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| ntroducti on

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
guestions 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 ti meshee tthetine@weank Ptojpcey ar e O6po.
Ledger

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

4. What happenstoex pense f or ms whe tothetmne@wokr e 6postedbd
Project Ledger

5. Reporting on time and expenses

6. Ledger Modification i 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 i Accounting
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Revi saodsExt efnc. ®n s

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.

1 01 PSO UK has a base currency of GBP and employs:

001 David Sharp

002 Susan Thorne
004 Jane Kubrick
006 Simon Singh

007 Francesca Simon
901 David Grant

O O0OO0OO0OO0Oo

1 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:

1 A standard timesheet

o0 002 Susan Thorne
o 007 Francesca Simon

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

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

o 003 Friedrich Mulller
o 005 Ayman Abiad

T A project manager 6s timesheet that al
0 004 Jane Kubrick
o 006 Simon Singh
Approvals
You may now illustrate approvals in several ways:
1 Project time and expense approval by Project Manager

o 004 Jane Kubrick
o 006 Simon Singh

Project managers can see:
o0 Time and expenses to approve (these cannot be invoiced until approved)
o Time and expenses waiting for invoicing (still available for modification)
1 Project time and expense approval by Client Employee (from the Customer
Service Workbench)
o Patrick Jenkins (Oil International)

Client employees can see:

o0 Time and expenses to approve (these cannot be invoiced until approved)

1 Expense reimbursement approval by Line Manager
0 004 Jane Kubrick
0 006 Simon Singh
0 900 Jane Crawford

Line managers can mark approve expenses for reimbursement to employees.

1 Exception approval/alerts

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

0 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:
1 Time and materials invoicing with task-level time recording

0 100-001 Oil International i Systems Implementation
0

1 Time and materials invoicing with project-level time recording

0 100-002 Oil International i Investigation for New Device Design
0 110-001 Global Insurance Services i Risk Algorithm Analysis
0
0

140-001 Universal Drugs i CRM Analysis
356-001 JKL Exchange i Market Research

1 Milestone invoicing at fixed price based on task completion
o 100-003 Oil International i 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)
o0 How a planned invoice can be invoked that will allocate all time for the
relevant task to the invoice value
o0 How, separately, revenue recognition for a month may be calculated
using the Revenue to Recognise form
1 Monthly retainer invoicing at fixed price

0 356-002 JKL Exchange i 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
o0 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:

1 Absence Requests
1 Procurement Requests
1 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.
1 What 6 dng ipanioiting?

0 Customer i Not Approved Transactions
o0 Project Manager i Not Approved Transactions

T Who hasndét ¢ omp loreekpende farmsthe s heet s

o Timesheets Not Posted
0 Expenses Not Posted

1 What hasnot been invoiced yet?

0 Project WIP - Time
0 Project WIP 1T Expnse

1 What needs to be reinvoiced between companies?

o0 Empl Interco Exp.
o Empl Interco Time

f Whatdés happening on my Projects?
0 Project Timesheets
0 Project Expenses

0 Project Interco Time

T What 6s been invoiced and what has been
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o Invoices
0 Project Discount Expense
0 Project Discount Time
I What expenses am | incurring on internal projects?

o Internal Expenses

1 What are my employees doing?

o0 Employee Timesheets
o Employee Expenses
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Preparienngonas thr at i on

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:

time @& work

Task Scheduler
User Name: ITS
Password: ||
Server: |
Database: |ST0408

systems (&)work Version: 408

Login as here. There is no password for user TS. Note that your Server and Database
names may be different.
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% Task Scheduler iy ] |

Task List

Name Next Execution |Rm

3 E d 04012/ Every 1 Mimute(s)
Posting and Validation Posting and Validation Started 041272010 11:42:24 | Every 1 Minute(s)
Approval Netification Approval Notification Started 04122010 11:42:24  Bvery 3 Minute(s)
Unposted Actuals Posting and Validation Started 04122010 11:42:24  Every 1 Minute(s)

Unposted Recreate Pasting and Validation Onece at 091172010 12:18:41

Schedule | Create Service

St || Bt swop | izl B

;I
Delets | — - P[opertiesl Remove Semvice |

[Ts [. [STD408 [Copyright: systems@work © 2010

You should first create a service for the Task Scheduler by clicking on Create Service.

