QUICK GUIDE

TIME CENTER OVERVIEW
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@ SETTINGS

Required Setting: Reason Codes

For projectsto be available for use in Time Center, the
setting Enable Reason Codes must be toggled on at the
organization and project level.

Ensure this setting is turned on prior to creating any
daily plans.

® Organization Level:

©J
Time configuration
@
| Default values for non-reason code projects
”ﬁ‘ Standard time x
®
- Default enable reason code time entry. Required for Time
(&) Center and Weekly Timesheet products

® ProjectLevel:

Time configuration

Standard time x

Enable Time Center
& Reason codes will be enabled Modification can only be changed when no plans exist

[~

Use employee reason codes
2 Wil be enabled with Time Center.

a

In United States: +1 800 801 1426 In Australia:

Permissions

Users must have organization-level permissions to view
Time Center.

Check configurations in Suite administration > Roles and
permissions.
Time center Select all
Launch time center
(@) View time center
B (® Add time sheets & timecards
[ Edit time sheets & timecards

(®) Delete time sheets & timecards

[} Advanced - Edit unwalidated fimecards

User Roles

Ensure that the user is assigned a role which includes
Time Center permissions.

Check the user’s assigned roles in Suite administration >
User management.

. X
Edit user
© oerans @ roLes
Roles (3) (@ Add role
-l ~ Organization/Project
Superiniendant . Steel Structure Training Job 2 | 105092

® LAUNCH TIME CENTER

1. From the Main Menu, select your organization.

2. Select Time Centerfrom the Progress section.

@ SELECT ADATE RANGE

1. Openthe drop-down menu and select a date range.
=]  Previous Day v All projects V_

Previous Da = . =
= Y 3 Time cardreallocation (& [3

9 Last 2D:
» 8 Last2Days “op it here 1o group by that column

y & Last7Days ecard .. Employe..

Employee n

2. Tofilter for a specific date range, select Custom
Range from the drop-down. Theninput the start
and end dates in the calendar fields.

Tuesday, July 18, 2023 B Friday, July 21,2023 &=

@ ADD APROJECT GROUP

1. Selectthe projectgroup field.

All projects v

2. Click Edit, then click Add project group.
Input a name for the projectgroup.

4. Selectthe projectsyou want to include from the
Available Projects list. Click the right-facing arrow.

Project group name

New project group name

AVAILABLE AVAILABLE
PROJECTS ORGANIZATION

1552602aaa | 1552602aaa - @

2020 Clow Creek Shoreline Restoration | 01-4985.

My selected projects for

Taylor Elevator Modernization at the Jesse Brow.
2020 Concrete Repairs Program | 01-4992404
KSProjectd4 | KSProject44

TMC V1| TMC V1

5. Click Save.
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