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Getting Started

So, you’re a brand new TimeControl Administrator and you’re about to get
started implementing TimeControl for timesheet use in your organization.

That’s great news.

You look at the Reference Guide, stop by the TimeControl.com website to look
at the webcasts and within an hour you’re completely overwhelmed. There
seems to be hundreds of possible permutations. Should you link to a project
management system? Should you create business rules? What user-defined
fields should you create? How do you activate TimeControlMobile™?

Don’t worry. You’ve come to the right place. This guide will give you a start
at getting your TimeControl up and running with the most basic and minimalist
configuration and still leave you open to evolve your system and your
organization’s timesheet process as you become more familiar with
TimeControl and you see more ways it can be implemented.

TimeControl is a tremendously flexible system by design. The intent of the
system is to provide a single timesheet interface for many different possible
purposes. TimeControl can be used for time and attendance, project task
tracking, government compliance for DCAA and R&D tax credits, time and
billing and much, much more. But we don’t need to get all that working on the
first day. Over the next couple of pages we’ll walk through where to get started
and what you must do to get TimeControl or TimeControlOnline™ working
and into production.
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System Preferences

Our first stop in getting TimeControl started is System Preferences. To get
here, you’ll need to login as the System Administrator using Internet Explorer.
While much of TimeControl is multi-browser compliant, there are some
Administrator modules which require using Windows and Internet Explorer.
If you’re using TimeControlOnline, HMS Software’s hosted TimeControl
timesheet service, then the URL to your TimeControlOnline environment and
your login information were sent to you. If you’ve purchased and installed
TimeControl on your premises, then the default login is username: “ADMIN”
with password: “admin”.

Once you’re in TimeControl, click on the Administrator tab and then on
System Preferences. You’ll need to accept and you should be presented with
the screen below. If you have trouble seeing this view, you may have issues
with your firewall. You can contact HMS Technical Support by email at
support@hms.ca or by phone at +1 514-695-8122 to get assistance.

< c @ va timecontrol.net/Applicati nistra - Q% |Q nea@ =

G TimeControl Josevh Gandner . Dastboand Wy Accaunt: Logout, Heb Sugoort inf
Home Trmesheet Reports Tables Lnks Tooks | Admnstrator | Documentaton Legacy Maintenance
s z 3 = y
W Htes. P Workfow T Menutnty H ; \,,]
3 User Profies... & Refesse Structure Updates About
pr— Ao
8 System Preferences Tox
m Tmesheet Dashboards TC1 Settngs Delete Logs Authentication
-
Company Information || cornpany ame HMS Softvare Evakiation 1
1| Week Ending Day of Week Sunday [~ 1
1| Fiscal vear start January H: & 1
L . 4
Ssar Ovtiom Alow unbainced debt/credes [ | Hide Cosed Projects In PM Links
/) Enable API /1 Enable Mobile App
Enable Valdation Rules for DB/CR
Teen View Elaid Resource Hierarchy Type  |None -
Employee Hierarchy Text -]
Sort Order for Project Table |PRI_FLD1 =
Sort Order for Rate Table [RAT_TYPE ]

Consolidation Settings | & o consoldation ) Alow Export () Alow Import ) Alow Export and Import

Once you’re in the System Preferences function there are a couple of key things
that have to be set.
On the General tab, enter your company or organization’s name.

Next enter the organization’s start of the Fiscal calendar. TimeControl will use
this to calculate things like the amount of vacation that has been taken by each
employee for the year-to-date. Here you’re defining on what day of the year
the year-to-date starts.

When you’re done, click on the Timesheet tab.
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@ TimeControl - System Prefeser X

< c @ o 8 ocs timecontrol.net/App! A strato m 2 arch ¥ N a@D =
G TimeControl Joseph Gardner - Dachi My Account Logout Heb Supoort Info
Home Tmesheet Reports Tables Lnks Tools | Admnistrator | Documentation Legacy  Maintenance
5 7

- =
Ve ™ vt T |d €3 [
& User Profies... & Release Structure Updates About ‘

Havgann Ao

B System Preferences

General m Dashboards TC1 Settngs Delete Logs Authenticaton

/! Only st

dfy tmeshest

Enable

ing
Add TmeRequest to existing timesheets
Timesheet
Blank Ine tre:

d fields with vakies wil not be treated as bank ines

Additional Fields Timesheet Fields &

Timesheet User Defined Fields Usage | | tionary Feid flame. Field Data Type Mapped
Feld 1 Text Yes
Feld 2 Text No
Feid 3 Text No
test Text No

Phase Text

Descrotion du traval Text

Cascading Fields

Project Option

There are numerous choices here but the only one you should decide on right
away is whether you’d like to impose the use of Projects for each line item. A
timesheet line can have both a project and beneath that project, charge items.
But, you can also have charge items which are not at all associated to a project
(such as meetings or vacation). Organizations which use TimeControl for
project/task tracking will often use a project for all lines by creating an internal
project for non-project tasks. This will make the data clearer later when you’re
reporting on it.

If, however, you intend to use TimeControl primarily for Time and Attendance
or other purposes, you may wish projects to be optional or not required on each
timesheet line. Whichever you choose, it’s best to make this decision before
you start entering timesheet data.

There are lots of other options in System Preferences but the others can be
adjusted at later dates.
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Timesheet Periods

TimeControl allows you to create your own timesheet periods. These are
assigned at the employee level so you could, if you wished, have different
timesheet periods for different groups of personnel. But for now, let’s set up
the simplest definition. We’ll need to define at least one timesheet period list

so people can start entering timesheets.

Go to the Maintenance Tab and select Period Generator.

Click on Add in the Action Menu.

