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® SETTINGS

Required Setting: Reason Codes

For projects to 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:

&
- Time configuration
| @ Default values for non-reasen code projects

Standard time x

Default enable reason code time entry. Required for Time
Center and Weekly Timesheet products

a

® Project Level:

Time configuration

| Default values for non-reason code projects

Standard time x

Enable Time Center
i Reason codes will be enabled Modification can anly be changed when
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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

[} Edit time sh timecards

(%) Delete time sheets & timecards

(2} Advanced - Ecit unvalidated timecards

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
© oeras @ roLes
Roles (3)
* Rale * Organization/Project
1 T 10509

® LAUNCH TIME CENTER

1. From the Main Menu, select your organization.

2. Select Time Center from the Progress section.

C-XYZ

@ Schedule

Progress

Time center

pport@ineight.com

® SELECT A DATE RANGE

1. Open the drop-down menu and select a date range.

=] Last2Days v All projects v

Last 2 Days = R =3
= 4 3 Time cardreallocation @[3

5 Current week
d E op it here to group by that column

r ] Lastweek & card ID Employee name

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

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

® ADD A PROJECT GROUP

1. Select the project group field.

All projects v

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

4. Select the projects you want to include from the
Available Projects list. Click the right-facing arrow.

Project group name

New project group name

AVAILABLE AVAILABLE
PROJECTS ORGANIZATION

1552602333 - @

ek Shoreline Restoration | 01-4985

My selected projects for

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

TMC V1 | TMC V1

5. Click Save.
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® SET UP COLUMNS

1. Click the Column Chooser icon from the right
menu.

Approval 1 v

Task descrim i

2. Inthe Manage Columns pop-up window, select a
column checkbox to modify it.

*  Use the left and right arrows to move a column
into or out of your view.

e  Usethe up and down arrows to reorder a
column.

e Click the lock icon to add a column to the locked
columns on the left side of your view.

Manage columns

Available columns Selected columns

Column name > Column name

Validation issue S ]

O Approver11D O

O Approver 1 name
O Approver 1 role

(] Employee name =]
O Approver21D

3. When you’re finished, click Save.

® MANAGE VIEWSETS

1.

To save your current page layout as a viewset, open

the Viewset menu and select Save current viewset

as...

Approval 1 v
Approval 1 ®
Save current viewset as
Rename current viewset as.. I
Delete this viewset n
New viewset

)69 4
Send current viewset

mn Concrete 08/02/2024

To send a viewset to other users, select Send
current viewset.

In the pop-up window, use the drop-down menu
to select Roles or Users.

Use the search bar to select the roles or users to
receive this viewset.

When you’re finished, click Save.

To delete a viewset, open the Viewset menu and
click the delete icon to the right of the viewset.

Approval 1 v

Approval 1

If you delete a sent viewset, it will continue to be
available to users who previously received it.
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® MANAGE QUERIES

1. To create a new query, click Add new query from the
left menu.

el »

All (25)

(® Add new query

View all results

2. Setthe Column, Operator, and Value to specify the
details for your query.

Column Operator Value

WBS phase code v Equal v 1005

3. Toadd more details to this query, click the Add icon.
*  Click AND to change the modifier to OR.

Column Operator Value

4. To save this query, enter a name and click the Save
icon.

5. When you’re finished, click Apply.

*  Close the Query Builder to view your query results.

Click the arrows in the left panel to reopen the
Query Builder and view the query details.

N

# > [Em—
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