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PS Time and Expense
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Flexible Time & Expense Tracking

PS Time and Expense makes project-related time and expense management convenient and efficient. By eliminating the task of entering time and expense data via mundane spreadsheets or office-based network systems, PS Time and Expense empowers your employees, improving productivity and accuracy. Integration to Project Accounting, Payables Management and Payroll allows employee time and expenses captured in PS Time and Expense to be shared for project tracking, vendor payment, payroll and client invoicing.
With PS Time and Expense you can capture time and expense transactions and integrate the information seamlessly into the financial system, meaning a one-time entry of project-related time and expenses. Billing notes allow employees to document work done on timesheets, and templates can be created to speed timesheet entry. As a final step, managers can approve timesheets or expense reports via the Internet or Corporate Intranet prior to posting.

PS Time and Expense Components

PS Time and Expense enables employees and managers to work in a variety of environments for submitting and approving time and expenses. Knowing that convenience and productivity are high on your list of requirements, PS Time & Expense utilizes a variety of technologies to deliver a comprehensive solution that provides the flexibility you need.

Enter Timesheets via the Web: PS Time and Expense allows home-based and traveling employees to enter hours via the Internet or corporate intranet. By simply opening their browser and moving to the appropriate URL, employees can easily enter time related to projects and cost centers in a calendar format. As well, employees can specify the appropriate billing type, and any documentation that should accompany the time submitted. 

At the same time, security is maintained via password protection. Each employee can only see his or her timesheet information so payroll confidentiality remains intact. And, when submitting timesheets across various projects, employees only see the projects that they have been assigned to, ensuring accurate allocation across projects. As Information passes over the Web, it is encrypted using Microsoft Secure Socket Layering, keeping business information private.
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Submit expense reports online: If you’ve ever traveled, you understand the often-complex process of creating and submitting expense reports.  Often, this process means juggling and itemizing multiple receipts, calculating various currencies, and allocating it against various billable projects. With this picture in mind, PS Time and Expense has taken this process to the web, giving employees a convenient and familiar location for submitting expenses.  

Expenses can be allocated to projects and cost centers, tagged for client invoicing, and also documented for further justification.  And, if multiple currencies are a part of the mix, PS Time and Expense will automatically perform any currency translations with a click of a button.

Managers can approve expense reports in the same browser environment, drilling back on the expense report for greater detail when needed. 


Selecting the project and the item, users can easily submit their expenses via an Internet browser. Drop-down lists allow all information to quickly populate the expense report.

Submit time and expenses offline too: While the Web has certainly become the standard for time and expense entry in many productive organizations, Microsoft Business Solutions also provides a PC-based system for project-related time and expense entry called Personal Data Keeper. Offered as another component within PS Time & Expense, Personal Data Keeper (PDK) enables employees and managers to submit and approve time and expenses conveniently when the Internet is not an option.

In a calendar-based format, time can be allocated across projects and cost centers, noting the billing type and documenting the activities performed as necessary. Automatically, PDK identifies the user, and assigns the necessary rates and pay codes for use in client invoicing and payroll if necessary. Total quantities are tracked, allowing approval managers to accumulate total hours, costs and billable revenue all within one screen.

When used in a network environment, PDK updates Project Accounting, Payables Management and Payroll systems in real-time, as timesheets and expense reports are approved.  And, when employees don’t have time to submit their personal time and expenses, administrative professionals can enter PDK, and submit the necessary information as guided by their managers.

Offline, PDK enables employees to enter time and expenses via their PC on an airplane, hotel room, or anywhere in between and synchronize the data via a dial-up connection when it is available. 

Managers can approve time and expense reports in PDK. They may also drill down for greater detail when items are in question.
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Via the Internet or Corporate Intranet, employees enter timesheets, selecting the project and task that the time should be allocated to. Notes can be added to any day for documentation.
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