(@ TimeControl - Period Generat: X l
&« c ® O timecontrol.net,
G TimeControl

Home Timeshest Reports Tables Links Tooks Admnstrator Documentaion Legacy | Mantenance
¥ system W Manage Scheduied Jobs € Period Generator

% Charge Deletion W Manage Extermalnks [ Searchable Interface &b 8
% Manage External Tables 1M Manage Languages: . Manage Logs Add Pay Periods

o]
14

Navigason Acioms

@ Period Generator

Now enter the name you’d like to call this set of timesheet periods.
example “Weekly” or “Bi-weekly timesheets”. If this is the only period set
you’re planning on, select Default to make sure this is automatically selected

when adding employees later.
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(@ TimeControl - Period Generat- X [l

Now you’ll have a blank list of periods.

automatically.

Edit Periods

Period Header Information

Period Header [Weeik

[ set as Default

Click Generate to add periods
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(@ TimeControl - Period Generat- X [l

Edr Periods

Period Header Information

Period Header | [T
| Set as Defauk

Timesheet Periods

Generate | Add  Daite | Undo | Cose

. ]ubd | Period Start Date  period Ending Date i’wm(m)ETmpuhquernuﬂ:]

No data to deplay

The Period Generator will want to know how many periods you should create,
the date of the first period and the type of periods. Your choices are:

e Daily

o  Weekly

o Bi-Weekly
e Bi-Monthly
e Monthly or;
e Custom

We’ll select Weekly for our example as it’s the most common.
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2| | Q searcn

Generate Weeky

Period Information

Number of periods to generate

Generation type

Date of the first period start [1172018

Period Label

Label  |week k{number}} ]
Tokens available: The index of the current row {{start}} The period start {{end}} The period end dateG

Startat|1 g

| 0K | Cancel |

@ || Q searcn

Edr Periods

Period Header Information

Period Header Weekly
(] set as Defau:
Timesheet Periods

2E 2

Generate

| erod sar Date

Week 1 1/1/2018 1/7/2018
Week2 1/8/2018 1/14/2018
Week 3 1/15/2018 1/21/2018
Week 4 1/22/2018 1/28/2018
Week 5 1/29/2018 2/4/2018
Week 6 2/5/2018 2/11/2018
Week7 2/12/2018 2/18/2018
Week 8 2/19/2018 2/25/2018
Week 9 2/26/2018 3/4/2018
Week 10 3/5/2018 3/11/2018
Week 11 3/12/2018 3/18/2018
Week 12 3/19/2018 3/25/2018
Week 13 3/26/2018 4/1/2018
Week 14 4/2/2018 4/8/2018
Week 15 4/9/2018 4/15/2018
Week 16 4/16/2018 4/22/2018
Week 17 4/23/2018 4/29/2018
Week 18 4/30/2018 5/6/2018
Week 19 5/7/2018 5/13/2018
Week 20 5/14/2018 5/20/2018
Week 21 5/21/2018 5/27/2018
Week 22 5/28/2018 6/3/2018
[0 week23 6/4/2018 6/10/2018
1 Week24 6/11/2018

|\0|O(O 0|00

1|0/0|0|0|0|0|0|0/0|0|0|0|O/0/0|0|0|O|0|0| O

a
1|0/0|0/0|0|00|0/0|0(0/0

1

]
'
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Essential Tables

There are a number of tables in TimeControl and numerous options in each
one. The tables determine wide ranges of effects within TimeControl. Yet you
don’t need to populate all of the tables or all of the aspects of each table in
order to get TimeControl underway.

Here are the essential tables that you must complete and the essential elements
in each of those tables that you must enter in each one in order to get your
system underway.

Employee Table

You should start your table entries with the Employee table. Click on the
Tables tab then select Employee. The Employee table defines who timesheets
are created for so this table is essential.

o=k
(@ TimeControl - Employee X
<« c @ U @ nhttpsy/docs timecontrol.net/Apy es/Employe S I+ Y Se YN a @ =
@ TimeControl Soveoh Gardive > Dol W Aok Looolk T S ¥
Home Timeshest Reports | Tables | Lnks Took Legacy
&b Resource [T Labor Rates # Charge .
G Ervloyes & Project » Reports o o 2. ® | b €= ¥
e User 52 wes [ Assignments Expand Al Colapse Al | Add Copy  Delete Fiter | Vaidations
Navgasen Acone
Toagle Meny
&8 Employee e
Max Active Licenses
5000 13 4987
[ x| m Banks Timesheat Informaton TimeRequest Options Employee Craws Revsons Notes
Employee Code Employee Ful Name
______________________________
ALEXL Lang, Alex A Employee Information [Employee Code GALR !
8ARED Donovan, Barbara [Employee First Name [Gai I
18] Jones, Bil }
[Employee Last Name |Robinson
CHRISP }
- [Employee Submit Start |6/30/2010 [~ ] 1
CTHOMA Iemployee Submit Finish -] 1
DAVIDT Taylor, David 1 Inactve |
08017 Donovan, Barbara e e T |
DIANAJ Jacobs, Dana Emplovee Periods Irimesheet Period | Weekly Timesheets -1
s P | | e T s R e e e e e e
ERICV Vincent, Eric Emplzyes Reooros Resource Code GALLR -]
GALLR Robinson, Gal !
61018 Gardner, Joseph
Resource Preload Filter -]
JANEC Camenter, Jane
10019 Jacob, Diana | Eples Procsin
1066 Gardner, Joseph o definad ks
past osrns S Employee Field 1 TECH B s
JOHNW Waker, John Employee Field 2| TORONTO B -
LAO20 Lang, Alex 4 Fiel
LTo21 Logan, Tom
PAULB Bamow, Paul
pCO14 Peters, Chris
ROBERTE Egington, Robert
SALLYT Thompson, Saly
TCRESOL Resource 01. TrneConts ™
Page 1 of 1 (31 kems

Here are the fields which must be populated in order to get you started:
Start on the General Tab with the following:

Employee Code: Enter a code which will be intuitive to the employee and the
supervisors who will see it often.

Employee First Name: Enter the employee’s first name.
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Employee Last Name: Enter the employee’s family name.

