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Introduction 
 
This document describes how you might approach the demonstration of time@work. It is 
based on an unaltered Demonstration database from Version 4.0. In reality you will 
usually create a new database or modify the Demonstration database based on what 
you know of the potential customer. However, the same overall scheme might be 
applied. 
 
The demonstration sequence given here assumes that your audience is made up of 
people who are interested above all in how their Employees will experience the system. 
The emphasis therefore is on end-user (browser-based) functionality, and only 
subsequently on administrator functionality. 
 
Furthermore, the assumption here is that you should show the system in a 
straightforward and simple way, concentrating on the essentials. It is always best to tell 
your audience that you will show the basics of the system and that they may raise 
questions and seek further clarifications at certain well defined points. 
 
This document does not cover the installation of time@work, nor does it cover the 
creation of a demonstration or other database. These topics are amply covered in the 
time@work Installation and the time@work Configuration Guides. 
 
The overall structure of the demonstration should be as follows: 
 

1. Timesheet entry and authorization (mentioning Attendance Forms if this is of 
interest) 

2. What happens to timesheets when they are ópostedô to the time@work Project 
Ledger 

3. Expense entry, authorization and review (mentioning the way other Form types 
can be used for other purposes) 

4. What happens to expense forms when they are ópostedô to the time@work 
Project Ledger 

5. Reporting on time and expenses 
6. Ledger Modification ï modifying posted data 
7. Invoicing 
8. Management Reporting 
9. Budgeting and Resource Allocation (including through the PSW) 

 
You may also need to show: 
 

10. Approvals 
11. Other aspects of the Professional Services Workbench, including Skills 

management 
12. Interfaces to third-party systems ï Accounting 
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Revisions and Extensions for 4.0 
 
The time@work demonstration database has been extensively revised and extended for 
Version 4.0 and the configuration now contains examples of functionality that specific 
customers may need. 
 
Data exist only for 2010. All older transactions have been removed. 
 
 
Multi-Company 
 
The database has been extended to illustrate use of the system in a single-database 
multi-company environment. 
 

¶ 01 PSO UK has a base currency of GBP and employs: 
 

o 001 David Sharp 
o 002 Susan Thorne 
o 004 Jane Kubrick 
o 006 Simon Singh 
o 007 Francesca Simon 
o 901 David Grant 

 

¶ 02 PSO France has a base currency of EUR and employs: 
 

o 900 Jane Crawford 
o 003 Friedrich Muller 
o 004 Ayman Abiad 

 
It is assumed that the management reporting currency for both companies is GBP, and 
all calculations of expenses, fees and invoices are made in both local currencies and in 
GBP. 
 
A number or reports illustrate the possibilities for inter company transaction analysis (see 
below). 
 
 
Timesheets 
 
You may now illustrate timesheets of several kinds: 
 

¶ A standard timesheet 
 

o 002 Susan Thorne 
o 007 Francesca Simon 

 

¶ A timesheet that allows partial submission (daily if necessary) 
 

o 001 David Sharp 
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¶ A timesheet that has an accompanying attendance form 
 

o 003 Friedrich Mulller 
o 005 Ayman Abiad 

 

¶ A project managerôs timesheet that allows indication of Task Completion 
 

o 004 Jane Kubrick 
o 006 Simon Singh 

 
 
Approvals 
 
You may now illustrate approvals in several ways: 
 

¶ Project time and expense approval by Project Manager 
 

o 004 Jane Kubrick 
o 006 Simon Singh 

 
Project managers can see: 
 

o Time and expenses to approve (these cannot be invoiced until approved) 
o Time and expenses waiting for invoicing (still available for modification) 

 
 

¶ Project time and expense approval by Client Employee (from the Customer 
Service Workbench) 

 
o Patrick Jenkins (Oil International) 

 
Client employees can see: 
 

o Time and expenses to approve (these cannot be invoiced until approved) 
 
 

¶ Expense reimbursement approval by Line Manager 
 

o 004 Jane Kubrick 
o 006 Simon Singh 
o 900 Jane Crawford 

 
Line managers can mark approve expenses for reimbursement to employees. 
 

