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User Guide
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Objective

Provide time entry against Cases and invoice creation against Accounts. Suitable for
organisations that use cases to manage the work they do for clients and need a
mechanism for recording effort and raising invoices.

Installation

Time and Invoicing is an extension for SugarCRM. It will work with version 4.0.1 through
to 4.5.1. It does not (currently) work with MSSQL and is to be considered as beta for
PRO and ENT users.

Install Steps

1) Download the latest version from SugarForge - JCRMTimeAndInvoice_0_9 9g.zip for
instance - and save it to your computer.

2) The extension is installed through the Admin, Module Loader screen so you must first
be logged on as an administrator and the select the following on the Admin home

page...

Add or remove Sugar modules, themes, and

i
o Module Loader language packs

3) Always install without uninstalling the previous version. If you first uninstall a pervious
version of Time and Invoicing then all your entered time and invoices will be deleted.

4) The next part may look slightly different depending on what version of SugarCRM you
are using but essentially you want to upload and then install the extension.

SugarCRM V4.5:
First select “Install from local file”.

& ADMINISTRATION: MODUWDEE\

Install from Sugar Exchange ( Install from local ﬂle)
v

Then Click on “Browse...” to select the .zip file and click on “Upload”.
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¢? ADMINISTRATION: MODULE LOADER

Install fromn Sugar Exchange | Install from local filg |

r.1n:||:IuIe| ” Browse... |

Following a pause while the zip file is uploaded to the server the module should
then be listed...

Name Type Version Published Uninstallable Description ym!‘\l]ele‘le

\
JCRMTimeAndInvoice Module 0.9.9g 15 August 2. Yes Provide time entry and invoice generation. ‘ Install | Delete Package

...and you can install it using the “Install” button...

The module iz ready to be inztalled.

it )Eancel

...and “commit”. If the module installed correctly you will see the following...

100%

Dizplay Log
Module Install Successful

| Back to Module Loader |

SugarCRM earlier versions:

These are very similar but don't have the Install from Sugar Exchange options.
Click on Browse... to select the .zip file and then click on “Upload”.

& Administration: Module Loader

Upload a Module: | | Browse.. | | Upload |

The following Modules are locally queued for installation:

Hame Type Version Date Published Uninstallable
Then click the “Install” button next to the uploaded module followed by “Commit”.

5) The Time and Invoice modules must also be selected for display. Use the Configure
Tabs screen in the Admin home page:

Configure Tahs Choose which tabs are dizplayed system-wide

Ensure that the Time and Invoice modules are selected for display.

6) By default sugar sets up new modules to be available to everyone. Use the role
security if you want Time or Invoices to be available only to a subset of your users.



7) The invoice 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).



Uninstall

The standard module uninstall procedure can be used. Please note that any time or
invoices you have entered will be deleted.

As an administrator, select Admin, Module Loader and then use the Uninstall button next
to the module you wish to uninstall.

Troubleshooting

1) If after a successful install the Time and Invoicing modules are not listed under the
Configure Tabs screen then it is probably a result of a SugarCRM bug related to where
modules have been renamed. Use the Rename Tabs screen and manually add in values
of JCRMTime => Time and JCRMInvoices => Invoices.

2) If the Account and Case detail views are showing SQL errors where there should be
subpanels then you need to rebuild relationships using the Repair screen (another
Admin option):

£, Rebuild Relationships Rebuilds relationship meta data and drops the cache file.

3) See the support forum for further information...
http://www.sugarforge.org/forum/forum.php?forum id=2020

Licence

Time and Invoicing is not Open Source. Pricing details to be announced shortly.



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 a clock in or out shortcut is displayed. This is provided so a
user may record what Cases they work on throughout the day as they do the work. The
timesheet can then be used to review or modify time for the day.

To clock in to a Case the user must first select the appropriate Case. The clock in pop up
will then allow them to clock into the case.

