GEORGIOU GRUP PTY LTD
Project description
There are a number of areas within the business which require Timesheet information. Currently, the information captured from the timesheets is not uniform (timesheets from some sites contain subcontractor information, some don’t), and the actual timesheets are sent to multiple people to enter different sections of a given timesheet into different systems. The information ending up in Timberline is not complete, so the information being produced from the system, for example for HSE reporting, is inaccurate. 
This Purpose of this Project is to map out the system as it currently stands, determine the requirements of the users of the information, and eliminate as much as possible the two major problems with the current system – inefficiency and inaccuracy. 

Requirements for Plant Department
Currently Site Supervisors fill in manual timesheets every day which include employees and Georgiou equipment on site. The majority of these timesheets are the same from day to day, with changes in employees & equipment occurring irregularly. This creates duplicate work with the Site Manager having to write largely the same information every day. These timesheets are then faxed into Head Office, where the Employee information is entered by the Payroll Department (into RT) and the Plant information is entered by the Plant Department (into EQ).
Some site supervisors include Subcontractor hours, however this needs to be done consistently.
Nigel would also like to capture external plant hire hours through this timesheet mechanism. 
Also, Plant Department gets timesheets from their mechanics (again, these are completed manually). This is entered into Timberline by the Plant Department through Remote Time. 
In summary, Plant Department requires a method of electronic timesheet entry by Site Supervisors & Mechanics which enables them to enter Timesheets by exception (automatically brings forward prior days timesheets and corrections are made as changes occur) and allows capture of Employee Hours, Subcontractor Hours, Internal Plant Hours, and External Plant Hours. This should then feed through automatically to the appropriate Timberline module, and also through to the HSE reporting system (QHEST). 
Such a system would eliminate daily duplication by Site Supervisors, and reduce all data entry by Plant & Payroll for these timesheets down to error checking. 
Requirements for Survey
We have two types of survey that are captured – internal and external contractors. Internal surveyors on salary fill out a Timesheet which is used to charge their time to particular jobs. Internal surveyors on hourly rates fill out the same Timesheet, but also fill out a Timesheet for Payroll showing how many hours are worked on each day.
External surveyors fill in manual Georgiou Timesheets which are signed off by Site Supervisors, and then invoice us at the end of each month. These timesheets are entered into a spreadsheet by Accounts Payable and reconciled against the invoice when it comes in from the External Surveyor. This spreadsheet is then imported into Timberline.

Requirements for HSE
Currently for the collection of statistics for HSE purposes is a bit ad hoc. LTIs are manually chased up and entered into a spreadsheet by HSE, and Subcontractor hours are collected by various spreadsheets kept throughout the company by different people. The subcontractor hours are by no means complete, so any reporting done on this information is in error. HSE’s requirements are quite simple – they need to collect Employee Hours, Subcontractor Hours, and LTIs and have them imported into the QHEST HSE system (which will accept an import from CSV).
Requirements for Payroll
Currently Payroll enters the Employee component of the Timesheets sent in from Site Supervisors. Some of the Remote Sites have Project Administrators who enter the Timesheets through Remote Time. As is the case with Plant, these Timesheets are handled multiple times at a significant loss of efficiency. 
We also need to capture office attendance stats, such as Sick Leave and Annual Leave. 
Other Requirements
There are circumstances where a salary employee would get charged to a job. This happens currently for Project Managers and HSE Personnel. Project Managers complete Timesheets which are then sent through to one of the Admin staff who enters the data into RT. HSE Personnel should be completing timesheets which are sent through to accounting to do the appropriate Job Cost transfers as well, but this is still not happening. 
This requires an electronic method of capturing timesheets and doing the required entries in Timberline charging the Time out to the job.
SUMMARY OF Requirements
Summary of Data to be captured in Timesheets
· Employee Hours
· Subcontractor Hours 
· External Survey hours
· Internal Survey Hours
· Internal Plant Hire Hours
· External Plant Hire Hours
· LTIs
· Office Attendance (sick & annual leave)
This needs to be able to be entered by exception (i.e. when a Site Supervisor starts a new timesheet for the day it brings in all of yesterdays data and they only need to put through changes). It might also be beneficial to have be selective about this automatic pre-fill (i.e. bring forward all equipment and staff, but don’t pre-fill subcontractors).
These timesheets need to be stored in the Timesheet System, and also be able to produce .CSV exports of certain data for import into the QHEST and Timberline Systems (with flexibility to change export format at a later date).
The exports required are:
· Employee Hours > Timberline (PR)
· Employee Hours, Subcontractor Hours, LTIs > QHEST
· External & Internal Plant details > Timberline (EQ)
· Internal Survey Hours > Timberline (JC)
· External Survey Hours > Timberline (AP)
There is also a requirement for timesheets to be approved by a Manager in certain circumstances. In this case the user should complete the timesheet online and there should be a facility to inform the approving Manager and allow them to approve the timesheet online before it is entered into the system.
