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Every enterprise application such as TimeControl requires some level of process guidance and some regular management of the system.  We have assembled this guide as a starting point for your own timesheet processes. Processes in this guide are designed as examples.  You will need to adjust these processes, removing those which are not applicable and adding others that are specific to your own deployment. Consult the TimeControl Reference Guide for information on how certain functions work within the system when you add other processes.

The organization of the processes in this guide are in three sections: System Support,  Administrative Processes and User Tasks.  Within each of these sections we have divided the processes into categories of: Per-Period and Per-Incident.  Per-Period processes are those which should be executed on a regular basis at certain time intervals.  Per-Incident processes are those which are triggered by an event such as the arrival of a new employee or the start of a new project.

When you use this template to create your own procedures, you may wish to eliminate any of the headings and sub-headings that have no processes in them in order to make the document easier to read. 

You may also wish to copy and paste the User Tasks section into an easy-to-read guide for your own users on tasks that they are responsible for.
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No processes in this section at this time
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No processes in this section at this time
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No processes in this section at this time
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No processes in this section at this time
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No processes in this section at this time

[bookmark: _Toc334444788]Monthly
No processes in this section at this time
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No processes in this section at this time
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No processes in this section at this time
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[bookmark: _Toc334444799]Employee timesheet entry
Every employee who does more than one thing in a day should update their timesheet at the end of the working day with the details of what they accomplished during this time.  
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[bookmark: _Toc334444801]Employee Complete timesheet entry
Each week all employees must complete and release their timesheet no later than Friday at 5pm. 

[bookmark: _Toc334444802]Supervisor check for missing timesheets
Supervisors must check for any timesheets missing from their department by 10am Monday morning and must collect, complete and release all timesheets from their department no later than noon on Mondays.
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No processes in this section at this time
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No processes in this section at this time
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No processes in this section at this time
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