[image: image4.png]QR RERLICN 2





Web TimeSheet Quick Start Guide
Implementing Web TimeSheet

This quick start guide provides an overview of the steps required to set up the Web TimeSheet system, and includes information on administrative tasks you may need to carry out once the system is in use.
Before you Start
Before you begin implementing Web TimeSheet, you will need to gather some information about how the system will be used in your organization. While you can make changes later, having more information at the outset will simplify the setup process.

	Examples of information you may need


	· What types of users will be accessing the system

· What system features they will be using

· How often time needs to be collected

· How users are paid, including how overtime is calculated

· How users earn time off

· The processes that should be followed for approvals

· How projects will be set up and used

· How clients are billed

· Whether there are any security policies that must be followed

	Examples of people in your organization you may need to consult


	· Payroll Manager

· Finance Manager

· Approving Supervisor

· Project Manager

· IT/IS Manager


Removing the Sample Data (SaaS Implementations)
When evaluating Web TimeSheet, if you entered company data that you would like to retain, you can remove the sample evaluation data (if you used it) by following the instructions provided in the Web TimeSheet Administrator’s Guide. This will leave your company data intact.
If you don’t need to retain your test data, you can simply remove all data before implementing your system. To do this, select Clear on the Manage Account page.
Setting up Web TimeSheet

A full list of the steps required to set up Web TimeSheet is available in the flow chart on page 3. In general, before users can start entering time, time off, or expenses, or creating schedules, you must:
1. Configure applicable user-related options.
These may include such options as department and employee types, timesheet options, time off options, expense options, and automated e-mail reminder settings
2. Set general system options.
3. Define permission profiles to limit what features and actions are available to users.
4. Add a ‘user’ for each employee who will be using the system.
You will need to assign users options, permissions, and license seats based on what they’ll be using the system for.
5. Create projects for users to enter time and expenses against, if using the Project & Billing Edition.
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	Is the setup order important?

Yes, because many steps in the setup process are dependent on others. For example, before setting timesheet pe​riods, you should first define departments. Then, if you choose to create timesheet periods based on depart​ments, all of the departments will be available for selection when defining the timesheet periods.


Working with the Pre-Defined Data

To help you get Web TimeSheet up and running as quickly as possible, many administrative items (such as employee types, permission profiles, and approv​er types) have been given pre-defined values.
If the pre-defined options meet your needs, you can skip configuring those items. Or, you can edit, delete, or add to the pre-defined values so that they meet your requirements.
Adding Large Amounts of Data

These features can help you to quickly add large amounts of data to Web TimeSheet:
· Web TimeSheet’s import utility, which allows you to import Comma-Separated Value (CSV) files containing your data (see the Web TimeSheet Data Import Utility User Guide)

· “Quick Add” feature, which lets you to add a number of users at once, using a grid-format for entering their details

· “Based On” functionality, which gives you the option of basing new users, permission profiles, and projects on existing ones
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	Using the Setup Checklist
You can use the Web TimeSheet Administrator’s Check​list to help you keep track of which tasks you have completed. This checklist is available at: www.replicon.com/products/product-documentation.aspx.


Once the System is Ready

When Web TimeSheet setup is complete, you can train your users so they can begin using the system. 
Once Web TimeSheet is in use, you may need to complete the following tasks:

· Add new license seats

· Perform regular back ups

· Upgrade Web TimeSheet when new features or bug fixes become available (self-hosted only)

· Administer timesheets, time off bookings, and expenses

· Run reports to check project costs, billing amounts, and payroll totals

· Export data to other systems for payroll, project management, or billing purposes

Web TimeSheet Setup Flow Chart
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