Task Scheduler x|

Service "TAW _TaskScheduler(, #5TD408)" was successfully
created

[ o |

Routing
To set up Routing (only needed for re-routing from Version 3.3):

Highlight the Routing row and click the Schedule button.

time@work Demonstration Guide 4.0
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&P Task Scheduler - Execution Setup

" Onee On date IUE.-"'lD.-’EDDE vI Attime | U520 j

' Recuring

— Ocouwrs eveny

" Minute Frequency m
" Houwr

" Day

 wieek

" Month

" Timesheet Period

™ Accounting Period

(] I Cancel

Change the frequency to 1 and click OK.

&9 Task Scheduler,

Task List

Mame | Type | Shatug | MestExecution | Run

and Walidation
Approval Motification Approval Matification Halted Every 3 Minute(s)
Motification Naotification Halted Once at 19/08/2006 20:38:15

Create | Schedule |

Start Ewecute Stop
Delete Properties |

Admin | | TD2518 |Copyright: LLP Group © October 2002

=2

V|

Click the Start button to start the execution of Routing every minute.

Posting and Validation

Follow the same procedure for Posting and Validation.

time@work Demonstration Guide 4.0
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&9 Task Scheduler,

Type | Shatus

Routing Started

Fo.
Approval Mol tion

Notification Once at 13/08/2006 20:38:15

LCieate Schedule |
Start Ewecute Stop | Sc:v%t:a Exit
Delete Properties |

Admin | | TD2518 | Copyright: LLP Group @ October 2002 |

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.

1 The ledger may be updated to reflect recent changes
1 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 i
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.

Stalus (kv || TOZ51E | 310802006 | 1142

Double click on Standard Management Reports.

u Transmission Profile Wizard

Runtime Selection
Select Runtime Parameters far this Transmizsion Profils

=20 Iniquiry Profiles ~| Geneid | 01| 02] 03| 04] 0| o8] 07| 08| 09| 10]
=-[23 By Client and Project (twork i
B Accounting Period (Accol Included Parameters
=-[£3 Actual vs, Standard Fees (A Selected Values |F'aramete| |F’|ohla Description

ﬂ Project Mame (Project Mz
- & Accounting Period (Accol
Client Mame {Client Mame
& Emplayee Department (E
- & Employee Lacation (Empl
- @& Employee Name (Employ

- & Employee Position (Emplc
- & Praject Department (Pro;
B Project Location {Praject
[=-[23 By Accounting Period (Fees
: & Accounting Period (Accol
=1-[23 By Accounting Perind in GEP
B Project Name (Project He

. B Arrnontinn Perind farr ¥/

i I i l |

= Ne>d> E p—

Click Next.
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u Transmission Profile Wizard

Transmitting Inquiry Profiles
Confirm ot remove Profiles and Destinations

Ceestinations
=[] Realisation ~
=L Destination Group
= [Z1€8 Manages
= [:I Services International
ﬂ 004 [Kubrick J ane] [jane. kubrick@demco. com)
A€ 005 (Singh Simon) [simon singh@demeo. com)
= [:l Actual vs. Forecast Consulting
=[P Destination Group
- €8 Managers
=[] Services Intemational
ﬂ 004 [K.ubrick Jane] [jane. kubrickEdemco. com]
ﬂ 008 [Singh Simon) [simon. singh@demea.com)
=[] Actual vs_ Standard Fees
=[] Destination Group
- [Z]eF Manages
- B0 Services Intermational
A 004 [Kubrick Jane] [jane.kubrick@demco. com]
ﬂ 00 [Singh Simon] [zimon. singh@demcao. com)
=11 Fees at Timesheet Valuation

£

Send | Cancel |

Check O6SumpairlesBr &nandtlick$endo n 6

time @work f'5_<|

" | ) Report Transmission completed successFully

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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Ti mesheet( abndt rAt t endance For ms