Submit Start: This date will be used by the missing timesheet report and the
missing timesheet notification function. When you no longer want an
employee to be checked by the missing timesheet report or notification, you
can enter an end-date here and TimeControl will exclude them.

Timesheet Period: The default period you created earlier should appear here
automatically but double check as a period selection must be done here for
employees to be able to enter timesheets.

There are other fields in the Employee table which you might use for reporting
by department or group or site or other criteria but they are not required to get
TimeControl started. Once you’re done with the critical fields, you can move
to the Timesheet Information tab.

@ TimeControl - Employee x I —
« c @ Ve timecontrolnet ! S+ S N e @ =
@ TimeControl Joseph Gardner - Dashbosed My Acooumkt: Logout: Halp Support nfo
Home Timesheet Reports | Tables = Links Took Administrator Documentatin Legacy Maintenance
&4 Resource. 7 Labor Rates ! Charge T
&b Employee &, Project » Reports (+] (- . 8 4 H L 8 &
8 v = wes [ A Bxpand Al ColapseAl | Add  Copy  Delete Fiter | Valdations
Navgasen Acione
& Employee _
Max Active Licenses
5000 13 4987
[afx] Gener TimeRequest Options Employee Craws Revsons Notes
Employee Code Employee Ful Name
ALEXL Lang, Alex Timesheet List Flter Employee Project Filter M
8ARBD Donovan, Barbara Employee Charge Fiker g
81U Jones, Bil
e Rate Filter -]
- Resource Filter ]
CTHOMA Expense Filter
DAVIDT P =
08017 Project =
DIANAJ
ERO13 Egington, Robert | Charge -]
ERICY Vicent, Erc
GAILR Robinson, Gal
Rate 5-GAILR -]
61018
JANEC
10019 Default Line Resource B
J0E6 Gardner, Joseph
JOHND Damond, John
JoHNW Waker, John Tienesheet: user: dafined flold defaults:. |Frllit - |
LA020 Lang, Alex Fleld 2
L7021 Logan, Tom o
PAULB Barow, Paul
pCo14 Peters, Chris Release Path [ ser Deserption Emailto 1
ROBERTE Egington, Robert ler= !
SALLYT Thompson, Saly I Tom Logan !
TCRESOL Resource 01. TrmeContr ™ 1 3 1
ge 1 of 1 (31 kems m e —.| ~arr— 1 .

In the Timesheet Information tab you will have to enter the approval path for
an employee’s timesheet. This includes adding the employee him/herself as
TimeControl can allow timesheets to be entered by someone else. In most
cases however, you should first enter the employee and then Append the
supervisor who will approve that timesheet. TimeControl has extensive
approval mechanisms but a single approver is the most common. The last line
“Posting” is automatic. That’s the state in which all timesheets end up once
they’ve been approved.
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User Table

Now you can move to the User table which determines who can get access to
TimeControl. This is where a user’s login is defined.

T ) ]
@ TimeControl - User X ‘
<« c @ va timecontrolnet/A - 90 Y INe @ =
Q TimeControl Joseph Gardner - Dahnoard My Account Logout Help Support Info
Home Timeshest Reports | Tables | Lnks Took Adminstrator Documentaton Legacy Maintenance
4 Resource 77 Labor Rates # Charge p p
&b Engloyee &, Project # Reports [+ (- * . & 4 H ‘; b4 &
&b User 5 wes [ Assignments Expand Al Colapse Al | Add Copy  Delete Fiter | Valdations
Navgasen Acors
& User P

Max Users Active Users Remaining Users
482

500 18
[afx] m Page Defauks Timesheet Options Akemate Users Notes

User Code e, I || e ———————————————————
lll(e Informatios
ALEXL Alex Lang |
BARBD Barbara Donovan [|user Code ALEXL (|
BILL 8il Jones |user Description | Alex Lang 1
CHRISP Chrs Peters 1 User Inactve 1
¢ e -
User Emall Address
DAVIDT Davd Taylo [0ser Em A f
DIANA] Dana Jacob
[Juser Profile Individual HI
ERICV Eric Vincent
GAILR Gal Robinson luser Empioyee  |Aen. &)
JANEC Jane Carpenter I |
____________________________________
108G Joseph Gardner Authentication
JOHND JohnDamond || | e e e e
jJUser Login Security Type | TimeControl Securty - -
JOHNW John Waker 4 L
e i i Change Password |
ROBERTE Robert Egington | Mobile Authentication method | TimeControl Securkty 1Ll
SALLYT Saly Thompson User Options
TCRESO1 TimeControl Resource 01 o
User Language Choice [English Language
TP Tim Peterson
TOML Tom Logan User Dactiboard ]
Reporting Font Aral [~}
Copy Settings To | Restore Defaut Settngs
User defined fields
User Field 1
User Field 2
User Field 3

User Code: Enter a user code that the user will enter to login. This will go in
the Username field on the Login page.

User Description: Enter the name of the user here.

User Profile: Each user must be associated with a User Profile. There are four
user profiles by default: Individual, Project Manager, Supervisor and
Administrator. You can add to this list of profiles or edit the existing profiles
at any time in the future in the Administrator/User Profiles module. In the
meantime, select the most appropriate of the four default choices for the user.

User Employee: You can associate this user with an Employee record that
you’ve already created in the Employee table. Select an employee by clicking
on the button to the right of the field.

Security Type / Password: TimeControl has several authentication methods
but the internal one is called TimeControl security. You can explore elements
like Active Directory authentication later but for now, leave the default
authentication type as TimeControl Security and create a password for this
user.
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Add New User Wizard

You can enter both the Employee and User table simultaneously using the New
User Wizard. This wizard will guide you through entering the minimal
information required for a new user then will populate the User, Employee and
Resource tables appropriately so that users can immediately start using
TimeControl. To start the New User Wizard, hover your mouse over the Add
button in the MenuStrip and then select New User Wizard.

The Wizard will now appear starting with User- oriented data.

