Sample Features in a

g Project/Time Management System

by Softek Services, Inc.
& SOftek Washington, DC
SCTVICeS, 1INC. (202) 682-4500



- Main Menu

O'Brien Travis JACCARD..

-architecture and interiors

Contacts | All systems will open
with an attractive
N Main Menu that
_ Tme | incorporates your
Organization’s color
Employees | scheme and logo.
Billing |
Maintenance | This helps users
Exit | navigate to the

various system
components and exit
from the program.




Custom Project Screen

All screens are customized with the fields and attributes that are
important to you. For example, this client needed to track project
information as well as various phases and fees for the project.
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Time Entry Screen

The Time screen allows users to view and enter time for a specific Work
Week.
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Enpioyes
H

Copy Prev Day's Time:

\Week Ending Ji3/24/01

Date ! Bill Fate
| F[260600 -] 4 [Canstruction Site 32 [ e [ 2 [ 0 [finishes and Knollfurn. [ 98500 kK|
| [es0a00 -] 1 [Maile I [ [ 1 [ 0 redline plans/ orderframes [ 97500 W<
| 239300 -] 1 [Netionallnstine [ o [ 45 [ 0 [Fieldmeasurefloors 2-5with Tom — [7475.00  PK |
| [a0ee00 -] 1 [AAA Communications [ e [ 2 [ 0 [Lebbyfinishes [ 97500 W<
| [230a.00 j| 1 IMobiIe Inc: | 3/20/01 | 2 | i Isubmital approval thu Dave at Opus | §75.00 WS
| | 2993.nnj| 2 INationaI Institute | 3/20/01 | 25 | i Isitevisitto accept furn. deliveny | §75.00 WK |
| | 308?.Dﬂj| 1 |Retan5pace for Add Realty | 3/20/01 | 1 | i Isend out package ta hid | §75.00 WK |
| | 0600 j| 2 |AA.A Communications | 3/20/01 | 1 | i Isend drawing package outfor 2 bids | §75.00 WK |
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| | 2909.nnj| 1 IMobiIe Inc: | 321001 | 25 | i |pmgramming meeting | $75.00 i
| | 2909.nnj| 1 IMobiIe Inc: | 321001 | 15 | i Ispace plan/ (site visitta punchTMS[I $75.00 i
| 260800 -] 4 [Canstruction Site 32 | ez |1 [0 |Reviewworkstaion wi Knall (Pam' [ 465.00 PR |
| [27a000 -] 1 [BallPark Arena | ezt | 0 [ 05 lfahric selectfor Brad's chairs | #7500 W&
| | 2909.nnj| 1 IMobiIe Inc: | /22401 | [] | i IprogrammingW,-’Tessa‘f\/isitSMED | $75.00 i
| [a0ee00 [ 2 [AAA Communications | ez |2 [ 0 |Lobbyfinishes | #7500 W&
| | 2sas.nnj| q IThe Camputer Agency | 323001 | 2 | i |CD‘5 | $75.00 i
| | EEIEIEI.UUJI 1 IMoblle Inc: | 32301 | F] | i |ne|d survey inputin CAD | $75.00 i
| | 313s.uuj| 1 IAECExpansmn | 32301 | 2 | i Ilnputspace plan | $75.00 i
* I I I A I n I n I I 5.4
‘When copying the previous day's time, you mey need to scroll upto see the new records.
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When entering time,
Employees must
select a valid Project
Number and Phase,
then enter the Date,
Billable Hours, Non-
billable Hours, and
any Comments. The
Bill Rate is calculated
automatically based
on the Employee’s bill
rate for the project.



Time Entry Features

Time Screen

Week Ending i Employee |[Jonathan James Print Preview Time Sheet Copy Prew Day's Time

T T 4 A
Users can click the Managers can select a
calendar button to different Employee to
view and select a view and/or edit his or
different Work Week. her time information.
Calendar Form
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js 28 2? ja 29 :D :1 Users can copy the
Previous Day’s Time to
_ Lo | speed up data-entry

when working on the
same project(s).



