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Atlantic Global’s Practical Guide to Implementing an Effective Time and
Expense Management solution

In this guide, we look at some of the common benefits you can achieve through automating your timesheet and
expense capture; how significant cost savings can be achieved and how your organisation can potentially improve its
bottom-line. We focus on everything from the basics such as home-grown vs. dedicated solutions, client installed
software vs. Software as a Service (SaaS), through to the more complex areas of tax credits and automated client
billing.

Using real client case studies, we highlight some of the key benefits of Timesheet and Expense Management
solutions including:

Improved Project Cost Control

Increased Resource Utilisation

Shorter Billing Cycles with Improved Cash Flow
Receive Tax Credits on R& D Expenditure

Reclaim VAT on Business Expenses

Reduce Reporting Timeframes

Eliminate data entry errors and improve data quality
Deliver projects on time and too budget

Reduce Billing Rejection Rates

Reduce expense costs per employee per annum

To complete the guide we present our Top 10 recommendations for implementing an effective time & expense
management solution.

http://www.atlantic-ec.com

ondemand@atlantic-global.com




Atlantic Global OnDemand

Contents
Paper-based, Excel or a Dedicated SOIULIONT .........uviiiiii it e e e ecrre e e e e e e e st ae e e e e s eerntbaeeeeaesenanns 5
Client Installed vs. SOftWare @s @ SEIVICET .......eiiiii ittt et sb e st e st e e bt e e sab e e s bt e ebeeesneeesabeeeaneeennneas 5
Centralised Timesheet Administration or Individual EMPloyEe ENtry? .......eeeiiiieiiiiiieee ettt eeeirreee e e 6
Does your time & expense management process promote COMPlIaNCe? ....cc.cevieiierierieieenie e 6
ElMINAtiNG data @NTIY @ITOIS? .ooiiiiiiie ettt e e e st e e et e e e ettt e e e e abeeeesassee e e nbeeeeessaeeeanstaeesanseaeeannseeeeanses sarenas 7
Controlling access t0 FINANCIAl DAt ....cccceuiiiiiie i e e e e e et e e e e s e s s ba e e e e e e s e s nnbtaeaeeeesannssrenaeaeeann 8
Hide complex functionality from N USEIS..........uiiiiiiii ettt ee e e e e e e eee e e e e e s e s atteaeeeeeesaasssaeeeeaeesnnnes 9
Selecting the correct Timesheet ENtry USEr INTEITACE .....uuiii ittt e e e trae e e e e e e e eatraaeeeas 10
(DT 1 =T o i T 1T o T=T= Al = ] AU UPRUU PRIt 10
(O T (ol T g ToT g =TT Al ) 4 Y SRR 10
LT g LT Y = T g == o 1 =Y o U URR L 11
(00T 0 g] o] =T oI DT o1 o To - e SRR 12
WOTK SCREAUIES. ...ttt s e st e s bt e e s ab e e s abeesabeeeamteesabee et esseeesnseesabeesneeesaneens 12
Capture and Control all PE0PIe and ProjeCt COSES .....uuuiiiiiiiiiiiiiiiieee e ettt e eeeritree e e e e eeestrreeeeeeeeesabaseeeeeeesenanrsaaeeeas 12
Can the system cope with different Charge Out MeChaNiSMS?.....uiiiii e e e e e araeee s 13
Resource/Role SPECIfic CharZe RAES ....cuiiiiiieciee ettt ettt et e e e e vt e e et e e sbe e s beeebeeesaseesabeesabaesasesesaseesasenans 13
Y ULt o L= 2 | A= O o SRR 13
ClieNt/ProJECE SPECITIC RATES ....vviiirieetie ettt ettt et ete e et e e et e e et e e eteeeeteeeesseeeaseesnteeensesessaeessseesntesenseeessseeans sns 14
ACHIVILY BASEU CNarZiNg. ... eiiiiiiie et iee ettt e e e st e e e e e e e et e eeeeeeeeeststaaeeaaessansssaeeaaassaassssaaeaaesssansnss seeennnrrnns 14
Ensure your Expense Management process delivers @ FETUIN .......cocccuvveeiie i ettt eeerrrree e e e e eeeatareeee e e e 14
Reclaim VAT on the petrol element of the MiIleage rate ......c..eeovciiii i e e 15
Accurately Re-charging EXpenses t0 YOUI CUSTOMEBIS.....cccuuiiiiiiieeiiiiieeeeiireeeeitteeeestseeeesasseeesssseeeessseeessssseessnssneenns 15
Eradicate unnecessary or avoidable EXPENSE .......uuiiiieii it e e e et e e e e s et e e e e s e et ra e e e e e e e nrarraraees 15
Ensure projects are delivered on-time and t0 BUAZET..........uviiiiii i 16
oY =Tor 2T o Fd A I = Yol T o V= UUR PNt 16
oY [<To f e o =g F e N = Tol (1o V=T UPRURUP PO 16
Recharging Time & EXPENSES 10 YOUI ClIBNTS....cciiiuiiiiiiiiie e ccieee ettt e ettt e e e etre e e e e ta e e e sataeeesbteeesenbaeeesantaeeesseneannns 17
Integration to Finance and ACCOUNTING PACKAZES ... uuiiii i e e e e e e e e e e e ae e e e e e eeaes 17
Y T o TV N =X o 2SR 18
IMPOI/EXPOIT ROULINES ....cvveeveeeeetiectee ettt ettt e et e eetee e te e et e eeteeeeaeeeeateeeesesessseesaseeeseeenseeesnseesnsesenseeessseestesen sesseeenns 18
WWED SEIVICES ..ttt et et e s bt e st e st s et s et e s et e s et et e et e e bt e bt e bt en s eare e n e e n e e ne e neereens 18
Implementing a successful APProval MECHANISIM........iiii it eeeestrre e e e e e e e e eabreaeeeeeesaarsreeeeeeeenns 18