(@ TimeControl - Employee x (&2

<)> C @ @ @ httpsy/docs.timecontrol.net/Application/Tables/EmployeeTable. o @ | Q Search

New User Wizard

User Information
Step 10f 4

User Information

User Code [3sMri
User Description John
User Emall Address smeh
v ot

[] User Inactive

User Authentication

User Login Security Type | TmeControl Security
User Password
Confirm Password:

Mobile Authentication method | TmeControl Securtty

Enter the User Code and User Description; select a User Profile and
optionally enter information about the user’s email. Select the Authentication
type and enter a starting password.

Click Next to move to the next page.
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(@ TimeControl - Employee b+

New User Wizard

User Information
Step 2 of 4

User Options.

User Language Cholce Englsh Language
User Dashboard |
Reporting Font [ Aal
User defined fields

User Field 1
User Field 2
User Field 3

Now enter the Language you’d like this User to start TimeControl in, their

Dashboard Template, any change in the font for reporting and any User-
Defined field entries for the User table

Click Next to move to the next step.

Getting Started with TimeControl



(@ TimeControl - Employee b+

«)> C @ @ @ nttpsy//docstimecontrol.net/Application/Tables/EmployeeTable.a o Q@ ¥ | Q Search

New User Wizard

Employee Information
Step30f 4

Employee Information

Employee Code [ssmrv

Employee First Name  [John

Employee Last Name  |Smith N
Employee Submit Start [1/1/2018 -]
Employee Submit Finish ]—E
Timesheet Period | Weekly Timesheets

Resource

Employee Resource  JSMITH
Resource Preload Filter

(] Employee Preloading

Bank Time

Vacation Hours g2 lliness Hours 24 B personal Hours
Employee Bank 4 Hours §2  Employee Bank 5 Hours | &2 Employee Bank 6 Hours
Employee Bank 7 Hours f2  Employee Bank 8 Hours §2  Employee Bank 9 Hours
Employee Bank 10 Hours Employee Bank 11 Hours $2  Employee Bank 12 Hours
Employee Bank 13 Hours £ Employee Bank 14 Hours £ Employee Bank 15 Hours
Employee Bank 16 Hours £ Employee Bank 17 Hours Employee Bank 18 Hours.
Employee Bank 19 Hours Employee Bank 20 Hours.
Employee User Fields

Employee Field 1
Employee Field 2

Now enter the Employee table information for this new user including his/her
Code, First and Last name, the date you’d like TimeControl to begin searching
for missing timesheets for this employee and a date in the future that
TimeControl should no longer search for missing timesheets. Enter the
Resource Table entry for this user and information for any banked time such

as vacation, sick leave or other types of leave or banks you’ve defined in your
TimeControl setup.

Complete this screen with any entries for the User-Defined fields in the
Employee table for this employee and click Next to continue.
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Now enter information about this employee’s timesheet including any filters
that apply to what projects and charges this employee may select from, any
timesheet default entries (Note: A Rate default is required in order to use the
pre-loaded timesheet function) and then select the release path for this
employee at the bottom before clicking Next.

The New User Wizard will now make the necessary entries in the User,
Employee and Resource tables. The User Password will be, by default, blank.
Once all entries have been successfully entered, the Wizard will confirm the
new user and optionally allow additional entries.
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Project Table

Unless you decided not to use projects at all in the System Preferences you’ll
need to create at least one project in the Project Table.

B~
(@ TimeControl - Project X ‘
= c @ i @ httpsy/docs timecontrolnet/Appiication/Tables/ProjectTable.a - @ @ Qs Y INe @ =
@ TimeControl o T ik e T St
Home Timesheet Reports | Tables | Lnks Tooks Legacy
& Resource T3 Labor Rates. ? Charge > p
BEvoyee B project » Reports ) o & W 8 H & 8 E%
&b User 5 wes [ Assignments Bxpand Al Colapse Al | Add  Copy  Delete Fiter | Vaidations
Navigasn A
= . =
Toqgle Meny
= Project
) ] -_ General Transfer Options HD Transfer Options Project Notes
Praject Name el ————— === === == 1
@ AQME Fance Project Identification ] oot Name INTERNAL |
@ AgieOne I project Description |Intemal charge cod )
|| I - e e
= Infe tios
7Tt Project Information Project Status Opened B | copy To Cuarg
BRIGHTWORK BrightWork On Pre
HMS PROJECT HMS Project FIojx SNt Dol 2
INTERNAL Intemal charge cot Fraject Flokh Date -
ONPUB 2 onPub 2 Project Budget Hours 0.00 a8
TCOEMO TimeControl Demo Calculated Project Budget Hours
TCDEMO4 TimeControl Projec =
Project Budget Cost $0.00 a8
Calculated Project Budget Cost
7] Alow Cross Charges
s Project Owner B
Rate B
Project Rate Requred?
Yeer defined flekde Project Field 1 | Intemal [ - [
Project Field 2 [~ IS
Project Field 3
Ad
1o

All you need to get started though, are the entries to three simple fields:
Project Name: Enter here a short identifier for the project.
Project Description: Enter a longer description for the project.

Project Status: Enter the project’s status of Not-Opened, Opened or Closed.
You can leave projects Open by default.

TimeControl includes many project-oriented features including the ability to
link to project management tools like Microsoft Project or Oracle Primavera
but you can explore those in the future.
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Charge Table

Charges are an essential element of TimeControl. Each timesheet line must
contain a charge item which is pulled from this table. The Charge table can be
rich with data but to get things started, you can enter just the essential elements.