Time Sheet Report

Clicking the Print/Preview Time Sheet button displays a 2-page time
report. The first page displays each time record, with hours summarized
by day and for the week.
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Timesheet for Wee

Proj# Phs# Project Name Phase Description Date B NB _ Bill Rate Comments
260200 04 Construction Site XY Z Contract Documents 34901 200 o000 $65.00  finishes and Knooll farn
290900 01 Mobile Ine Design Development 34901 100 000 F75.00  red line sl ans ordet frames
299300 01 Mational Institute adcitional services 31901 450 000 $75.00  Field measure floors 2-5 with Tom
02200 01 AAACommunicaions Schematic Design 31901 200 o000 $7500  Lobby finishes

950 000
200900 01 Mokile Ine Design Development 32001 200 o.on $75.00  sybmital approval they Dave st Opus3
290300 02  Mational [nstitute flrritue procurement 32001 230 o000 $7500  site visitto accept fum delivery
302700 01  Fetal 3pace for AAA Realty full service 342001 100 o000 7500 send out package to bd
302200 02 AssCommuncdions Full Service 32001 100 000 $75.00  send deawing package out for 2 bids from b

650 000
274200 01 X¥ZCorporation Full Service 32101 150 o000 $75.00  clarify firishes onrevised workstations
ZBGE00 04 The Computer Agency Contract Documents 32101 200 o.oo $75.00  revise space plantoreprice. Sent to Gary
200900 01 Mokile Ine Design Development 32101 2350 o.on $75.00  progamming mesting
290900 01  Mokile Ine Design Development 32101 350 000 $7500  space plan/(site wisit to punch TMED)

950 000
260200 04 Construction Site XV Z Cottract Do ouments 342201 100 o000 36500 Review work sation w/ Kndll ( Pam Veripa
273000 01 Bl Pak Arens Area Celos 342201 000 0350 $75.00  fabric select for Brad's chairs
290900 01 Mobile Ine Design Development 32201 400 000 7500 programeming ws Tessa’ Vidt SMED Showy
308200 02 AAACommunicaions Full Service 32201 200 000 $75.00  Lobby firishes

70 030

286200 04 The Computer Agency Contract Documents 32301 200 000 $7500  CD's
290900 01 Mokile Ine Design Development 32301 300 000 $75.00  field surveyinputin CAD
313800 01 ABCExpandon Space Plamming 342301 200 o000 7500 inpost space plan

700 000

Total for WeekEnding 3950 030 40.00
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Time Sheet Report

The second page of the Time report summarizes the time records by
Project and within Project by Phase.
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Total Hours by Project

Name: Jonathan James ‘Week Ending;

Proj# Phs# Project Name Phase Description B NB
260800 04 Constuctionite XYZ C ontract Documents 300 0.0
273000 0l Ball Park Arena Area Cales 0oo o0Ja
274800 01 XYZ Corporation Full Service 150 0.00
286800 04 The Computer Agency C ontract Documents 400 0.00
200900 01 Mobie Inc Design Development. 1600  0.00
200300 0Ol Mational Institste additionsl services 450 000
209300 02 Mational Institte furniture procurem ent 250 0.00
308700 01 Retail 3pace for A4S Realty full service 100 0.00
308200 01 AAACommunications Bchematic Dedgn 200 0.0
308800 02 Add Commoncations Full Bervice 300 0.00
313800 01 ABC Expansion Space Planning 200 0.00

Total for Week Ending 3950 + 050 = 40.00
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Billing for Time

