Time Sheet Overview
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The Time Sheet application allows users to:

e add new ad-hoc Time Sheet records
e get overview about existing records
e confirm Time Sheet records

The above screenshot illustrates several features of Time Sheet application:

1. Select period, for which you want to review your Time Sheets

2. Select whether you want to create Time Sheet or Expense record(s)

3. Confirm your Time Sheet records by sending them For Approval

4. Verify your filter settings

5. Adjust the Time Sheet view settings (collumns) & use mass-change features

Time Sheet Online Reporting

Users & managers that want to get quick overview about the usage of their time may use quick
reporting tool directly integrated into Time Sheet application.
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Open the Subtotals section of left accordeon. You may select various criteria upon which you can
group Time Sheet record. You can even select one grouped record (in screenshot marked yellow) &
above records will get filtered (it's function called record drill-down).

This online view is particularly helpful if you want to approve Time Sheet records. You may group
them by projects or users to approve the time consumed.

Adjust Displayed Columns

You may want to see some additional information about Time Sheet records, such as (for instance)
Qty calculated in minutes (that is useful for exporting & further calculations in Excel) or you may
want to add Tracking Categories visibility to see the Cost Centres, etc.

See the attached screenshot below to see how you can add more columns to Time Sheet records:
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Time Sheet Adjustments

You can change multiple records by using Mass-change tool.
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You can change multiple records's attributes:

e Set chargeability to yes/no
e Change Type of Work
e Change context (project) of Time Sheet record
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e Copy Cost to Price (useful when Expenses are re-charged to clients 1:1)

Time Sheet Approvals

Managers or authorized users are able to approve User's Time Sheets. After approving Time
Sheets, the Time Sheet records may be sent to Billing for further invoicing.

To approve Time Sheets, you may filter for users (or show all users), set grouping criteria in
Subtotals section and filter only for records that are For Approval (in Approval Status accordeon):

P Lo
®0e 4 TimeSheets (3]
Time Sheet | <= Copy Delete Edlit Export v ( ) Columns Mass Change
10/14/2012 -10/20/2012 la Type of | Date Qty.Time| Description User Context | State Total Currency Chargeable
Timesheet/Expense: any @ Projectw 10/19/20 2:00 Consulting job root  Favourit For Appr 200.00 UsD v
et & Training 10/18/20 5:00 Preparation root Favourit For Appi 400.00 EUR L
Approval Status: For Approval @  Meeting 10/16/20 230 Client meeting roat Favourit For Appi 500.00 EUR L]
any |
Pending
Far Approval
Approved
Invoiced

Approve Selected

Reject Selected

Chargeability: any
Context filter:
Type of work filter: any

Subtotals:

Evaluate Selected Re-evaluate Selected | Total records: 3 Total time: 9:30 Total quantity: 0 Total price: 110000 | § Reject Selected ' Approve Selected

After selecting records for approval, you may click Approve Selected / (or All) records.

After Time Sheet records are approved, they may be sent to Billing for invoicing.

Time Sheet Invoicing

After Time Sheet records are approved, they can be sent to Billing for invoicing process.
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Sending Time Sheets to Billing

When invoicing Time Sheet, Time Sheet records are merged into Billing items. Each Billing Item will
be created with associated Product based on Item Settings. In Item Settings (only in MS Win admin
interface) each Type of Work may be associated with different Product.

During Time Sheet invoicing process, it is possible to adjust Billing details, add some fixed fees &
adjust how many hours were covered by the fixed fee amount. In Billing, you can also add some
other Products / Services to be charged, which allows it to you to add Time & other products &
services into one invoice.

Approving Billing
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After Billing Items are approved in Billing application, they can be invoiced.

Print & send invoice

In invoice's context menu, select Print.
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You have option to directly create PDF & attach it to your new e-mail. Before sending the e-mail
you may select e-mail template & send the e-mail.


https://help.atollon.com/uploads/images/gallery/2020-03/time-sheet-7-billing.png
https://help.atollon.com/uploads/images/gallery/2020-03/time-sheet-9-invoice-print.png

en6e INV120002 - Ref.ld.: FavClie-GP

. Context: # Favourite Client > Great Projes
Issued Invoiceeo -

Status: % Issued v
Mumber:  INV120002 MName Description

External number:

Journal: Issued Invoice
Currency: usp v 1
Payment method: none

Created:  10/19/2012, root
Id:  FavClie-GP

P Provider: Your Organization
P Customer: Favourite Client, Short Roaf
P Comment:
MName i
1 Chargeable time / free

Chargeable time

Cutput filename:  Issued Invoice-INW120002

Output context:  Favourite CIient}GreatPr:'_'J, l Print ¥ | Cancel |

Print

Printto PDF

Save PDF in context
Send POF by email

¥ Record i Product(s) X Total: USD 400.00 Incl. VAT: USD 480.00

Attarhrmoante R T S

Time Sheet Valuation

The Time Sheet rates for wage (internal rate) or price (external rate) may be entered by system
automatically, if you fulfill several conditions:

1. You set-up valid Work Contract for the user
2. In case you have customized price/rates for the Folder (Client), you select either standard
or individual Work Price List at Folder/Client Billing Settings.

3. In case you have customized price/rates for the Project, you select either standard or
individual Work Price List at Project Billing Settings.

The valuation is done by the system automatically after user confirms the Time Sheet records.
Manually entered Time Sheet records should be confirmed automatically by system (work-in-

progress), automatically entered Time Sheet records should be confirmed by either user or
manager.

The Time Sheet Valuation Procedure
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The system tries to find available rates for the Time Sheet in the following order, individually for
each of the rates (wage / price):

1. Project's Work Price List
2. if not found, then continue to Folder's Work Price List

3. if not found, then continue to Work Contract
Example:

e You may set individual Project price (external rate) EUR 99 / hour for the "Consultant"
Type of contract. No wage (internal rate) is set-up at Project level.

e The user has "Consultant" Type of Contract set at her Work Contract settings, with EUR 25
/ hour wage (internal rate).

e The Time sheet entered by User on Project will be valued: EUR 25 / hour wage (internal
rate) & EUR 99 / hour price (external rate)

Time Sheet Settings

Time Sheet Locking

It is possible to set-up auto-lock Time Sheet entering for X number of (working) days. Working days
are setup from Monday to Friday.

In Time Sheet Coefficient Settings screen, set-up the number of working days, after which users will
not be able to enter any new or amend existing Time Sheet records. In order to enable updating
older records, this lock has to be removed (clean the field & apply).
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