 

¶ Exception approval/alerts 
 

o 900 Jane Crawford 
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Senior management can be alerted to exceptions such as: 
 

o Non-chargeable expenses on Chargeable Projects 
o Non-chargeable time on Chargeable Projects 

 
 
 
Expenses 
 
The standard out-of-pocket expense form has been extended to include entry of miles or 
kilometres. 
 
 
 
Projects 
 
A number of different kinds of projects have been configured to illustrate: 
 

¶ Time and materials invoicing with task-level time recording 
 

o 100-001 Oil International ï Systems Implementation 
o  

 

¶ Time and materials invoicing with project-level time recording 
 

o 100-002 Oil International ï Investigation for New Device Design 
o 110-001 Global Insurance Services ï Risk Algorithm Analysis 
o 140-001 Universal Drugs ï CRM Analysis 
o 356-001 JKL Exchange ï Market Research 

 

¶ Milestone invoicing at fixed price based on task completion 
 

o 100-003 Oil International ï Fixed Price Interface Project 
 

In this case you can show: 
 

o How planned invoices have been set up for fixed amounts, to be triggered 
by task completion 

o How a Project Manager might signal completion of a task (this can also 
be marked manually) 

o How a planned invoice can be invoked that will allocate all time for the 
relevant task to the invoice value 

o How, separately, revenue recognition for a month may be calculated 
using the Revenue to Recognise form 

 

¶ Monthly retainer invoicing at fixed price 
 

o 356-002 JKL Exchange ï Monthly System Audit 
 

In this case you can show: 
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o How planned invoices have been set up for a fixed amount each month 
o How a planned invoice can be invoked that will allocate all time for the 

month to the invoice value 
 
 
Other Forms 
 
Other forms exist which enable you to show: 
 

¶ Absence Requests 

¶ Procurement Requests 

¶ Travel Requests 
 
 
Reporting 
 
Many new PSW enquiries have been set up to illustrate the power of detailed or 
summary reporting, with drill downs. 
 
Many of these are one-click reports from the Project Portal or the Employee Index. 
 

¶ Whatôs holding up invoicing? 
 

o Customer ï Not Approved Transactions 
o Project Manager ï Not Approved Transactions 

 

¶ Who hasnôt completed timesheets or expense forms? 
 

o Timesheets Not Posted 
o Expenses Not Posted 

 

¶ What hasnôt been invoiced yet? 
 

o Project WIP - Time 
o Project WIP ï Expnse 

 

¶ What needs to be reinvoiced between companies? 
 

o Empl Interco Exp. 
o Empl Interco Time 

 

¶ Whatôs happening on my Projects? 
 

o Project Timesheets 
o Project Expenses 
o Project Interco Time 

 

¶ Whatôs been invoiced and what has been discounted? 
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o Invoices 
o Project Discount Expense 
o Project Discount Time 

 

¶ What expenses am I incurring on internal projects? 
 

o Internal Expenses 
 

 

¶ What are my employees doing? 
 

o Employee Timesheets 
o Employee Expenses 
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Preparing a Demonstration 
 
You need to: 
 

a) Start the Task Scheduler 
b) Run a Transmission Profile 

 
 
Task Scheduler 
 
From Version 3.3 Routing is automatic in the PSW once an Employee submits, 
authorises or reviews a form or timesheet. However, the Task Scheduler is needed for 
the Posting of completed forms and timesheets.  
 
(Note that Routing in the Task Scheduler is still required if forms and timesheets are to 
be re-routed after an expiry period.) 
 
To set up the Task Scheduler, open the Task Scheduler from your program list: 
 
 

 
 
Login as here. There is no password for user TS. Note that your Server and Database 
names may be different. 
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You should first create a service for the Task Scheduler by clicking on Create Service. 
 