My Account | Employees | Logout | About

JustCRMs
Home | Calendar | Activities | Contacts | Accounts | Cases | Autocases | Documents | Emails | Time | Invoices
I | J[ iz
Last Viewed: @ Annual Financia.. &) Mayo Manufactur.. @ Annual Financia.. @ Corp Tax CT1 Return () ConTaxcT1B e Monthly [ Phone Conversation
| Shortcuts @ Cases: Annual Financial Accounts ; & Frint [Z] Help
@ Create Case Use thls to
Edit Duplicat Delet H
[l Cases |[ Ouplcte ][ Deete | CIOCk n at a
Clock In View Change Log . .
- different time
Clock In | Qut x|
3 fccounts
[ e st A t Hame: Mayo Manufacturer Ltd
H cooun T W
CIICk here to Start this case’ Aims| Financial Accounts at 0928 or Last Modified: 01/12/2006 11:34 by
clock into the cick ¥ to enter tme for tis Date Created: 0111212006 11:34 by
Start: P30 Due Monthly Tor =8 ¥ nts
SeIeCted case Monthiy Management Accounts for Limerick T
Tax Query for JustCRMs
P30 Due Quarterty for Kildare Computers
at[0328 Show the
timesheet for
| Contacts . Hide &
this Case only
H Start 4 (©-00f0)
Hame = Account Name Email = Office Phone =

If the user is already clocked in then the shortcut title is “Clock Out” and the current case
and clock in time are shown.



My Account | Employees | Logout | About

Home | Calendar | Activities | Contacts | Accounts || Cases [ Autocases | Documents || Emails | Time | Invoices
Last Viewed: @ AnnualFinancia.. B P30 Due Monthlv &) Mavo Manufactur. @ AnnualFinancia.. @) Corp Tax CT1 Return @ Corp Tax CT1 Return £5) ABC Ltd (= Phone Conversation
Shortcuts @ Cases: Annual Financial Accounts & Frint (B Hep
‘@ Create Case
 Cases Edit || Duplicate H Delete ‘
Clock Qut View Changs Log
' Clock In / Out IZ|. Assigned to: sheena
Currently working on P30 Due Monthly for ABC Ltd since Autocase: Annual Financial Accounts
09:10 cancel, stop now or stop at |09:42 Clock Out Account Name: Mayo Manufacturer Ltd

Last Modified: 01/12/2006 11:34 by

Stop and start thiz case: Annual Financial Accounts at Date Created: 011212006 11:34 by

09:42 or click T to enter time for this week

Is
Stop and start: Monthly Management Accounts for Limerick

Lighting Ltd T3
Tax Query for JustCRMs T3
Recent Cases \ P30 gus OJaﬂithfoFirl‘Cildars Computers @ Enter a. dlffel’ent

with override gz | clock out time if

clock in time P ' required

Hide #

Name = Account Name Email = Office Phone =

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 on 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).

To quickly enter time against the current week you may also zoom to the weekly
timesheet with just the appropriate case selected. To do this click the Clock Icon L33



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.

My Account | Employees | Logout | About

JustCRMs
Home | Calendar | Activities | Contacts | Accounts | Cases | Autocases | Documents | Emails || Time [ Invoices
Last Viewed: @ Annual Financia.. @ P30 Due Monthly &5) Mayo Manufactur.. @AnnualF\nancia.. @ Corp Tax CT1 Return @ Corp Tax CT1 Return 5) ABC Ltd =) Phone Conversatior
¢|| Shorteuts Time: Timesheets (&) print (2] Help
Timeshests
Time Summary ™ Select Timesheet
Week: [04/06/2007 ][] User: [om |[Skct] OnecCase:[[5ded]
5y Clockn

~ Update Week 14 Timesheet for Selected User

Account Gt Maiae Mon Tue Wed Thu Fri Sat Sun Total
| Hame 04/06/2007 05/06/2007 06/06/2007 07/06/2007 08/06/2007 09/06/2007 10/06/2007
Annual Financial Accounts (Case:
8BC Ltd : Case: | I — C ] 0:00
413)
ABC Ltd P30 Due Monthly (Case: 451) il 0:00
ABC Ltd Preliminary Corp Tax (Case: 343)

0:00

| | |

| | Ll | | |
[ | [ | [ [ ] | 000

JustCRMs Pension Query (Case: 399) | | | \ | | | | |
JustCRMs  Tax Query (Case: 346) [ | L] | [ L] | o:00

Total 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00

Add Case(s) to Timezheet:

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%"".

You may 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. Time may be
entered using decimals or minutes. For instance, entering 7.5 will result in 7:30. Use a
full stop when entering decimals or enter minutes after a colon.

You can select new cases for time to be entered against using the following button:
Add Caze(z) to Timesheet, | Select

This shows the case select pop up screen. Note that you may keep selecting different
cases and then close the pop up screen when you are done.



Lastly you may enter time for only one case by selecting it in the search panel. Some
users can also see or update other peoples timesheets as determined by role security.
To do this select a different user before clicking search:

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.

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).

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.