(=)
(@ TimeControl - Charge X
<« C va timecontrol.net, I - Q0N ¥ iIN o @ =
TimeControl Joseph Gardner - Dashhoard My Account Loqout Help Support info
Home Timeshest Reports | Tables | Lnks Took Legacy
&8 Resource. 7 Labor Rates ? Charge _ 4
Bewioyee  [Eroiect i Reports ) ) SN~ B ™ ¥
&8 v = wes G Asigments Bxpand Al Colapse Al | Add  Copy  Delete Fiter | Valdations
Navgasen A
’ Toagk Me
Charge -
[afx] m Activky Detais Cost Item Revsons Charge Notes
R N I T+ === e s s s =
@ BOAT SHOW = Charge Information |, charge Code INTERNALMEETINGS I
@ BRIGHTWORK ] Charge Description | General Meetings 1
& BRIGHTWORKONLINE 1
1 I charge status Opened ~]
© CALLGENTER_1-0 1
® CALLCENTER_RELEASE_1-0 I charge start Date  [1/3/2010 -] 1
@ DATA 'cnarge £nd Date ] 1
@ EPMDEPLOY Charge Budget Hours 0.00 a8 1
@ EPM-PM(
ERMPNO Charge Budget Cost |$0.00 ] 1
@ HMSPROJECT L —————————————————————————————
S INTERNAL sati
fPasocations Project Name INTERNAL B
INTERNAL.EXCELLA
INTERNALHOLIDAY
INTERNALJURY K CntgeNEs &
INTERNAL.MEETINGS
INTERNAL.PERSONAL - PAID
INTERNAL.PERSONAL - UNPAID Indicators Charge code is 3 vacation code Charge code is an iness code Charge code ' 2 personal time code
INTERNAL.PRESENT Charge Bank Fiag 4 Charge Bank Flag 5 Charge Bank Flag 6
INTERNAL.SICK LEAVE - PAID Charge Bank Flag 7 Charge Bank Fiag 8 Charge Bank Flag @
INTERNAL.SICK LEAVE - UNPAID Charge Bank Fiag 10 Charge Bank Fiag 11 Charge Bank Flag 12
INTERNAL. TRAINING Charge Bank Fag 13 Charge Bank Fag 14 Charge Bank Fag 15
INTERNAL TRAVEL Charge Bank Fag 16 Charge Bank Fiag 17 Charge Bank Flag 18
INTERNAL.VACATION
Charge Bank Fiag 19 Charge Bank Flag 20 Time Bookng
& pMO
& P
s User defined fields | gy [ion Biable [ - [
& RPP -
o Rand D R:and D Not Eligble %
— Capitalizable |Not Capitalzable B -
Page 1 of 1 (28 kems

Everything critical is on the General Tab. Here are the essential elements:

Charge Code: Enter a short code to identify the charge. If you use a period
“.” within the charge it will be made hierarchical just like the example above.
It’s a common practice in TimeControl to enter the project name as the
beginning of a charge code so that all charges are grouped by their project
name. So, if we wanted to use project names (because we’d decided that in
System Preferences) and have an internal charge called “Meetings”, we’d first
create a charge with a code of “INTERNAL” then a second charge with a code
of “INTERNAL.MEETINGS”. This will put MEETINGS underneath
INTERNAL in the hierarchy. This is a great way to organize many charges at
once and there’s no practical limit to the number of levels you can create.

Charge Description: You’ll need a description for each charge code

Start Status: Just like projects, enter Opened, Closed or Not-Opened to set the
status. Opened is a good default.

Charge Project: If this code is associated to a project, then select the project
here by clicking on the ellipses button to the right of the field.
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To use TimeRequest for Vacation Approvals you will need to identify at least
one type of charge that is available to TimeRequest. You can do that by adding
a Vacation Charge and then flagging that charge as something that you want
TimeRequest to be able to see.

(@ TimeControl - Charge X ‘ L
« 5 C @ @ @ https//docs timecontrol.net/Application/Tables/ChargeTable. o Q@ || Q Searct rINe @ =
@ TimeControl® Joseph Gardner + Dashboard My Account Logout Heb Support Info
Home Timeshest Reports | Tables | Lnks Took Legacy
& Resource T3 Labor Rates. 7 Charge P
&b Employee & Project » Reports o - P . W % H ‘ 28 4
& veer 2 ves [ Assigments Bxpand Al ColapseAl | Add  Copy  Delete Fiter | Valdations
Navigasen A
’ Toagle Meny
“ Charge oqqle 1
[a]<] Charge Detals Activky Detals Cost Item Revsons Charge Notes =
Charge Code T
@ BOAT SHOW = Charge Information | ¢ e code INTERNAL.VACATION
@ BRIGHTWORK Charge Description  Paid Vacation
& BRIGHTWORKONLINE Ciisa o' - 2 g
arge Status ene
® CALLCENTER 10 L 2
® CALLCENTER_RELEASE_1-0 Charge Start Date |1/1/2010 -]
& DATA Charge End Date
@ EPMDEPLOY Charge Budget Hours 0.00 ]
- E Charge Budget Cost |50.00 El
# HMSPROJECT |
Ny =
RUERNA) Assodations Project Name INTERNAL B
INTERNAL.EXCELLA =
INTERNALHOLIDAY
INTERNALJURY =i (Chxpe WS 2] £
INTERNAL.MEETINGS
INTERNAL.PERSONAL - PAID
INTERNALPERSONAL - UNPAID Indicators | Charge code is 3 vacation code 7] Charge code is an iiness code [7] Charge code & a personal time code
INTERNAL.PRESENT Charge Bank Fiag 4 Charge Bank Fag 5 Charge Bank Flag 6
INTERNAL.SICK LEAVE - PAID Charge Bank Fag 7 Charge Bank Fiag 8 Charge Bank Fiag ©
INTERNAL.SICK LEAVE - UNPAID Charge Bank Flag 10 Charge Bank Fiag 11 Charge Bank Flag 12
INTERNAL. TRAINING | Charge Bank Fag 13 ] Charge Bank Fag 14 || Charge Bank Flag 15
INTEKNAL TRAVEL | ] Charge Bank Fag 16 7] Charge Bank Fiag 17 [ Charge Bank Flag 18
SRR NN Charge Bank Fiag 19 Charge Bank Fiag 20 /] Time Request Charge Code 1
@ pPMO | T o - ——————
) i || | Userdefined flelds | gne  [on-atable - [
@ REP : g
R i [l %
pEa ) RandD and D Eigble |
4 = s Capitalizable |Not Capitaizable - |
Page 1 of 1 (28 kems) [i3l {11 ace s Deined bed s
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Rate Table

TimeControl has extensive rate management capabilities but we don’t need to
use them all to get TimeControl started. However, at least one rate code will
have to be created as a rate entry is an essential element of a timesheet line.