 
 
Routing 
 
To set up Routing (only needed for re-routing from Version 3.3): 
 
Highlight the Routing row and click the Schedule button. 
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Change the frequency to 1 and click OK. 
 

  
 
Click the Start button to start the execution of Routing every minute. 
 
Posting and Validation 
 
Follow the same procedure for Posting and Validation. 
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Approval Notification 
 
This is needed if posted timesheet and expense records are to be presented to project 
managers for approval. 
 
Follow the same procedure for this. 
 
Unposted Actuals 
 
Some time@work reports and inquiries will include Timesheets and Forms that have not 
yet been fully authorized and reviewed, and are therefore not posted. From Version 4.0 
the mechanism by which the Unposted Actuals table is kept up to date has changed. 
Instead of creating the Unposted Actuals ledger when an Inquiry Profile is run (which 
can be time consuming, and which does not allow concurrent running of such reports) 
the system keeps this ledger up to date by running it from the Task Scheduler. 
There are two modes in which this can be run.  

 

¶ The ledger may be updated to reflect recent changes 

¶ The ledger may be completely recreated 
 
The demonstration database is set up to run the first of these, and the second is set up 
but halted, for illustrative purposes. 
 
Start the first Unposted Actuals task. 
 
 
Click on Exit to start running these tasks from the Task Scheduler service. 
 
 
Transmission Profiles 
 
There is one more thing that you should remember to do if you want to show reports 
through the PSW (Professional Services Workbench), as suggested in section 8 ï 
Management Reporting.  
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(Note that with the advent of PSW-based inquiries and immediate reports, both now also 
allowing the specification of runtime parameters, you may not need or want to show 
published reports.) 
 
You need to run a Transmission Profile in order to publish some reports for browser 
access. 
 
Login to time@work Maintenance as the Admin user. Choose Transmission Profiles in 
the Reporting section of the Menu. 
 

  
 
Double click on Standard Management Reports. 
 

  
 
Click Next. 
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Check óSuppress E-mail Transmissionô and click Send. 
 

  
 
The system should then run through various steps (7 times, hopefully) and then finally, 
and without intervention, show this message. 
 
Click OK.  
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Timesheet Entry (and Attendance Forms) 

 
 

 
 
Login to the PSW as Ayman Abiad (Login Name: aa, Password: aa). 
 

   
 
When the PSW menu is displayed make the following points: 
 

¶ There are many options available to employees, depending on their position. 
Some of these you will describe later, or as required, but for the moment you will 
concentrate on the core functions of Timesheets and Expense Forms. 

¶ Point out that an Employee can see Timesheets that he has previously entered 
or authorized, and the Expense Forms that he has previously entered, authorized 
or reviewed. 

¶ The options that are available to an Employee are controllable at System, 
Company and Employee level, so an Employee need not be confused by options 
that he will not use. 
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Click on Timesheets for Entry. 
 

   
 
Here the Employee sees a list of timesheets that he must enter. One or more of these 
may be marked as overdue if todayôs date is later than the last date in the timesheet. 
 
Also point out that there is a function in time@work that will remind Employees by email 
if they have not completed their timesheets. 
 
Also point out that an Employee can use the New Timesheet option to generate a new 
timesheet for himself (up to a specifiable number of periods in the future). This enables 
an Employee to enter Holiday in advance. 
 
Click on the first cell in the Row containing the Period number. 
 

   
 
Before starting to enter data into the timesheet is important to describe the overall 
structure of the timesheet. 
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Point out the following: 
 

¶ This timesheet is for one week, but time@work can be set up for daily, weekly, 
bi-weekly or even monthly timesheets. You can specify how long you want your 
timesheet period to be. It can even be a different number of days from one period 
to another. 

