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Sample Features in a



Main Menu

All systems will open 
with an attractive 
Main Menu that 
incorporates your 
Organization’s color 
scheme and logo.

This helps users 
navigate to the 
various system 
components and exit 
from the program.



Custom Project Screen

Custom buttons 
can be added to 
help add new 
projects and 
automatically 
assign numbers, 
delete projects, 
and print 
reports.

The Customer 
information is 
linked to the 
Contacts module.  
Double-clicking 
on the Company 
name displays 
the full Contacts 
screen and other 
Projects related 
to the Contact.  

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. 



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

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

Users can click the 
calendar button to 
view and select a 
different Work Week. 

Managers can select a 
different Employee to 
view and/or edit his or 
her time information.

Users can print Time 
Sheets directly from 
this screen.

Users can copy the 
Previous Day’s Time to 
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.  



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



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.

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.  



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 call or email if you would like to schedule a free initial consultation to meet 
our staff and learn more about our services.  

Softek Services, Inc.
Washington, DC
(202) 682-4500