= [ hutp:focahestiamjpsvlogn.aspx EICE o

T [T— [ 7 g ee

Login Name

H E
time@work - =—
ey

Database: iCHE

@ 2007 aystamagwars. All ights reservas

systems ()work

3 — e rhanet Hiome -

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

Professional Services Workbench

Heln Log O 005 Abiad Ayman Lsst Login: 12/30/2007 13:47:0

Histary

Histary

Expenses

=k New Form

= 0 Forms in rogress Histary
0 Forms for Confirmation History
0 Forms for Authanisation History
0 Forms for Review History

Reparts

New Reports (0]
All Reports (0)

Active Schedules.

E 1 Profies | |

Approval Profiles -

b = T R ot T+

When the PSW menu is displayed make the following points:

1 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.

1 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.

1 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.

/- Profiessional Services Workbench - Windaws Tnternet Explorer =0l x|
t|me @ W()rk Professional Services Workbench
Help Log Off 005 Ablad Ayman Lact Login: 12/30/2007 13:47:0
T w—) il Timesheet Entry
7
To 3 4
To Authanse  ©
[ copensee ] Refresh
New Farm
I
Period Status Status Date Overdue
T
& . 2008004 (21/01/2008 - N\ Issued 22/12/2007
Issued 22/12/2007
[ Reports ] 1ssued 2201242007
New )
Al

[ [ Rdoca et [Fwom -

Here the Employee sees a list of timesheets that he must enter. One or more of these
may be marked as overdue i f todayb6s date is | at e

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.

= Professional services Workbench - Windaws Internet Biplorer g 1
time @ work Professional Services Workbench
Hetp Log O 008 Ablod Ayman Lost Logins 30/12/2007 134700

| vk | mkeme ] aaviy | seew | aieen | gzve | zwed | aer | oasei | sssu | s ] ]
anal - Syster 100-001-003 | System Build | | B

™ 100-001 Oil Intermational - Syster 100-001-002 | System Specication - | : : : :
[ 000-002 Holiday ] ]'
I 140-001 Universal Drugs - CRM / ]' j'

7 386001 KL Exchangs - Makst 356:001.002 .| Market Sampling - | - |

Absant Time {Hours)
Working Hours
Unsacial Haurs

Hon Standard Haurs

[ Atocarhnet [ -

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:

9 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.

9 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
ti mesheet). (Note that iif time is reported a.
and sickness then this is not compared with attendance time.)

T The ti mesheet contains time automatically fi
This is something that you may cover later when talking about budgeting and
resource allocation.

1 The timesheet is made up of the following kinds of fields:

0 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.

0 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 o6analyticalé field,
and not for others.

0 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 i which you will show later.

0 The time cell fields. Note here that entry units are H %. This means that
0.25 of an hour is the minimum enterable value.

1 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 ¥) 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 employeebs diary.

First you will show how a Project is selected.

/& Project selection - Internet Explorer provided by Dell [P

Search by Project
Search by Project Name

) First characters

seareh @ Global Select Client 10 Recent Projects
Project Project Name
000-001 Administration
000-002 Holiday
000-003 Sickness
000-004 Training
100-001 il International - Systems Implementation
110-001 Global Insurance Services - Risk Algorithm Analysis
140-001 Universal Drugs - CRM Analysis
396-001 JKL Exchange - Market Research

E<| sor 2]

h

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:
1 The list of Projects that an employee may see can depend on many factors
(empl oyee and project 6éclassificationd (e. g.
to which an Employee has been assigned, whether a Project is still open or not)

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

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

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

1 The employee may enter a search string in the text field and then search by

Project or Project Name. (Note that by def au
finds all values with the text string however positioned in the Project or Project
Name).

1 The employee chooses a Project by clicking on the appropriate row.
Choose 060i |l iBEgseemati mphkementati oné.

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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Search by Task
Search by Task Name

) First characters
@ Global

Analysis
System Specification
System Build

E<| sor 2]
—

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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time @& work

Help

Professional Services Workbench

Log Off 005 Abiad Ayman Last Login: 03/01/2008 11:46:00.