 

¶ This timesheet has an attendance form associated with it. This is optional by 
employee, and you can, if you like, logoff and logon as another employee (ds, ds) 
if you want to show a timesheet without an attendance form. Unless there is a 
specific interest in attendance forms it is enough to say that the daily hours in the 
attendance form must be consistent with the (non-absent) hours entered in the 
timesheet (and you will have to make sure that is the case if you can submit the 
timesheet). (Note that if time is reported against óabsentô projects such as holiday 
and sickness then this is not compared with attendance time.) 

 

¶ The timesheet contains time automatically filled in from the Employeeôs Diary. 
This is something that you may cover later when talking about budgeting and 
resource allocation. 

 

¶ The timesheet is made up of the following kinds of fields: 
 
o The Project. This is the most important data item in the system. You will 

have all sorts of Projects: some for real customer work, and some for 
internal activities such as Admin, Sickness, Training, Holiday and other 
internal projects. 

 
o Optionally the Task field. This can be switched on by Project. You can 

point out that the Administration project does not require the entry of a 
Task field, whereas the JKL Exchange project does. 

 
o Activity. Explain that this is a user configurable field including field name 

and field value list. And that you may have up to twenty of these fields. 
And that they can be enabled and disabled by Project. In this timesheet 
we have only one such óanalyticalô field, and it is enabled for some rows 
and not for others.  

 
o Optionally the Status field. This field need not be included on a timesheet, 

but can be used by Employees to indicate whether time is to be charged 
or not. In this timesheet the Employee can indicate either Charge, 
Discuss or No Charge. These are configurable values and each value has 
certain properties in respect of invoicing ï which you will show later. 

 
o The time cell fields. Note here that entry units are H ¼. This means that 

0.25 of an hour is the minimum enterable value. 
 

¶ Timesheets of various types can be set up for different kinds of employees, 
requiring the entry of different fields. The time unit of entry (here H ¼) can vary 
by timesheet type. 
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Now you can proceed to enter some values. 
 
Explain that the timesheet already has four or more rows. This is because these are the 
four most recent project/task combinations against which the employee reported time in 
previous timesheets. You may modify the number of preset rows (here 4) by system and 
employee. If there are more than four rows this may be because the timesheet is also 
prefilled from the employeeôs diary. 
 
First you will show how a Project is selected. 
 

 
 
Click on the Browse button to the right of the Project code in the first row. 
 
The system will show the first 50 (or fewer) projects against which this Employee is 
permitted to enter time. 
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Point out the following: 
 

¶ The list of Projects that an employee may see can depend on many factors 
(employee and project óclassificationô (e.g. Department), an explicit list of Project 
to which an Employee has been assigned, whether a Project is still open or not) 

 

¶ The employee may optionally click on Select Client to choose Client first. 
 

¶ The employee may sort by Project or Project Name by clicking on the appropriate 
terms. 
 

¶ The employee may also list the (nn) most recent projects he or she has reported 
time against. 

 

¶ The employee may enter a search string in the text field and then search by 
Project or Project Name. (Note that by default the search is óGlobalô and thus 
finds all values with the text string however positioned in the Project or Project 
Name). 

 

¶ The employee chooses a Project by clicking on the appropriate row. 
 
Choose óOil International ï Systems Implementationô. 
 
Point out that the timesheet now requires you to choose a Task. Click on the Browse 
button to the right of the Task cell. 
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Choose a Task in the same way that you have chosen a Project. 
 
Choose an Activity, a Status (Charge) and enter some time into the time fields. 
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Click on the Save and Validate button and explain the error messages which have 
appeared at the base of the form. 
 
Point out that this timesheet type requires that at least standard hours be entered for 
each day (and that this can work by period instead of day for companies working on 
flexi-time, or alternatively standard hours need not be enforced at all). 
 
(Note that if you are logged on as aa then your Attendance Form must be consistent with 
your Timesheet and there may be some messages warning you of inconsistencies.) 
 
Now go on to explain that you may optionally enter notes against any time value. Click 
on the button to the right of a cell into which you have entered some time. 
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When you have entered some text click on the button again to save the note. You will 
notice that the button is now coloured orange. This indicates that a note is present for 
the cell and that it was optional. 
 
