rather than per-employee, or per-
project rate schemes. 

Time and Attendance 

Time and Attendance timesheets are the most common types of timesheets on the market.  
They are typically delivered as part of the corporate human resources (HR) system or the 
corporate financial or ERP system.  Time and Attendance systems focus primarily on how 
much time you have spent working for the organization during a particular period and whether 
or not you should be paid for this time.  Often, these systems are intimately linked with the 
organizationôs payroll or Human Resources system.  They usually allow for the entry of 
whether or not an employee worked, whether special pay is required for example for overtime, 
exception days such as holidays, vacation or, sick leave.   
 
Time and Attendance timesheets are divided into two types of entry: Positive-Entry or By-
Exception.  A Positive-Entry system requires each employee to complete his or her timesheet 
for a given period.  A By-Exception-entry system requires a timesheet only for recording 
absences with the reason for the absence. 

Project-update timesheets 

These days, almost every project scheduling system includes some kind of timesheet entry.  
These interfaces are designed to allow end-users to enter time against any activity.  The data, 
once entered, is used to update the activityôs resource progress.  There is often some level of 
project-manager approval commonly referred to as line-item approval.   
 
For many project management environments, this type of timesheet is all that is required.  
However, these timesheets and the architecture used to produce them are rarely sufficient for 
financial purposes.  It would be unfair to characterize this as a deficiency of these systems.  
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The first thing to remember is that most project management systems are, by their very nature, 
forward-looking analytical tools.  For a planner, the actual-hours per task is only interesting to 
the degree it reveals the future.  A planner, for example, might elect to delete a task from a 
project.  Perhaps future plans have changed and no additional work will be done on that task.  
Or, perhaps the task will be replaced by two or three other tasks which have been now defined 
in more detail.  No problem for the planner, they are only interested in what will happen in the 
future.  For anyone interested in historical data, however, there may be more of a problem.  In 
many project-update systems, the loss or change of an activity means the automatic removal 
of any data linked to that task.  Even if data is not deleted, the financial controls such as post-
period adjustments, financial approvals, and business rules compliance are rarely managed 
within such systems.  Even simple functions such as determining if all timesheets have been 
entered are often not supported in such a system.  This makes project-update timesheets best 
suited when only the project data must be updated.   

TimeControl 

For some organizations, there is a desire to collect time in a single system and then use it for 
multiple purposes across the organization.  HMS Softwareôs TimeControl is such a system.   
 
TimeControl is a highly flexible timesheet system which can be configured to collected data at 
the task level and configure the various tables and elements of the system to allow that data to 
be validated, costed, approved and audited with an intent that the data will ultimately be 
returned to multiple systems including project management, finance for job costing or 
invoicing, human resources for vacation management and payroll.  TimeControl must include 
the financial controls which allow their data to be Finance quality and the facility to be 
integrated directly into the financial, human resources system as well as project management 
systems.  Timesheets can be implemented for individual departments, for small to medium 
sized business or in a large-scale organization.  TimeControl was designed for businesses 
where there is a need to determine not only how much time has been spent but what that time 
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was spent on.   
 
Because TimeControl includes both the ability to link to a project-management system and the 
financial controls which allows the Finance system to accept their data, they can be used to 
fulfill the needs of time and attendance, time and billing and project-update requirements at the 
same time. 

 
This paper will focus on how TimeControlôs features and functionality supports a Time and 
Billing structure.  For information on how TimeControl can simultaneously fulfill other needs, 
see the solutions areas of the TimeControl website at www.timecontrol.com/solutions.  
 
  

http://www.timecontrol.com/solutions
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TimeControl is ready for billing 

 
TimeControl includes a wide range of functionality that makes it ideal to be used in a Time and 
Billing scenario.  The TimeControl Rates table has unparalleled flexibility to track an unlimited 
number of rates per employee.  For each rate code, there are up to 9 values which can be 
tracked allowing management of both internal costs and external pricing from the same line of 
a timesheet. 
 
The Project, Task and Employee tables all allow an unlimited number of user definable fields 
to be created allowing projects to be grouped by Client, Tasks to be grouped by project and 
non-project categories and Employees to be identified as part of any or multiple groups at the 
same time.   
 
TimeControl approval process includes automated business validation rules, unlimited levels of 
manual approvals and HMS Softwareôs unique Matrix Approval Process for Labor ActualsÊ.  
 
Reporting functionality is extensive as is TimeControlôs ability to link to external systems such 
as project management, Finance, ERP and Payroll.   
 
But this all starts with simple and easy-to-use timesheet entry and our look at TimeControl for 
Time and Billing starts there. 

