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Executive Qverview

Business moves fast. Faster than ever.
ltds no |l onger enough to know how much ti me you
You need to know what they are spending their work time on.

I n the following pages weol | | o°ecdnresotve thesevandHMS S o
other business challenges:

/E Your staff must do more than one timesheet in one week (Page 4)

/E You must become compliant with government standards such at DCAA, Sarbanes
Oxley or the California Work Rules (Page 7)

A You must link your timesheet system with project management tools to produce
actual vs. budget analysis (Page 10)

m

Youbve chosen an ERP ti mesheelbngsoydsplogta, but i
realize an acceptable return on investment (Page 11)

Your timesheet must work within SharePoint (Page 13)

You must collect timesheets on a construction or industrial site (Page 14)

You must determine how to make your staff more efficient (Page 15)

You must track and manage vacation requests and other exceptions (Page 16)

MM MMM

You do not get labor tracking information in a timely fashion enough fashion in
order to make effective business decisions (Page 17)

According tto rreeentreesearchybycGartnencinc.,
savings ffrom can eenterprise scsolutionsthihat
automates time and attendance @as wveéll cas
schedulingcean-deducerlabancasts dntenierprses
withh a large percentageoofhhourlywworkers by
5% or rmore. 73 o/lillustrateyanrorganization/with
1,000 /hourly cemployees eeachbebeingaipaid
$30,000 cayyeamwouldaecognizesapproximately
$1.5 mllion in labor costssavingsannually.
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Introduction

The economy has dictated that both public and private organizations be as effective as

possible. The systems that once served us well can be overrun quickly from a variety of

sources including rapidly increasing (or decreasing) volume due to mergers or acquisitions,

smaller projects with more stringent deadlines, competition that forces your business process

to move faster than ever.

ltds no |l onger enough to know hdaworkmuch ti me you
You need to know what they are spending their work time on.

The HMS Software TimeControl timesheet was designed to track not only how much time staff
are working but also what projects and tasks they are working on.

Ask yourself these questions:

Do you know how much time is spent in overtime activities such as meetings, reporting on
project progress, filing or searching for information?

Do you know how much time your staff spend on your top five corporate initiatives or projects?

Do you manage just by headcount and project progress or can you identify how much time is
being spent on projects compared to the original plan?

Do you know how effective your staff are?
TimeControl is designed to provide you these answers.

Ifyoucantelwhat your staff are working on, not just
have the opportunity to become much more effective.
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Timesheet challenges

With so many different kinds of timesheet on the market and so many different options for each

type, choosing a timesheet package, should not be restricted to a list of software functions. At

HMS Software, we believe that enterprise solutions should be evaluated based on the

business challenges they can over@o®omeo nedddtfthenr
solution. Over the next few pages, webve highl
encountered that TimeControl has resolved.

According tosa surveyodene of 385:hl/and
Finance VP s;82% dornotspassess information
which iscofssufaient quality,trustworthinessor
usefulnessdormanage theinoperations.

COMPUTING CANADA

Computing Canada Magazine
April 7, 2006
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Your staff must do more than one timesheet each week

Challenge: Your project management tool does task status but is inappropriate to use as a
payroll timesheet. Your payroll timesheet does
tool. And yet, both groups want to do their own approvals.

Response: Ti me C o n Matrig Appreval Rrocess for Labor ActualsO E al | ows our en
timesheet to provide a single source for multiple purposes
including: Payroll, HR, Project Management, Government
Compliance, Client Billing and more.

What is it that has otherwise well-organized companies
implement 2, 3 or even more timekeeping systems at the same
time? What would prompt otherwise rational people to support
multiple entry of such a tedious chore?

No, not all timesheets are created equal. There are many types

of timesheets on the market today which fit into several

categories of timesheets, each with their own purpose. Each
timesheet will have its own supporters within an organization to
promote its use. Wedbve outlin
categories here.

mo

Time and Attendance

Time and Attendance timesheets are the most common types of timesheets on the market.
They are typically delivered as part of the corporate human resources (HR) system or the
corporate financial or ERP system. Time and Attendance systems focus primarily on how
much time you have spent working for the organization during a particular period and whether
or not you should be paid for this time. Often, these systems are intimately linked with the
organi zationds payroll or Human Resources syste
whether or not an employee worked, whether special pay is required for example for overtime,
exception days such as holidays, vacation or, sick leave.

Time and Attendance timesheets are divided into two types of entry: Positive-Entry or By-
Exception. A Positive-Entry system requires each employee to complete his or her timesheet
for a given period. A By-Exception-entry system requires a timesheet only for recording
absences with the reason for the absence.