“”#J 005 (Abiad Ayman) 2008004

Timesheet Unit: H 1/4 (Quarter an Hour)

e B B “J> “J> “J>

0

Start [0s:00/,| [09:00].] [os:00] .| fos:00] .| [a9:00 .|
Duration [08:30 | [08:30 | [oe:30 | [om:30 | [o8:30
End [17:30] | [17:30] | [17:30] | [17:30) .| [17:30]
Absent Time (Hours}
Working Hours
Unsosial Hours

Non Standard Hours

B
B

— — >
Cancel | New Line Deleﬂ Copy || Save & Validate Suhm§ Report

0

I T I TN I N XN N X I N N
7 000001 | Administration [ | | | I | = B B s b = g
7100001 .| Oil International - Syster 100-001-003 .| System Build N | | B ) R Y I Bg s
100001 | Oilintemational - Syster 100-001-002 | System Speciication [ =[] 1 R Y Y S e Y [ Y Y B3 g
000002 | Holiday [ | | | | B B = - B B3 g
7 140001 | Universal Drugs - CRM £ [ | [ | | B B b = B0 o g
7 356001 | JKL Exchange - Market 356-001-002 .| Market Sampling [ | | b e

[ -
|

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

\ G RERRNCTIIT AR

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.

o =10/ %]
t|me@work Professional Services Workbench
Help Log Off 005 Ablad Ayman Last Login: 03/01/2008 11:46:00
‘5%, 005 (Abiad Ayman) 2008004
4 ) Timesheet Unit: H 1/4 (Quarter an Hour
NG T S R ST
o000t -] A g E 5 | | | | =
100001 .| i Iemational - Systar 100-001-003 .| System Buikd H ) o b o
r 10000t L] o | = = | g | g
rooo0002 . =l = = b =
oot - = = = e
s L B = = = PE
Stan 05:00) .| [o9:00] 1] [os:00 .| [osicol ] [osinol ] | =
Duration 30 | e | [os 230
End 17:3 0 | |
Absent Time (Hours)
Warking Hours
Unsocial Hours
Hon Standard Hours:
gl | v
Cancel | NewLine | Delete | Copy Save & Validate Submit | Report
e [ [T A3 iocalintranet Hiow -
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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.

2 Professional Services Workbench - Windows Internet Explarer o= |
t|me @Work Professional Services Workbench
Help Log O 005 Ablad Ayman  Last Login: 03/01/2008 11:46:00
"9, 005 (Abiad Ayman) 2008004
J ) Timesheet Unit: H 1/4 (Quarter an Hour
O
I 000001 | Administration
100001 .| Oil Imemational - Syster 100-001003 .| System Build
100001 | Ol Intematicnal - Syster 100-001-002 | System Specification
000002 .| Holiday
140001 | Unversal Drugs - CRM 4
356001 .| JKL Exchange - Market 356-001-002 ..| Market Sampling
Absent Time (Hours)
Warking Hours
Unsocial Hours
Hon Standard Hours
o | v
Cancel New Line Delete Copy Save & Validate Submit Report
fone. [T T Micalinrane: N T

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 Exchangeand t hen enter a status of

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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time @work

Help

‘5% 005 (Abiad Ayman) 2008004

Professional Services Workbench

Log OFf 005 Abiad Ayman Last Login: 03/01/2008 11:46:00

J )l Timesk

I 000-001
- 100-001
r 100-001
I 000-002

140001

heet Unit

| administration

H 1/4 (Quarter an Hour

| OilIntemational - Syst=: 100-001-003 .| System Build

- Oil Intemational - Systes 100-001-002

| Holiday

.| System Specification

— ar & .

=] [Charge = Tl

J
J
[ J

Universal Drugs - CRM #

356001 | JKL Exchange - Market 355-001-002 .| Market Sampling

Start 0

Duration

End

Absent Time (Hours)
Warking Hours
Unsocial Hours

Hon Standard Hours

5 s
] ]
H e
J ]
J. b

‘.
o e

o

b
2L
p

" J.