An easy to use timesheet interface 
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TimeControlôs timesheet is simple to access from within a wide range of possible browsers.  It 
supports Internet Explorer, FireFox, Safari, Chrome 
Mozzila (under Linux) and even includes a mobile 
interface. 
 
End users need only go to their timesheet daily or 
weekly and enter several lines of information.  
TimeControl can be configured in numerous ways.  
Weôve set up the data for this time and billing 
example to associate projects to a list of clients and 
then tasks to a list of projects but TimeControl could also be configured to show just a list of 
clients and then show mandates below each client as a simple list of possible charges or as a 
hierarchical list with more detail. 
  
When the next weekôs timesheet is created the user can elect to start with a blank timesheet, 
to copy the charge list from a previous week or to automatically pre-load a specified list of 
tasks.  Then, when adding new tasks, they first select the project.  In this case, the projects are 
listed within the Clients as a hierarchical list: 

For each project there may be numerous charges.  TimeControl can also support an unlimited 
number of possible rate codes.  In our example, weôve made a rate list per employee that 
allows multiple rates per project.  The user sees a simple drop down list to select from.  In our 
example, weôve made a standard rate, an overtime rate and an unbillable rate for each 
employee for each project.  
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So Gail sees only her own possible rates and then applies the appropriate selection to a 
particular line item.  This allows TimeControl to have an employee billed out at different rates 
for different projects.  In a single day, this employee could be billed out at one value to one 
client, at a different value to another client and at yet a third value for internal work.  Even 
within the same project, an employee could have multiple rates.  In our rather simple example, 
there are only three possible choices per client but it would not be uncommon to have premium 
rates for certain employees for particular tasks or roles that they are fulfilling.  TimeControl has 
no restriction on the number of rates per person that can be applied.  
 
Each line can also include free-form notes to describe work that was accomplished.  This may 
be very important later if there is a question about an invoice and if additional justification is 
required. 

The employee does not typically see the value for each rate code or some of the 
categorizations of the work or other data elements.  Whether they enter their information in the 
mobile interface or the web interface, the entry is quick and simple.   
 
TimeControl also supports delegation in case an employee is unable to accomplish their 
timesheet duties at a particular time.  They can allocate their TimeControl responsibilities to 
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another user who will be able to enter data on their behalf.  In the background however, 
TimeControl is keeping track of who actually entered the data. 
 
TimeControl also includes extensive auditing procedures making it a good selection for 
projects which must comply with R&D tax credit rules, the Defense Contract Audit Agency or 
other auditing constraints. 
 
As easy as TimeControl is for the end user is as flexible as it is in how it can be configured.   
Over the next few pages weôll show how you can configure TimeControl for Time and Billing. 
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Configuring TimeControl for billing 

 
In our example, weôve elected to maintain TimeControlôs default project/task structure for data 
and to group the projects within clients.  This is a common choice for TimeControl 
implementers when TimeControl will be used not just for Time and Billing but also for other 
purposes such as project tracking, time and attendance and human resources tracking.  For 
clients who will only do Time and Billing with this implementation, another way to configure 
TimeControl would be to rename the ñProject Tableò as the ñClient Tableò and then have 
charges(tasks) within each client.  This would make for a simpler structure. 

Linking Projects to Clients 

In our example, we want to group the Project table entries within a list of clients.  To do this we 
used one of the already existing user definable fields in the Project table for ñClientò and made 
a list of clients in that field using the Edit Links feature.  Now weôd like to show the projects 
grouped within the list of clients in a hierarchy.  We do this on the System Preferences screen. 
 
Weôve decided to group not just the projects but also the rates in this manner and by selecting 
a list of fields to group that data here, the effect will be what we showed in the first few 
screens. 

 
We start by using an existing user defined field in the Project table for client name.  Alternately 
we can add a new field.   
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Youôll need the right to alter the table to add a new field and youôll need the right to edit links to 
modify the links. 
 
Once weôve done this we can associate each project in the Project table to one of the Client 
values.  Given the setting in the Systems Preferences area, the projects will now group by 
project as we do so just like in the example below. 

 

Linking the Rates table to the Project table 

Weôre planning to make rates that are project-specific and to do that we can use a powerful 
feature in TimeControl that allows us to relate one table to another.   
 
In the Systems Preferences area, going to the ñLinked Fields tab shows us the pop-up values 
for any fields that have the defined.  When we use the ñEdit Linksò button on the user-defined 
fields, it typically adds a definition to the TCPOPUPS table and those references are shown in 
this list.  However, weôd like to not have to retype all the project names using the Edit Links 
feature. Instead, weôd like to just show a pop-up list of values in one of the Rates table fields 
that comes from another table, in this case the Project table.  By adding a reference here, we 
relate the RAT_FLD1 value (soon to be called the Project name) in the Rates table to the 
TCPROJ table (the list of projects).   
 