/2 TimeControl - Windows Internet Explorer -3
OC) = [@ oo locabosts isepicaton abis raterbie spsi=tatmu=22 o)) [ o g
i Favorites (] Tmecontrol | ] i~ E - ()@ - Pager Safety~ Teds- @~
TimeConiroi Joseph Gardner board My Account Logout Help
Home Timesheet Reports | Tables | Lnks Tools Administrator Documentation
ik Resource 5 Labor Rates  Charge
) ) .
AR =0 a0 B @B | B B | B €|
& e 2 wes § Connection Podl Expand Al Collapse Al Add Copy Delete P und Filter
Tavigaton Scen Actons
% Labor Rates Rate Code Equals 'STANDARD' Claar Filter
o |
e 1 a4 (1 teme . - e e e e e e e e e e i
0 r Rate Information IRm Cade STANDARD 1
Rate Code Rate Description |
e Fosee | Rate Description | Standard Rate "
Page 1 071 (1 items) 0] IRate Type Global b
Rate Assodiations Rate Erployee
Rate Resource
i| | Rate Values Rate 1 [$1.00 Rate 2 [51.00 Rate 3 [$0.00
Rate 4 | $0.00 Rate 5 |$0.00 Rate 6 |$0.00
Rate 7 | $0.00 Rate 8 |30.00 Rate 9 |$0.00
User Defined Fields e
Rate Field 2
Rate Field 3
Add User Defined Field
Done [ [ [ [ [ [ [f [/ Trustedsites | Protected Mode: Gff [va ~ [Rw0% ~ A

Here are the essential fields:

Rate Code: Enter a simple rate description such as “Standard” or “Normal” to
set a basic rate.

Rate Description: Here you can describe the rate in more detail.

Rate Type: There are three choices as you can make rates that are specific to
resource group or individual employees but to get the system started, select
Global. This will make this rate available to everyone.

Rate Values: You’ll need some kind of value but just enter a value of 1.00 for
Rate 1 and this will translate as 1 dollar (or other currency) per hour worked.
You may wish to make this more exact later but this will get the system
functional for now.

A minimal system could have one Global Rate Code with a value of 1.00 in
Rate 1.
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Importing table data

If none of this sounded attractive because you have just too much data to think
about typing in manually, then fear not. TimeControl’s extensive linking
functionality allows you to bulk load or bulk-update the system using files

created in Excel.

In fact, we’ve created a template for you that you can download to prepare your

data.
The file is located at: www.timecontrol.com/docs/tc6 data template.xIsx.

'[ZH‘ AT ﬁ = T T TCsQuikstart Data Spreadsheetsals [Compatibility Mode] - Microsoft Bxeel e
File Hame Insert Page Layout Formulas Data Review  Vie Developer o @& =R
gl (G} ] . § =35

Arial C0 - XN == | SiWrepText General - ﬂ % [ - B_i ﬁ #a
F;g @ B I U~ - & A EEE £ Evegeacenta~ | $ - % v | 42 Cnnd\;;nal Format  Cell Erl Delete Format & Sort & Find &
P 4 N e b et Mok ™% | Formatting * as Table - Styles ~ - = | @ Filter~ Select~
Clipboard 1 Font 5 Alignment Number 5 Styles Cells Editing
125 - &
A c D E F G H I J
1 |TimeCantral - Project Table
2
3 ProjectName  Project Description StartDate Finish Date Status Allow Cross Charges PRJ_FLD1(R&D) PRJ_FLD2(Client) PRJ_FLD3(GL Acct) PRJ_FLD4{Contract #)
4
5 CHEV100 Chevron 100 20091130 Opened Yes Chevran 139302 A9902
6 (OVERHEAD Overhead and Adminstrative 20091130 Opened No My Company
7 |[ESS0100 Esso 100 20091130 Opened Yes Esso 204384 A43T4
8 [ESS0200 Esso 200 20091130 Opened Yes Esso 204967 A4492
9 |CHEV200 Chevron 200 20091130 Opened Yes Chevran 139865 A9876
10 CHEV300 Chevron 300 20091130 Opened Yes Chewron 139392 A0983
The project
e e User Defined fields can be used in every table and they are attributes that
BT allow TimeControl to report by each of these attributes,
long and must
be unique for
each project.
LY
M 4 » W[ Employee Users . Resource . Approvers | Project . Charges . Rates . ¥J KA i
Ready | 3 | ‘@E 100% (=)

This file has several tabs for the essential tables and we’ve put some simple
data into the file so you can see what your’s should look like. Keep an eye on
formats of dates, currency and where we’ve used all CAPS and not. There are

some basic instructions within the timesheet on how to format your data.