Time and Billing

Time and Billing systems are the next most common type of timesheet to be found in an

organization. These systems are designed for professionals such as lawyers, accountants and
consultants. The basic purpose of a time and billing system is to qualify any billable hours per

client. The key element of each detail item is the client identifier. Most time and billing

systems allow for a descriptive element. This is to ensure that there is enough information to
Jjustify an invoice for each period. niffsschms such
systems but they are usually best thought of as qualifiers for an invoice rather than a pre-

determined set of tasks each with a schedule, budget and scope.
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Time and Billing systems are often driven by per-client rates rather than per-employee, or per-
project rate schemes.

Project-update timesheets

These days, almost every project scheduling system includes some kind of timesheet entry.

These interfaces are designed to allow end-users to enter time against any activity. The data,
onceentered, i s used to update the activityds resour
project-manager approval commonly referred to as line-item approval.

For many project management environments, this type of timesheet is all that is required.
However, these timesheets and the architecture used to produce them are rarely sufficient for
financial purposes. It would be unfair to characterize this as a deficiency of these systems.
The first thing to remember is that most project management systems are, by their very nature,
forward-looking analytical tools. For a planner, the actual-hours per task is only interesting to
the degree it reveals the future. A planner, for example, might elect to delete a task from a
project. Perhaps future plans have changed and no additional work will be done on that task.
Or, perhaps the task will be replaced by two or three other tasks which have been now defined
in more detail. No problem for the planner, they are only interested in what will happen in the
future. For anyone interested in historical data, however, there may be more of a problem. In
many project-update systems, the loss or change of an activity means the automatic removal
of any data linked to that task. Even if data is not deleted, the financial controls such as post-
period adjustments, financial approvals, and business rules compliance are rarely managed
within such systems. Even simple functions such as determining if all timesheets have been
entered are often not supported in such a system.

This makes project-update timesheets best suited when only the project data must be updated.

Use a single timesheet for multiple purposes

For some organizations, there is an interest in collecting time for both financial and project
purposes. For this market there are a small number of timesheet systems designed to fill
multiple purposes. TimeControl is such a system.

These timesheet systems are usually based on a project model, allowing data to be collected
at the task level with an intent that the data will ultimately be returned to the project system as
task progress. However, these systems also include the financial controls which allow their
data to be accepted by the finance department and the facility to be integrated directly into the
financial system. Enterprise-wide timesheets can be implemented for individual departments,
for small to medium sized business or in a large-scale organization. These timesheet systems
are appropriate for project-oriented businesses where there is a need to determine not only
how much time has been spent but what that time was spent on.

Because TimeControl includes both the ability to link to a project-management system and the
financial controls which allows the Finance system to accept their data, they can be used to
fulfill the needs of time and attendance, time and billing and project-update requirements at the
same time.
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Summary

For organizations that only require tracking the total quantity of time spent, and an indication of
why any absences occurred, time and attendance systems are the most appropriate. They will
already be integrated into the ERP, HR and/or Finance systems and will be a natural extension
of that functionality to all users.

Timesheet Timeis
system sends summarized by
attendance client and billed
time and types with proper rate
e ot g?/gft?n?gt\j/vhen
such as = ® _
vacation and Tlmecontr0| applicable
sick leave HR Systems and !

Payroll
Timesheet — TimeControl Organiza}tions
lists time per are required to
resource on comply with .

- . , overnment an
O ook and Proj ! | covermance ghareholder
updates the S ¢ N| Activity Costing j k
project : ' { systems compliance

: rules such as
;nyaér:;%efrgtrent the DCAA, SOX,
budget vs EEC work rules
actual ' and general
analysis auditability
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You must become compliant with government timesheet practices

Challenge: Your organization must become compliant with one or more government standards

such as:
U Sarbanes-Oxley
R&D tax credits
The Defense Contract Audit Agency (DCAA)
Homeland Defense and the DCAA

[ et entAN entEN et et

Family Medical Leave Act (FMLA) the EU Work Rules and other HR standards
Many other government standards or generally accepted accounting principles

Response: TimeControl has been used numerous times in government compliance situations.
TimeControl is a financial control system and includes the auditability as well as the flexibility
to be used for all of these government compliance environments and many more.

Good governance is becoming a way of life for many private and public organizations.
Standards which have timesheet implications are mandated in a number of situations which
your organization may need to be responsible for. Here are a few of the more common

standards TimeControl has been used to achieve.