Whenever the cursor is positioned on the notes button the notes are displayed as a 
tooltip. 
 

 
 
Now go on to explain that Notes can be made mandatory. They can be forced for a 
particular Client, or Project, or Task, or Activity (analysis value), or Status, or Employee.  
 
Enter some time against JKL Exchange and then enter a status of óDiscussô. You will see 
that the notes button is immediately coloured red. 
 
After entering an explanatory note the button is coloured green. 
 
Enter sufficient time on each day to fill at least standard hours for the day and then click 
the Save and Validate button. 
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You should now see no error messages. 
 
Then click the Submit button. 
 
You might also show Timesheet History. Click on the History label and a list of recent 
timesheets will be shown. 
 

  
 
You will see, here, the current status of the timesheet you have just submitted. Whilst 
waiting for it to read óIssued for Authorisationô you can display a historical timesheet by 
clicking on one of the Period cells. 
 
When you have done this, Log Off and log in as: 
 
Simon Singh  Login Name: ss Password: ss 
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You will see that there is one Timesheets to authorize. Click on the ó1 Timesheets for 
Authorisationô label. 
 
(Note that if you submitted a Timesheet as employee David Sharp (ds, ds) Simon Singh 
(ss, ss) is also his authoriser.) 
 
Choose the Timesheet for period 2008004 for Abiad Ayman (the first row). You will then 
see the timesheet that you entered earlier as Abiad Ayman. 
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Explain that you can either: 
 

¶ Enter some notes in the lower part of the screen and then click on the Return 
button to send the timesheet back for modification, or 

 

¶ You can click on the Submit button to óAuthoriseô the timesheet and forward it for 
posting into the time@work Project Ledger. 

 
You may also currently modify data in the timesheet before submission. This is an option 
controllable by Timesheet Type. 
 
Submit the Timesheet. 
 
This Version 4.0 demonstration database uses Routing Rules to define the sequence of 
timesheet authorisation workflow, and each Employeeôs timesheet will go first to the Line 
Manager for the Employee (this is defined on the Roles tab of each Employee record), 
and then to the Timesheet Supervisor (this is defined on the Roles tab of the System 
Parameters record). 
 
In this demonstration database the Timesheet Supervisor is Jane Crawford (jc, jc), so 
you must logon as Jane Crawford to perform a second authorization for the Timesheet 
you have authorized as Simon Singh. 
 
 
From Version 4.0 the demonstration database allows you to illustrate various kinds of 
timesheet. 
 
 

¶ A standard timesheet 
 

o 002 Susan Thorne 
o 007 Francesca Simon 
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¶ A timesheet that allows partial submission (daily if necessary) 
 

o 001 David Sharp 
 

¶ A timesheet that has an accompanying attendance form 
 

o 003 Friedrich Mulller 
o 005 Ayman Abiad 

 

¶ A project managerôs timesheet that allows indication of Task Completion 
 

o 004 Jane Kubrick 
o 006 Simon Singh 
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What happens to timesheets when they are 
ópostedô to the time@work Project Ledger? 

 
 
At this point, but without showing anything, you should explain how timesheets are 
processed when they are ópostedô to the Project Ledger. 
 
It makes sense to use a flipchart to illustrate the workflow you have just demonstrated. 
You will add to this illustration as the demonstration proceeds. 
 
Start with something like this: 
 

 

 

Timesheet 

Entry 

 

Timesheet 

Authorisation 

Project 

Ledger 
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Explain that when a timesheet is posted, the time value entered into a cell can be 
accessed by up to 20 user-definable calculations.  
 
The audience will usually look perplexed at this point.  
 
Explain that in our experience nearly every time@work implementation involves different 
calculations.  
 

¶ Some companies simply want to calculate fees that will be due for the time spent 
on projects.  

 

¶ Others want fees and discounts to be separately calculated (and thus potentially 
separately óshownô on invoices and reports).  

