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Time and Invoicing

User Guide

Objective

Provide for simple time entry and invoice creation through the creation of 2 new sugar
modules — Time and Invoicing.

Enter Time

Time is entered against cases. Internal time like holidays or meetings can be entered
against an internal cases (assigned to an internal Account). Time records are then
allocated to invoices as part of the invoice creation process.

Time may be entered through a clock in / out mechanism as a user works on a case as
well as through a weekly timesheet.

1) Clock In / Out

On every page of the CRM, show a clock in shortcut which will display what the user is
currently doing (if specified) and how long they have been doing it. Allow them to cancel
or override this amount.

The user may clock in by first selecting the appropriate case. The clock in pop up will
then allow them to clock into case.

My Account | Employees | Logout | About

@ surf accounting JustCRMs

|Home Calendar rAc‘h\ntles Contacts | Accounts | Cases | Autocases | Documents | Emails rTime Invoices

Last Viewed: [ Form 11 income .. &) Dundalk Day Care (=) Limerick Lighti.. & Monthly Managem.. B Tax Query &5 JustcRMs @@ P35 Due @ Prefiminary Corp Tax

@ Cases: Form 11 Income Tax return [B Print [Z] Help

Edt || Duplicate |[ Delete ]

Wiew Change Log

Clock In/ Qut (] Assigned to: gerry

Mot currently clocked in. Autocase: Form 11 Income Tax return
Account Name: Dundalk Day Care

Last Modified: 01/01/2007 10:27 by

Start: Monthly Management Accounts for Limerick Lighting Date Created: 01/01/2007 10:27 by
Ltd 5

Tax Query for JustCRKs m
Preliminary Corp Tax for Kildare Computers.
P30 Due Quarterty for Kildare Computers

=3
Closed Date:

~ Contacts Hide &

Start thiz caze: Form 11 Income Tax return

Create Select

M Start 4 Previous (D-0 of 0) Next b End M
Hame = Account Name Email = Office Phone =

Paragon Online Services Limited, trading as JustCRM s is registered in Ireland. Directors: Patrick R Di  ght (UK), Kate | Dight

Registered Address: St Conlons Rd, Nenagh, Co Tippe rary Registration No: 393142 Vat No: IE 6413142 B




If the user is already clocked in then this is shown and they may clock out.
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A list of recently worked on cases is also shown in the popup and a user may clock into
one of these using a single click. If another case is being worked when this happens
then it will first be stopped.

If there is a time record prior to today that is clocked in and not clocked out then the date
is shown and the clock out time defaults to 17:30. The user may specify a different time
but must clock out before starting any other cases. The default of 17:30 can be changed
through a configuration file (modules/JCRMTime/ClockConfig.php).

2) Timesheet entry

Timesheets for each week can be viewed by the user through a new Time tab. The user
selects the timesheet date which is then remembered for next time.
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Add Case(s) to Timesheet:

For each day in the week (shown across from Monday to Sunday) the total of time
entered is shown for each case (down). The bottom of the timesheet has a daily and
weekly total. Cases are ordered by Case name within Account.

All cases with time entered that week are shown in addition to all cases that were open
in the week and assigned to the user. Any cases that are assigned to other people but
that have had time entered within the last month are also shown. This caters for
commonly used cases such as internal meetings or sickness.

If you use a different set of case statuses then you may amend the criteria for what is a
closed case by changing the file modules/JCRMTime/ClockConfig.php. By default open

cases are "cases.status not like '‘Closed%"".

The user can quickly amend the time (in hours and minutes) of any time entered that has
not already been invoiced, including time entered by clocking in and out.

The user can easily add new time for displayed cases or select new cases for time to be
entered against.

You can not amend a time record if it has been invoiced.

Some users can see or update other peoples timesheets as determined by role security.

3)Time Summary

A shortcut on the Time tab provides a report of all time entered between 2 dates. The
user must have access to view other peoples time records or they will only get their own.
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This report can be used to check everyone has their timesheet up to date prior to
invoicing being created. You can click on an amount to zoom to the timesheet.

In addition, a new subpanel has been added to the detail view for cases. The time
entered for the selected case is shown including username, start time, end time, duration

and invoice number (if invoiced).
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Time records may also be listed and searched for using the Time tab listview.



Invoices

Invoices with unique numbers may be created and associated with time records. The
user may specify one or more invoice lines and the invoice is then created in a PDF
format. A vat breakdown is included.

The Invoices tab has the following short-cuts...

Invoices (default)

Shows a listview of all invoices held on the system. The user may search by account or
invoice date (from and to) or invoice number (from and to).



The following are displayed for each invoice; Invoice Number (link to invoice detail
screen), Account Name, Contact Name, Internal Reference, Amount, Assigned To,
Status and a link to create and view a PDF of the invoice.

Create Invoice

This page can be used to create an invoice where no time was entered and no case is
selected.



No time records are displayed for this type of invoice. The user may set the normal
options such as Invoice Date and Invoice Lines etc.

Create Invoice from Time

Step 1 — select cases with unbilled time

This screen shows a list of all cases with unbilled time.



You select the cases you want to add to an invoice and click Create Invoice.

Step 2 — enter the invoice details

A new invoice is displayed with all unbilled time for the cases selected in step 1:



The last Subpanel shows the time records (by day) that will be associated with the
invoice when you save it. You can remove some days if you would prefer to bill for them
at a later date.

The selected time records are also summarised by user (Time Summary subpanel) and
by case (Case Summary subpanel). As time is unselected the Time Summary totals will
be updated. These totals are shown in case the user needs to calculate different invoice
amounts for different people.



By default an invoice line for each case is created but these can then be added or
removed by the user.

As well as invoice lines the user may enter the following...
Invoice Date (default to today)
Internal Reference (text or number up to 15 characters)
Account Name (default to the account for the case if there is only 1)

Contact Name (select a contact for the selected Account — the recipient for the
invoice)

Invoice Description (any comments the user may wish to write for internal
reasons, these do not appear on the invoice)

Currency
Assigned to (by default the current user)

Upon clicking “Save” an invoice number will be generated with an invoice record to hold
the information described above. The selected time records will be updated with the
invoice number.

You can also add unbilled time to an existing record by using the Add Time button. You
may view the invoice in PDF format by clicking on View or clicking the invoice icon on
the Listview.

The default format for invoices is...



This format can be customised by changing an html file and 2 graphics for page headers

and footers (see modules/JCRMInvoices/custom/default_config.php for further
instructions).

Please note there are limitations to the mechanism for converting from HTML to PDF so
currently it is not possible to produce any look and feel.