By tracking Projects and their fees, along with the amount of hours an

Employee works on the Projects, performing Billing can be easy. This
screen was developed to replicate a client’s billing process.
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2608.00 onstiuction Site XYZ 1 3,360.00 3,360.00¢ 3, 3,350.00 1000 41/0
2B08.00  ~ ||Constuction Site Y2 2| 3k00.00 3,600.00¢ 0.0o0 3,608.75 000 | 3E0875 875 41/01
2E05.00 - [[Constuction Site 2 3] 840000 .400.00 0.00 8.302.50 000 838250 1760 4101
2608.00 - [[Canstuction Site 2 4] 3210000 | 29.32800f 277200 277200 0.00 ] 1454000 326250 | 1780260 1429760  4/1/01
2608.00 _~ [[Canstruction Site 342 5] 840000 0on|  8.400.00 1.00000 | 7.400.00 537 50 0.00 537 50|  7AR2E0 471701
273000~ ||Ball Park Arena 1 4,000.00 275750 1.24250 124250 0.00] 274000 1.297.50 | 4,037.50 3750 411/M
2748.00  ~ ||<r< Corporation 1] 4402000 33.61800f 440200 31.647.50 162875 | 3327625 1074375  4/1/01
2068.00 - [|The Computer Agency 1 500.00 500.00 0.00 375 75.00 455,75 11.26 410
286800 - [[The Computer Agency 2] 1.000.00 0onf 1.000.00 1.000.00 0.00 556,00 TE0.00 THG (10 24500 4101
2066.00 _~ || The Computer Agency 3 600.00 0.00 600,00 600.00 0.00 000 £30.00 £30.00 3000 441/0
2868.00 _~ || The Computer Agency 4] 437415 000) 437415 50000 [ 387415 000 555.00 555,000 381315 4/1/0
2909.00 - [[Mobile Inc. 1 3.500.00 267250 827,50 827,50 000 267250 142600 409750 BO7E0  4M1/01
313800 - [[ABC Expansion 1 9,000 00 0on|  9.000.00 200000 | 7.000.00 000 1EE000 | 1.EEOOD] 734000  4/1/01
313800 - [[ABC Expansion 2] 300000 0on|  3.000.00 000 0.00 00o) 300000 47101
313800 - ||ABC Expansion 3] 250000 00| 2,500.00 000 0.00 000 250000  4/1/01
» hd 0.00 000 0.00 0.00 0.00
$9.942.00 =
Record: 14 4 16 _F IHID*I of 16
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This screen, along
with some custom
reports, allow
Managers to view
up-to-the-minute
snapshots of how
their Project time is
accumulating.



Easy to Print Reports

Although Softek can create custom reports for any new system, we like to
encourage our clients to participate in the report creation process, if desired. With
a little training and guidance, users can create their own custom reports. Our
Report Menus are designed to show all reports created by either Softek or you.
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Billable Goal Report - by Week
Customer Listing & Prirt Previesw

Hours Repart - for Week Ending © Print Immediatel Capies: |1
Hours Summary - for Period ¥ P
Hours Summary w/ Bill Rates - for Period
Marketing - Projects by How Fee'd

Marketing - Projects by How Fee'd - Summany 5 t0 "
M atketing - Projects by Job Tupe & dctive Ok Erint
Matketing - Projects by Job Type - Summary W Cluse
Marketing Effarts by Employes  Inactive Orly L

Project Biling %= Effort

Project Biling Ys Effort - Summary

Praject Biling %s Effort - Summary - for Period
Project Effort - by Cycle

Projects & Phases with Dz

" Either Active or Inactive

Projects by Address

Prajects by Name

Projects by Number

Projects With Missing Data

Tirne Summary - Based Only on Projectt
Time Summary - by Project & Cycle

Time Summary - DETAILS by Project & Cycle
Tirme Summary - Total for Project

Time With Inwalid or Mizsing Phaze [Ds

Hint: To open arepottin Preview mode.
double-click the report narme:
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- More

This was just a sample of some Project and Time Management features that can
be built into any custom system.

Softek would be glad to demonstrate additional systems or provide ideas for
custom features that would help better organize, manage, and process your
information technology needs.

Please contact Lynn Lear, Director of Consulting Services, if you would like to
schedule a free initial consultation, receive an estimate or learn more about our
services.
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