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Qverview

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. Termssuchas fApr oject o and fAtasko are con

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
organi zationds payroll or Human Resources
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 activi
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.

syste

tyods

Using TimeControl for Time and Billing Page: 1

© 2011 Heuristic Management Systems Inc.



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

organi zati on.

HMS Softwareods

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 TimeControl s feat
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.
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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 MawsApproval Pracess tordLaborlActualgkl. e

Reporting functionality is extensive as i s
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

{2 Timesheet Entry - Windows Internet Explorer

O = [Triwocahost ™ =1 <) %[ ol
Favorites  ( Tmesheet Entry I l M v E) v Y o= v Page~ Safetyv Tods- @~
EG TimeControl Gail Robinson Heo
Home | Timesheet | Tools Documentation
Time R
y  Ormencacs - -
> n =
8 X 4 i 8 = (0] —
List Entry Add  Delete  Rekase prt
Navgaten Actons
% Entry »
Employee Information Timesheet Information
| Employee Robinson, Gai 1 period 9/3/2011 - 9/9/2011 Timesheet Header Source Gai Robinson
% Resource Description Gai Robinson ! Timesheet Status DRAFT releasing to Tom Logan
Timesheet Header Owner Gail Robinson
) Insert | 43 Append | B 3 % Options Notes | ¥) Worksheet
'm Project Name | Project Description Charge Code Charge Description Rate Code  Mon. Tue. Wed. Thu. Fri. Sat. Sun. Total ETC
r AUTO Automated System AUTO.AS108 Instal System Controller  AUTO-S |
® r Z INTERNAL  Intemal charge codes INTERNALMEETINGS  General Meetings HMS-S
r RFP Request for Proposal for new ERP System  RFP.1 Review Threat RFP-S
| | POLAR Polar Development POLAR.1.1 Design Interface POLAR-S
L« _l_'
Oh oh oh Oh oh oh 0h oh
iDone @ Internet | Protected Mode: Off av/®Rw% -

© 2011 Heuristic Management Systems Inc.



Ti meControl 6s timesheet
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.
Wedbve set up the data fo
example to associate projects to a list of clients and

iI's simple to

ac

.ail Carrier =

+] Add
Pg. chr.
[ prj.
chr.
sat.
0.00

4 Entry

£ Robinson, Gail
DRAFT 6/25/2011 - 7/1/2011

Rate Sat.

Rel

Sun. (Mon. Tue. (Wed. Thu. |Fri. Total

Rate  S-GAIR

INTERNAL.MEETINGS
Sun.  Mon. Tue. Wed. Thu.

0.00

0.00 0.00 0.0  0.00

Fri. Total
0.00 0.00

Rate  S-GAILR

cess f

then tasks to a list of projects but TimeControl could also be conflgured 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 weekods ti mesheet
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:

Select Project

Value 1 Value 2

= Acres Partners

RFP Request for Proposal for new ERP System
TCDEPLOY TimeControl Deployment Project

= Baker Engineering
AUTO Automated System

EC00610 Harbor Point Assisted Living

PMO Project
POLAR Polar Development
#- Camden Marketing
| - HMS Software

0K

Cancel

i S c nkdimdasheet, t he

For each project there may be numerous charges. TimeControl can also support an unlimited
I n our

allows multiple rates per project. The user sees a simple drop down list to select from.
example, wedbve made a standard

number of possible rate

employee for each project.

codes.

rat e,

an

r

0

u

exampl e,

In our
overt
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RFP-O GAILR: RFP project overtime rate
RFP-S GAILR: RFP Project standard rate
RFP-U GAILR: RFP project unbillable rate

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.