 

¶ Some companies want to hold fees in a foreign currency and then to convert 
them into a local currency for accounting purposes. 

 

¶ Some companies want to calculate standard fees for comparison with actual fees 
negotiated with customers.  

 

¶ Many companies want to hold standard costs by employees. 
 

¶ Sometimes VAT must be calculated.  
 

¶ Sometimes (and especially in a multi company environment) there is a need to 
recalculate everything into a óreportingô currency such as the Euro.  

 

¶ Some companies want to keep track of interdepartmental cross charges.  
 

¶ And so on. 
 
Do not, at this point, show the forms in time@work Maintenance where all these 
calculations and values are set up, but say that you can do so later if someone (perhaps 
the IT staff) are particularly interested. Emphasise that this is where consultancy comes 
in ï deciding how to use these calculations so that reporting, invoicing and other needs 
are all covered. 
 
If you get questions about how fees are held, then say that you will show them this later 
when you come to show Employee and other records in the admin part of the system 
(time@work Maintenance or PSW Reference records), but assure them that fees can be 
held in any currency, with special fees, as needed, by Role or Title, by Client, by Project, 
Activity and so on. 
 
Tell them that in this Demonstration database the following values are calculated for 
each timesheet cell: 
 

¶ Standard Fees in local currency 
 

¶ Actual Fees in local or foreign currency 
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¶ Actual Fees in local currency 
 

¶ VAT in local currency 
 

¶ Total (Actual Fees + VAT) in local currency 
 

¶ Employee Cost in local currency 
 

¶ Fees in GBP (the corporate currency for the group of companies set up in the 
database) 

 
Or, if you feel this is too much detail, just miss it out! 
 
Tell them that you will show the calculated values when you have explained about 
Expense Forms. 
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Expense Entry, Authorisation and Review (and 
other Form Types) 
 
Login again as Ayman Abiad and click on New Form. 
 

 
 

 
 
Explain that Forms in time@work can be of many different kinds (as here), and that each 
can be defined with different data entry fields, different Routing Rules, different 
calculations, etc. 
 
But for now, click on Out of Pocket Expenses. 
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Before entering anything, explain that just as for Timesheets, the structure of an 
expense form can be configured to suit the needs of the user.  
 
And perhaps explain that behind the expense form there are, as for timesheets, up to 20 
configurable calculations, some of which can be made visible, and enterable, as here in 
this expense form, the Expense Gross amount (and currency) can be entered. 
 
Enter some data: Transaction Date, Project, Expense Type, Status, VAT Rate (if 
appropriate), Notes, Expense Gross, and the currency of the amount. 
 
Ignore the Document Link column for now. You will explain this later. 
 
Most of these columns, of course, have completely configurable values. Point out that 
the employee does not have to concern himself with Account Codes, but that, as we 
shall see later, these can be automatically set by his choice of Expense Type. 
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Someone in the audience may point out that the Notes box is very narrow, or may ask if 
you can control the width of columns. In fact you can set the number of pixels for a 
column in the administrative part of time@work.  
 

 
 
You may enter a number of rows. You might point out that rows can be selected by 
using the checkbox to the left of the form and then clicking on Copy. 
 
Point out that Save and Validate recalculates column totals, and that there are separate 
totals for each currency in the form.  
 
You can also explain that expense forms automatically page (with a configurable number 
of rows per page).  
 
You can also point out that validation rules (business rules) can be set up. For example, 
a particular grade of employee may be limited in the Expense Types he may choose, 
and so on.  
 
Mention that an expense form can be saved and returned to at any stage. 
 
Explain the Document Link button. Point out that this exists at transaction level and/or (in 
the total row at the bottom of the form) at form level. 
 
You might also point out the user-definable tooltips that can be set up for column 
headers. Click on the question-mark in a blue circle. 
 
Click on the document link button in the expense transaction row. 
 



time@work Demonstration Guide 4.0 33 

 
 
This opens a new window which you can use to browse for files for upload to the server. 
Click on the Upload button. 
 