Cancel | _HewLine | Delets | Copy |
[ |

You should now see no error messages.

Then click the Submit button.

@ & Validate

Submit | Report

#

You might also show Timesheet History. Click on the History label and a list of recent

timesheets will be shown.

s Warkbenth - Windows Intermet Explorer

time @work

Limitad 3] Refresh

Status Status Date
2008004 (21/01/2008 - 27/01/ Web Entry Complete 03/01/2008
Posted 23/12/2007

Posted

Posted

Posted
2007048 (26/11/20 Posted 22/12/2007
" s 2007031 (30/07, Posted 28/11/2007
2007030 (23/07, Posted 28/11/2007
e 2007029 (16/07/2007 ) Posted 28/11/2007
Employes Index 2007028 (09/07/2007 - 15/07/2007 ) Posted 28/11/2007

New Employees
My Details
R

My Diary
Sllcpon dlerts
Approval Profiles
Linked Websizes

Home Page

Professional Services Workbench

Help Log Off 005 Ablad Ayman Last Login: 03/01/2008 11:46:00
— Al Timesheet History
7
ay— 2 J
n Progress
To dutherise 0

Action Employee
005 Abiad Ayman
005 Abiad yman
005 Abiad Ayman
005 Abwad Ayman
005 Abiad Ayman
005 Abiad Ayman
005 Abiad Ayman
005 Abiad yman
005 Abiad Ayman
005 Abiad Ayman

J Local vivanet [EXT TR

You will see, here, the current status of the timesheet you have just submitted. Whilst

waiting for it to read

clicking on one of the Period cells.
When you have done this, Log Off and log in as:

Simon Singh Login Name: ss

time@work Demonstration Guide 4.0
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time &work
Professinnlg Workbench

Version 3.1.1

time@work Professional Services Workbench

You will see that there is one Timesheets to authorize. Click on the 6 Timesheets for
Aut horisationd | abel

(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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/2 Professional Services Workbench - Windows Intemet Explarer =10/ %]

time @work Professional Services Workbench

Help Log Off 006 Singh Simon Last Login: 03/01/2008 12:51:00

‘- 005 (Abiad Ayman) 2008004

I T I NI T ST U KT I I I N
o001 1] As — | E— [
100001 . I - Syster 100-001-003 -.| System Buid 7] [Charge -

r 100001 Ol ational - Syster 100-001-002 | System Specdication =] |Charge B
I 000-002 «| Heliday E F
I 140001 Unnersal Drugs - CRM /

I 356-001 «| JKL Exchange - Market 356-001-002 ..| Market Sampling

v
Cancel | Newline | Delete | Copy Save & Validate ] Return | Authorise | Report

fone. [N Local ntranet N T

Explain that you can either:

1 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

M You can click on the Submit button oro 6Aut hol

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 Empl oyeeds ti mesheet
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.

I A standard timesheet

0 002 Susan Thorne
o 007 Francesca Simon
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1 A timesheet that allows partial submission (daily if necessary)
o 001 David Sharp
1 A timesheet that has an accompanying attendance form

0 003 Friedrich Mulller
o 005 Ayman Abiad

T A project manager 6s timesheet that all ows i n.

o 004 Jane Kubrick
o0 006 Simon Singh
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a s to timesheets wh
Oposted
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O to thecti he@wenrk Pr o

At this point, but without showing anything, you should explain how timesheets are
processed when they are 6postedd to the Project

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

A

Timesheet
Authorisation

Y
N

Project
Ledger

Y
—
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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.

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

9 Others want fees and discounts to be separately calculated (and thus potentially
separately 6shownd on invoices and reports).

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

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

1 Many companies want to hold standard costs by employees.
1 Sometimes VAT must be calculated.

I Sometimes (and especially in a multi company environment) there is a need to
recalcul ate everything into a 6éreportingdé curre

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

1 Andsoon.

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 T 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:

9 Standard Fees in local currency

9 Actual Fees in local or foreign currency
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9 Actual Fees in local currency

1 VAT in local currency

9 Total (Actual Fees + VAT) in local currency
1 Employee Cost in local currency

1 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.

time@work Demonstration Guide 4.0
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Expense Entry, Authof(iasdti on
ot her Form Types)

Login again as Ayman Abiad and click on New Form.