{7 Timesheet Entry - Windows Internet Explorer

&9 ) = [ o focanost £ £ B = R | £
Favorites (] Timesheet Entry | l RS = v Page v Safety~ Tools~ g~
G TimeControl Gail Robinson Help
Home | Tmesheet | Tools Documentation
@ Time Requests . : =
: ™ d 8 = 8 W=
List Entry Add  Delete  Release Pt
Navgaton Actions
?
£ Entry r
Employee Information Timesheet Information
_ | Employee Robinson, Gal 7 period 9/3/2011 - 9/9/2011 Timesheet Header Source Gai Robinson
“ Resource Description Gal Robinson Timesheet Status DRAFT releasing to Tom Logan

Timesheet Header Owner Gal Robnson

*o] Insert | ) Append B - % Options Notes | ¥] Worksheet
' Project Name | Project Description Charge Code | Charge Description Rate Code | Mon. Tue. Wed. | Thu, Frl. sat. sun. Total | ETC
e O 1 RFP Request for Proposal for new ERP System RFP.13 Prepare for System Requrements ... RFP-O 3h 2h Sh Al

Expenses Charge Detais Activity Details Activity Steps m

Overtime requrred this week to complete the RFP System requrements section at the request of Joe Gardner. = |

 m} 4 RFP Request for Proposal for new ERP System RFP.1 Review Threat RFP-S 2h 2h 3h 7h p=

11h 8h 8h 10h 8h oh Oh 45h

Done & Internet | Protected Mode: Off s v [ R 100% -

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 weoOl |l showimeandBiing.u c an

Using TimeControl for Time and Billing Page: 7
© 2011 Heuristic Management Systems Inc.



Configuring TimeControl for billing

I n our example, wedOve elected to maintain TimecCcC
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

Time Control would be to rename the fAProject Tabl
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 definabl e
a |list of clients in that field using the Edit
grouped within the list of clients in a hierarchy. We do this on the System Preferences screen.

Wedbve decided to group not just the projects bu
a list of fields to group that data here, the effect will be what we showed in the first few
screens.

/f TimeControl - Windows Internet Explorer E : _-J.';'Jﬂ
@j 4 IG http: /flocalhost:8 1/Application/ActiveX /ActiveX. aspx?st=43&mnu=44 3 |21 X I Bing LU~
i Favorites (3 TimeControl ] | fy - B - ) ® - Page- safety - Toos- @~

iE TimecontrOi ® Joseph Gardner Dashboard Help

Home Timesheet Reports Tables Links Tools Administrator _ Documentation  Maintenance

B3 System Preferences /" validation Rules. .. 4 Release Structure Updates
'_,/ Filters... %y Manage External Tables 3¢ Charge Deletion
A User Profiles... z;" Manage Scheduled Jobs 55 Posting Procedures
| Navigation
M System Preferences Refresh Cache
4- » | A a =
Previous  Next Apply Undo About

General | Timesheet | Linked Fields | Templates |
Company Information
Company Name: HMS Software Evaluation

Date:

Fiscal Year Start: January v 01 -

General Options
| Allow unbalanced debit/credits _|Hide closed projects in PM Imports/Exports list
Enable validation on debit/credits

1
Tree View Fields

1 1
| Rate Tree Fields: RAT_FLD1,RAT_TYPE 1
I Project Tree Fields: PRJ_FLD1 :
1
e 3 =
fDone ,_,_[_[_/_/_%1/TrushedsineslprotectedMode:Off :g-!\mﬁ% v 4

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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Youol | need the right to alter the table to add
modify the links.

Once webdbve done this we can associate each proj
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.

/2 TimeControl - Windows Internet Explorer
G'\ < [@n 1/Application/T: tTabl = = ’Zl IE Bing

¢ Favorites  (J TimeControl %o v E) - [ @ - Page- Safety~ Toos+ @~

% User Defined Field Links

Client

tm l i Value Display Text
[m] Acres Partners Acres Partners

Baker Engineering Baker Engineering

-
O Camden Marketing Camden Marketing
-

HMS Software HMS Software

[ [T [ [ [fg [/ Trustedsites [ Protected Modes OFF |73~ [®100% =

Linking the Rates table to the Project table

Wedre planning to malsgecifict antd® do thatlwa ¢an e aepowenfub j e c t
feature in TimeControl that allows us to relate one table to another.

I n the Systems Prefer enc &isldss@ab shews usghe pop-gp vdlues t he A
for any fields that have the defined. -deivibden we
fields, it typically adds a definition to the TCPOPUPS table and those references are shown in

this | ist. kedHonotehave to retype alldhd prdject names using the Edit Links
feature. I nstead, we-apdistobfvakesintore ofithe Rates mbtedieldsa p o p
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).
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