 
 
Click on Browse to find a file you want to upload. 
 

 
 
You may upload up to three documents at once. 
 
Click on Upload. 
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Show that you can view the document by clicking on the magnifying glass. 
 
You may now select from the uploaded files for assignment to the expense form row. 
Check the file you want to assign and click Assign. 
 

 
 
Show how the paperclip indicates a document link. 
 
Now you can click on Submit. 
 
In this Demonstration Database the following Routing Rules have been set up for the 
Out of Pocket Expense Form: 
 

1. The form is sent to the Employeeôs Line Manager (defined on the Employeeôs 
Roles tab) 
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2. The form is then sent for additional authorization to the HR Manager (defined 
on the Roles tab of the System Parameters record as Jane Kubrick (jk, jk)) IF 
THE TOTAL LOCAL CURRENCY VALUE EXCEEDS 500. 

3. The form is then sent for further additional authorization to the Finance 
Director (defined on the Roles tab of the System Parameters record as Jane 
Crawford (jc, jc)) 

4. The form is then sent for Review to the Bookkeeper (defined on the Roles tab 
of the System Parameters record as David Grant (dg, dg)) 

 
One important additional thing you can talk about here is the Proxy Entry option for 
forms. Explain that in some companies secretaries fill in expense forms on their bossesô 
behalf, and that in time@work this can be arranged so that a óProxyô enters an expense 
form on behalf of an Employee, which is then forwarded to the Employee for 
Confirmation. But we will not demonstrate that in this session. 
 
Log off and log on as Simon Singh ï ss ï ss. 
 

  
 
Click on the label ó1 ï Expense Forms for Authorisationô. 
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Click on the Reference Number in the cell to open the expense form. 
 

  
 
The expense form may be: 
 

¶ Modified or 

¶ Returned (or partially returned (an option defined by Expense Form Type)) with a 
Note, or 

¶ Submitted (authorized) 
 
Submit (authorize) the expense form. 
 
You can also explain that the modifiability of fields can be controlled for each stage 
(using Read Only Templates). 
 
You might at this point return to the diagram: 
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Explain that apart from the optional Proxy stage in the expense form workflow there is 
also a standard additional step that timesheets donôt have ï the Review step. This is the 
step usually performed by finance staff who need to check the allocation of account 
codes, VAT, etc.  
 
You may then logoff and login as David Grant (Login Name ï dg ï Password ï dg). 
 

 

Timesheet 

Entry 

 

Timesheet 

Authorisation 

Project 

Ledger 

 

Expense Form 

Entry 

 

Expense Form 

Authorisation 

 

Expense Form 

Review 

 

Proxy Expense 

Form Entry 

 

Expense Form 

Confirmation 
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David Grant should have an expense form to review. 
 
Point out that David Grant has fewer options than other Employees (note that he does 
not fill in Timesheets). 
 
Click on ó1 Expense Forms for Reviewô. 
 
Choose the expense form to review by clicking on the Reference Number. 
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The most important thing to point out at this stage is that more fields are visible. Local 
currency values (calculated values) are shown as well as the enterable óExpense Grossô 
field. The rightmost column shows the account code derived from the Expense Type. 
You may have to scroll the form to show these fields. 
 
You may, at this stage, or any other, start to get questions about how charts of accounts 
in time@work are synchronized with accounts in an accounting system. You can say 
that there is an easy to configure and operate Data Import option in time@work that 
enables you to import new accounts (and Employees, Projects, etc.) or complete charts 
of accounts, etc. Alternatively, at the database level, triggers or scheduled SQL 
procedures can be used, but this requires great care.  
 
Expense Form Reviewers, then, are typically finance staff. They may return (or partially 
return) an expense form to an authoriser, or to an employee (or proxy), for modification, 
clarification and/or justification. 
 
Click Submit to complete the Review process. 
 




















































































































































































