Sarbanes-Oxley (SOX)

This standard applies to any organization that is traded publicly on a US Exchange but many
organizations use the Sarbanes Oxley rules as an indication of acceptable accounting
standards. The most common timesheet requirement relates to how costing must be done for
certain balance sheet items. SOX defines certain types of activities which must be capitalized
and others which must be expensed and these activities can easily be included within the
same project. The most reliable method of determining the proper costs to be transferred to
the balance sheet is to apply activity based costing. While that may not be a huge challenge
for material purchases, tracking the labor costs by activity is a significant challenge for some

organi zations.
actual costs of tasks to be identified as capitalizable.

Research & Development (R&D) Tax Credits

If your organization applies to the government for Research and
Development tax credits then it must be prepared to document
the appropriate costs and efforts done to successfully claim the
credits. TimeControl is often used as a key source of
documentation in R&D tax claims. The ability to code individual
tasks as R&D eligible vs. non-eligible and then report on the
efforts per employee of which work was included or not included
in the claim enables an easy audit of such information.

Many jurisdictions now support crediting companies who invest in
certain types of Research and Development (R&D) activities.
While each country, state or provincial jurisdiction will have
different rules for how such credits must be applied for and which
organizations are eligible, what is common among all such

Thasee sCuwrimre and unlinged aodingistwctureyallows the

ATi meContr ol
accepted by the
Internal Revenue
Service as providing
excellent
documentation of

R&D engineering
activities when
applying for R&D Tax
Creditso

Paulette L. Bennett
Division Controller
Parker Hannifin
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systems is that the applicant must be able to identify what tasks have been worked on by

which workers and to flag those tasks as eligiblevs.non-e | i gi bl e. Ti meContr ol
structure makes this very simple and insulates the end user from having to makes those

determinations as the coding of tasks is handled by administrators and within the configuration

of the system.

The Defense Contract Audit Agency (DCAA)

The Defense Contract Audit Agency (DCAA) is a US-based government agency which carries
the responsibility to ensure that government contracts for the US Defense department are
properly invoiced and audited. Contracts which must be DCAA compliant have strict standards
on the collection of timesheets. The DCAA does not certify timesheet products but does have a
number of very specific requirements for the use of any timesheet system. The US
Department of Homeland Security (DHS) has also imposed DCAA contract standards on some
suppliers to the DHS. TimeControl has been used to achieve DCAA compliance standards for
many years. Our design considers the DCAA requirements with each upgrade to ensure that
some of these standards can be set as system settings. For example, the DCAA insists that
any entries of a timesheet be done by the employee who actually does the work and that any
adjustments to that timesheet be either done or be approved by the employee who did that
work. TimeControl can establish this requirement as a system setting.

American Recovery and Restoration Act Audit

The US American Recovery and Restoration Act (ARRA) made large amounts of money
available to organizations across the United States to help stimulate the economy. Accounting
for the expenditure of these funds must be done in a manner where the recipient can show that
the money was spent on the projects for which it was approved. For organizations where labor
is spent partly on ARRA projects and partly on other projects, this requires deploying a
timesheet that can show more than just time and attendance. Records are required that
identify how many hours and the associated costs for working on both eligible and non-eligible
work. This is similar to other requirements for R&D tax credits or the Defense Contract Audit
Agency (DCAA). TimeControl supports tracking both for payroll and for project-oriented is a
US-based government agency which carries the responsibility to ensure that government
reporting requirements for ARRA audits are met and for other internal requirements such as
payroll, billing and job costing. This means that TimeControl can be used as a single source
for these multiple requirements and eliminates any timesheet/costing data which would need to
be reconciled between systems.

FMLA, EU Work Rules and other HR standards

There are a range of standards which have been established by different government

organizations around the world to protect employees by defining the amount of time they can

work within a given period, to determine the amount of time they are entitled to for vacation or

personal time within a given period or to identify any government-approved leave such as Jury

Duty or Maternity leave thatt hey have taken within a given per
structures and validation rules allows all of t
automated validation rules can check for virtually any business condition that must be tested
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before a timesheet is accepted by the system and its extensive reporting abilities allow reports
such as the EU Work Rules 13 week average hours report to be easily defined.

Other accounting and government standards

Changes in Generally Accepted Accounting Principles and government agency requirements
continue to evolve. TimeControl has been designed with tremendous flexibility in order to
allow users to adjust to such standards using the existing functionality without requiring an
update each time some standard changes over time.
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