=ioix|
Professional Services Workbench
L0g OFf 005 Abiad Ayman Last Login: 1/3/2008 12:40:0
Timesheets
2 Timesheets for Entry
0 Timeshests in Progress History
0 Timesheets for Authorisation History
New Form
0 Forms in Progress History
0 Forms for Confirmation. History
T History
0 Forms for Review History
Reports
b New Reports (0)
News - Al Reports (0)
Emplayss Index
New Employess
Hy el
Moty Fassmard Active Schedules
]
F Profes |
Approval Profiles -
Dore [ i ST cocalitranet [Rues - 4
volessional Ser =1 k|
time @Work Prafessional Services Workbench
Help Log Dif 005 Abiad Ayman Lsst Login: 1/3/2008 12:40:0
_29  New Form
&=
Form Types
Absence Request
‘Out of Pocket Expenses
Procurement Request
Travel Request
Moddy Passmord
My Diary
Allacation Alerts
4pproval Profiles
Linked websites
Home Page
P 7T st e

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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/2 Professianal Services Workbench - Windows Internet Explorer =ioix|

time @W()rk Professional Services Workbench

Help Log Off 006 Singh Simon Last Login: 04/12/2008 16:48:00

ffﬁ, 006 (Singh Simon) Reference Number 119
N7 out of Pocket Expenses

Submission Notes:

Response:

| 0]
Cancel | MewlLine | Delete | Copy Save & Validate | Submit | Repon

Tore I I T Localntraret Riwn -

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.

[ timeiwork Demanstration Guide - Microsaft Word =181 %]
time@work Professional Services Workbench i

Help Log Off 005 Ablad Ayman Last Login: 03/01/2008 12:40:00

r-fj‘)DOS (Abiad Ayman) Reference Number 108
B 0w o Pocket Expenses J

Submission Notes:

Response

Notes History

|

Cancol | _NewLine | Dolets | Copy|  Saved Validate | _Submit | Repont |
—

T & iocalntrnet Ritk +
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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.

[

=l
time @Work Professional Services Workbench

Help

Lag Gff 005 Abiad Ayman Last Logn: 03/01/2008 12:40:00

15700 [GBP
157.00 GBP 23.38 133.62

Submission Notes

Response:

Notes History

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.
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ral Services Workbench - Windows Internet Erplorer

time @Work Professional Services Workbench
Help Log OFf 006 Singh Simon Last Login: 04/12/2008 16:48:00
. . E ndows Intemet Explorer =il

r(j;:)‘, 006 (Singh !

W ourof pockes Expens| Unassigned Fle(s)

02122008 454 00 EUR .

454.00 EUR
‘Submission Notes:
e Hide all files assigned ¥ to ather Forms I to this Form
| Assion |

4l | a
— T e e R

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

Click on the Upload button.
=loix|

Upload the files you want to attach. Please note that the maximum total size is 4046 kB and
that only png,xls,jpg,doc xlsx, dox bmp file extensions are allowed.

| Browse...

| Browse...

I Browse...

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

/2 File upload - Windows Internet Explorer _ =) =]

Upload the files you want to attach. Please note that the maximum total size is 4046 kB and
that only png,xls,jpg.doc, xlsx, dox bmp file extensions are allowed.

Id:\abager\My DocumentsWaio Unreparable JPG Browse...

I Browse...

Browse...

(

You may upload up to three documents at once.

Click on Upload.

time@work Demonstration Guide 4.0
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/2 File selection - Windows Internet Explorer _ |E||1|

Unassigned File(s)

< v 006_Vaio Unreparable JPG je >

j files assigned ™ to other Forms M to this Form
< Upload | Delete

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.