When you’re ready to import this data into TimeControl you’ll need to make
sure that the data is divided into CSV (Comma Separated Values) files (Excel
can save into this format) and that the files contain only the data. The

comments and even the file headers must be removed.
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Your final file might look like this:

X rosoft Exc =l
1002 Im4
! He i Nrt PagTﬁyo—m Foa]ﬁas [@a Rﬁm_qlﬁjw vrjﬁr Devrﬂ_Lqper al@ o =
* - General - |E|Cnn%ﬁj\onal FormLaf'{ing - gelnsetr  E - %r ‘ﬁ
Qa - ad v v %o Format as Table = E"‘ Delete = E =
Paste . Sort & Find &
- B B 5% 5 el styles - [EiFormat - | 2~ Fitter~ select~
Clipboard r1a Font ] Alignment [Pl Number Ii| Styles Cells Editing ‘
B17 M. £ | v
A | B | ¢ [ o [ e [ ¢ Jep[a] x [ v [T
| 1 OVERHEAD Overhead Charge Codes 20091130 Opened OVERHEAD F F T No Canada
| 2 (OVERHEAD VACATION Vacation 20091130 Opened OVERHEAD F F T No Canada
| 3 OVERHEAD SICK Sick 20091130 Opened OVERHEAD T F F No Canada
| 4 OVERHEAD.JURY DUTY  Jury Duty 20091130 Opened OVERHEAD F F F No Canada
| 5 | OVERHEAD.TRAVEL Travel 20091130 Opened OVERHEAD F F F No Canada
| 6 OVERHEAD.ADMIN Administrative duties 20091130 Opened OVERHEAD F F F No Canada
| 7 OVERHEAD.PERSONAL  Personal Time 20091130 Opened OVERHEAD F T F No Canada
| 8 OVERHEAD BANKED OFF Banked Time Off 20091130 Opened OVERHEAD F F F No Canada
| 9 |CHEV100 Chev 100 Charge Codes 20091130 Opened CHEV100 F F F Yes North Sea 1093288
| 10 CHEV100.2010 Project Meetings 20091130 Opened CHEV100 F F F Yes North Sea 1244231
| 11 |CHEW100.2020 Lay Pipe 20091130 Opened CHEV100 F F F Yes North Sea 3242142
12 hd
4 4 » M| Sheetl . 'Sheet? Sheetd -~ ¥J 4] il | (0|
Ready | 3 EHOMm w0 o 0—GF) |

Keep your larger file handy as you’ll need to know what the fields represent
and what columns have which data in them in order to get the definition right
during the import.

Once you’ve got your file ready, go to the Links tab and click on Table Imports.
Select the table that matches the CSV file you’ve prepared:

) @ httpsi//docs.timecontrol.net/Application/Links/Import.aspx?st=2 o @ | Q Search

Table Import Wezard

Interface selection
Step10f3

| Import Descrption | Import Table
| < Import New User Wezard > Onboarding
< Import Waard >
HR OnBoardng Update Onboarding
| Table import: dc2ea5a0-2f10-4729-b101-e32ace908091 Employees
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Then enter the number of the column from your CSV file that contains the
relevant data. Only the required fields are an absolute must.

You’ll need to select your CSV file (don’t forget to make sure you don’t have
it open when you click “Finish”) and then it’s a good idea to save your import
definition so you can reuse it again later by clicking “Save and Import”.

(@ TimeControl - Import Tables X

< 5 C @ G @ nttpsy//docstimecontrol.net/Application/Links/Import.aspx?st=2 o O | Q search N s @ =

Table Import Wizard

Import Options
Step2.0f 3

Import Options
Select the table to Import into.: Charge Codes M
/] Omit header text on import || Add new and alow updated to existing records

Select the file to import: Select Fle  Charges-641.csv uploaded successfully |

Required ickds | crarge Code (iR Charge Project (CHR. Charge Description (GHR.| Charge Bank Fiag 9 (GHR
2 Charge Code | INTERNALJURY | INTERIAL Jury Duty F -|

| INTERNALMEETIN INTERNAL General Meetings £
| INTERNAL.PERSON INTERNAL Personal Time off - Paid T
| INTERNALPERSON INTERNAL Personal time off which & T
| INTERNALSIK LE INTERNAL Pad Sck Leave F
= | INTERNALSICK LE INTERNAL Sick Leave which s not ¢ £
Import | TC Field  Import Vale | INTERNAL.TRAIND. INTERNAL Training for company woi F
Charge Code ~ INTERNALHOLIDAY « || mTERNAL TRAVEL INTERNAL Travel for company busin F

Charge Project ~ INTERNAL | INTERNAL.VACAT INTERNAL Pad vacation £

Charge Description ~ Offical Hoiday | PMO MO Project Management Offi F

+ Rand D Not Eigble  pmo.L MO Project Offce Temolate F

~ Non-Bilable | PMO.1.1 PMO Scope F
< HNotCapitalzable | PMO.1.11 PMO Determne Project Office F
Charge Bank Fiag v F | PMO.L12 MO Document high-evel Proj F
Charge Bank Fag & - F | PMO.1.13 MO Justiy Profect Office va t F
Charge Bank Fag 7 <] F | PMO.L.14 MO Secure exacutive sponso F
| PMO.1.2 PMO Planning F
| Pm0.1.2.1 MO Analyss/Logistics £
MO Review Project Office scc F

_nun Sebablih o mnsnnmant | €

[+ Charge Description

Field Mapping Selection

M| | Page 1 of 1 (180 tems)

Back Next | Cancel

You can repeat the same process for each of your CSV files. This technique is
also a great one to update existing records as you’ll be able to choose to import
new records or import new records and update existing records. So, if you’ve
got more detail to your table information in the future (for example department
information per employee is now in your spreadsheet) then you can use this
same definition to update your Employee table extremely quickly.
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The Timesheet Process

Once your basic data is in TimeControl, you can give your users access to the
system by giving them the URL, their username and password and they can
start entering timesheet data. You are now ready to begin the regular cycle of
your timesheet process.

The essential elements of the process are as follows:

1.
2.

3.
4.

Users enter timesheets and release them for approval,

Determine if all timesheets have been collected, approved and released
to “Posting”;

Run the posting process;

Do any reporting that is required.

The Posting Process

The Posting Process takes timesheets that have completed the approval process
and closes them. Posted timesheet data then becomes available for reporting,
exporting to external systems or other analysis. The Posting Process, while
simple, is an essential aspect of TimeControl.

To start the Posting Process, go to the Timesheet tab and select Timesheet
Posting.