I( Prafessional Services Workbench

Professional Services Workbench
time @wor

Help Log DFf 006 Singh Simon Last Login: 04/12/2008 16:48:00

@! 006 (Singh Simon) Reference Number 119

Out of Packet Expenses

I 02122008 |.] 100001 ] O Itemationa - Syst [Accomodation 5] [Grarge 5] 45400 EUR

454.00 EUR

Submission Notes:

Response:

| l
Cancel | NewLine | Delete | Copy|  Save & Validate | Submit | Repont

Shom Caerdar [T T R vocalmtrnt [Rues - |

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 tontgerEfpledy eaed@s oni ndeM&
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

fooms.Expl ain that in some companies secretaries fi
behalf, and that in time@work thiscanbearranged so t hat a OProxy6 enter
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 i ss1T ss.

1 timefwork Demonstration Gulde - Microsaft Vord i8]
time @)work Professional Services Warkbench

Help Lag Off 006 Singh Simon  Last Lagin: 1/3/2008 12:52:0

Histary

History

History
History
Histary
Histary

Reports

Mew Reports (0)
All Reports (7]

Active Schedules

h Prafiles

approval Profiles

T R woclnranat [

Click on 1t HMBxepelnashbeelFo&rIms f or Authorisation6.

-l8ix

t|me@work Professional Services Workbench |
Help Log Off 006 Singh Simen  Last Lagin: 1/3/2008 12:52:0
29 Form Authorisation
Timesheets T
To tmer 3 =
"
T 1
vie
" °
T 0 Reference Wymber  Employee Status Form Type Status Date  Total Value
e N 108 005 Abiad Ayman lssued for Authorisation  Out of Pocket Expenses  03/01/2008  157.00 G&P
- ]

Active Schedules

I R ot [
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Click on the Reference Number in the cell to open the expense form.

G tim @ work Demanstration Guids - Microsalt Word

=181 x]
time @)work Professional Services Warkbench 1

Help

Lag Gif 006 Singh Simon Las: Login: 03/01/2008 12:52:00

w.’-;_;_fj)OOS (Abiad Ayman) Reference Number 108
K5 0wt of ocket Expenses

Frajes E e | saws | vaTRas
c =] [Charge =] [175% =] Hotel in Scunthorpe

100-001

0 GEP
157.00 GBP 23.38 133.62

Submission Notes:

Response:

Cancel | Newline | Delete | Copy| Save & gfidae | Rewm | Authorise | Report

Dore N . [

S TN

The expense form may be:

Modified or

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

1 Submitted (authorized)

)l
)l

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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Proxy Expense
Fom Entry [

A

Timesheet Expense Form Expense Form
Entry Entry Confirmation
A A A A A
A\ 4 A 4 A\ 4
Timesheet Expense Form
Authorisation Authorisation

A

Expense Form
Review

Y
N

Project
Ledger

Y
~

Explain that apart from the optional Proxy stage in the expense form workflow there is

al so a standard additi onalfi tisetRevigw stelp.alhis isttheme s heet s
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 1 dg 1 Password i dg).
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2 timeawork Demonstration Guide - Microsoft Word =il x

time@WOrk Professional Services Workbench

Help Log OIF 901 Grant David Last Lagin: 1/1/1 0:0:0

Forms.
[ rorms ]
To Review 2 s@\ 1 Forms for Review Histary
'

O

New e

Al [}

- & New Reports (0)

e . - All Reports (0)

News

Empioyee Index
New Employees Active Schedules

Wy o
Wodity Fassnord Profiles
Linked websices .

Home Pag

systems@work

Toone . [0 At [«

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 61 sExpen sRe vA cerwd .

Choose the expense form to review by clicking on the Reference Number.

) e work Demonstrotion Guide - Microsalt Word =leix|
time@work Professional Services Workbench
Help Log Off 901 Grant David Last Login: 1/1/1 0:0:0

Form Review

o G

Refresh

ReferenceWgmber  Employee Status. Form Type. Status Date  Total Value
Al o 108 ) 005 Abiad Ayman Issued for Review Out of Pocket Expenses 03/01/2008  157.00 GBP
Hew

systems @work

T N ocdinbant [%io% ~

|§’
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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 asthe enterable 6 Expense Gr ossb
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.
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