Home | Timesheet | Reports Tables Links Tools D Legacy

st
e
& Timesheet Posting Toagie Meny

Scheduled Job Description Scheduled Job Ty| Scheduled Job Aq User Code User Description
Standard weekly posting Weskly v JOEG Joseph Gardner

Show one tme schedules from the past

% Debit/Credit Entry @ Batch release
& Timesheet Pesting @ TimeRequest C ] 8 =
Project Manager Validation J Line item Approval Add RunNow  Logs

A
Entry

Actons

#100% ~
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Posting can be scheduled to be done automatically but for now, let’s just do
one on demand by selecting Run Now and clicking “Next”.

< B (T

The Partial Posting is not for most clients so let’s skip it for now. Click Next
to Continue.
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© | @@ TimeControl - Timesheet P...

Schedule Timesheet Posting

Posting Options
Step 30f 3

— Selection C

Wesk(s) to process: | All Timesheets [~
[ |

Employee Filter:

Date to apply to each posted line

®oate (9772017 [~

ewera[roon e

= Options:

Comments for the posted batch

[overnight posting

[ validate timesheets before posting
[] Allow updates to posted timesheets

esciptschediebagebse s Addschede ;% -

You can now choose a variety of options of what you wish to post. Leave the

default settings to select All Timesheets that are ready for Posting and today’s
date and click Next.
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© | @ TimeControl - Timesheet P...

Run Timesheet Posting

Posting Options
Step30f4

Date to apply to each posted line

® Date 9/7/2017 !{

) Keyword [TODAY =]

r Options
Comments for the posted batch

[] Validate timesheets before posting
] Allow updates to posted timeshests

i re ®100% ~

You can enter a comment here or just click “Finish” to complete the Posting
process. Take a peek at the log to ensure that the timesheets were posted
without error (they almost always are) and you’re done.
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Run Timesheet Posting

Run in background
Step 4 of 4

[] Run in background

You can elect to run the posting in the background and immediately free-up
your screen but that is for occasions when you have a lot of timesheets to post.
To get started, leave this option blank and click Next to start the process.

TimeControl will now run the posting process and relocate timesheets from the
unposted tables and into the posted or closed tables.
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B = © || (@ TimeControl - Timesheet P...

Run Timesheet Posting

Posting Log

Timesheet Posting started: 09/07/2017 10:49:43

Number of tmesheets to post: 1
Creating batch.. 62

Executing Before Posting Procedures
Before Posting procedures found: 0
Posting timesheet 1 of 1

Empioyee Code: TOML

Empioyee Name: Logan, Tom

Timesneet Period: 07/1612017 to 0772222017
Timesheet posted without any errors

Executing After Posting Procedures.
After Posting procedures found 0

Executing Posting Accruals
Loading accruals. .1 accrual(s) found.

Processing accrual 1of 1

oo P

~

i re ®100% ~

When it’s done, TimeControl will display a log. Take a quick look for any
issues or problems you may need to address then click Finish.

Your first cycle of timesheets is complete!

The timesheet data that has been posted can now be used to update Project
Management systems, Payroll systems for reporting and other purposes.
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Where to go from here

Timesheet Best Practices

You’ve got your TimeControl system up and running and now’s a good time
to start a list of best practices for your organization’s employees to start
following. This will be different for each organization and should evolve over
time.

Communicating your timesheet process to the staff and how employees can
best use TimeControl and what difference their timesheet can make to the
organization is a good place to start.

Deploying a timesheet is often an organizational culture change. If this is so,
go for compliance as your first goal and focus less on the quality or richness of
the data. Get everyone used to doing a timesheet and make it simple to do.

Once your organization gets used to doing a timesheet every week and weekly
timesheet compliance gets closer to 100%, you can start working on the quality
of data. Look for common timesheet errors and find ways to trap them or to
communicate with people to avoid them in the future.

When the quality of data gets better, you can look at making the data richer by
adding more user-defined fields, greater distinctions in types of charges and
start reporting in more detail.

User-Defined Fields

TimeControl’s flexibility means it can continually adapt as your organization
finds new requirements for it and that often means looking at the meta data in
each table record. User-Defined Fields is a very powerful place to characterize
data for different purposes. But, before adding dozens of fields you’ll need to
support, think about their purpose first. A good business analyst will start from
outputs (like reports or exports) and move backwards to the inputs (the user-
defined data) to see what definitions might need to be added. If a report is
required for R&D Tax Credit preparation perhaps, then you might need a User-
Defined Field on the charge table to identify eligible charges from ineligible
charges.

Linking to external systems

TimeControl is also able to link to many different systems including project
management systems, payroll systems or services, human resources systems
and finance or ERP systems. TimeControl can also link to multiple systems at
once. Before making these links however, make sure that it makes sense to do
so and that the data that TimeControl can provide is appropriate for the uses
required by those other systems.
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Other resources

Reference Guide

The Documentation Tab of TimeControl includes both a User Guide and a
Reference Guide. The Reference Guide covers Administrator functionality in
much more detail. The Reference Guide is an essential tool for Administrators.

The TimeControl blog

HMS maintains a blog at blog.timecontrol.com in which the technical and
consulting staff post tips, tricks and techniques on how to get the best out of
your system. You may also see use-case scenarios you haven’t considered.

TimeControl.com

Our main website has several sections that contain information of interest to
Administrators:

U Online Lessons: This area contains mini-videos of simple
TimeControl functions such as adding a timesheet or adding a record
in the employee table.
www.timecontrol.com/resources

O Support: This area contains downloads such as filters, validation

rules and reports that may be of interest as well as frequently asked
questions.

O Resources: This area has white papers, factsheets, slides and other
resources that may be of interest

O Solution Portals: This area has use-case scenarios of how to use
TimeControl in different ways.

Technical Support

When you need Technical Support because TimeControl simply doesn’t seem
to be working the way it should, then you can reach us by email at
support@hms.ca or by phone at +1 514-695-8122 and we’ll do our best to help
you.
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