3 nand@atlantic-global.com
://www.atlantic-ec.com



Atlantic Global OnDemand

FaN T o g )Y LI =T 0 1T o PSP 19
PN T o g2V AV A Y1 oY1 11 A RSP 19
[ oo UL =T @eT 0 0] o] 1 F=1 s Lol IR PR PURURP 19
Measuring Organisational PEITOIMANCE .......c.uiii ettt et e e et e e e etee e e et e e e e sbtaeeseabaeeesastasaesseeseeansenaeanns 20
(811 T Ao o O PSPPSR UPTOURR PP 20
Lo Yo 0T 4 Y71 A PSRRI 20
oY1= o111 4 2SRRIt 20
[ €o =4 =TT P PSSRSO PRTRPPPPPPPPPPPPIR 20
Real Time ManagemeENnt REPOITING ....cccciiii et e e ettt et e e eetee e e et e e e e ebaeeesettaeeesbeeaeeenbasaesastasaesasseeseasanessnssenansnns 21
CONTEXE SENSITIVE REPOIES .ttt ettt et e e ettt e e e e e s abb et e e e e e e s asbbeeeeeeeesaasbbeeeeeesesannss aeeeanan 21
BT gl oTeF- e I Y=Y o Yo Y £ U PPPPPRR 21
OIS o]0 I 3{=T oo o a1 =] PP UPPPPRTPPPPTRN 22
{25 oTo] o =T o Yo X3 PP TP U TP SROSRORPRPPPRPPPPIR 22
TOP 10 IMPIEMENTATION TIPS .utiiiiiiiiieiiiiiie ettt et e e et e e e et e e e stte e e e sabae e e e tbaeeesasaeeeeassaeeeessaeeaasseeeeansseesesnstaesanss sensenas 23
O L0 1ol = 1V o T U LY YN 23
N oo Yo o] F=R 3 = g To I W EY =T g @o T o o o] [ - o o] SO PSPPSR 23
3. FOCUS ON Data QUANIEY c.uvveeeeiiiie ittt ettt ettt e st e e e e e e st e e e s sabte e e e s beeeeessbaeeeanssaeesnsseaeeassaeeeans sennnsenas 23
4. Ability to track Time, Cost, Expenditure and REVENUE ........ccuiiiiiiiiiiiiiiie et e e e e s e e s sstae e e s snsaee s 23
5. Comprehensive Real Time Management REPOITING ......uiiiiciieiiiiiee e ccieeecciee e erite e st e e s evre e e esataeeesrtaeeeesaaeeenes 23
6. SIMPIE 1O IMPIEMENT.....eiiiiieee e e et e e e st e e e e e bt e e e s e aateeeeaabaeeeesseeeeanssaeesnssaeeanssaeean seeeennrenas 23
6. Cost Effective and will deliver a Positive Return on INVeStMENt ..........cocuiiiiiiiiiiereeeesee ettt 24
7. The Supplier can add vValue t0 the BUSINESS.....ciicuiiiiiiiiiie ettt et e e s see e s s saee e e s sbteeesssbeeesssseaeessnnes 24
8. Provides additional functionality with minimal impact 0N COSt .......iiiiiiiiiiiii e 24
9. Dashboard DrivEN APPIrOACH .....ciii ittt ettt e et e e e st e e e sebtaeeesbteeeessbeeaesastaeessnseeeesansaeeesnssaeassnss 24
10. Clear Upgrade Path and Product ROAA IMap .....ccecuuieieiiiiie ettt e ee e e evee e et e e e abae e e s aaa e e e e anaee e ennreeas 24
30 Day Trial of Atlantic GIobal ONDEMANG .........ooocciiiiieciie e e et e et e e e eae e e e e sbae e e easeeeeesbeeesanteeeeenseeens 25
About Atlantic GIODal ONDEMEANG ...c..eiiiiiiiiie ettt sttt sttt et e et e e bt e be e be e beesbeesbeesbeesaeesanesaeeeane 25
Timesheet & EXPENSE Man@gEMENT ... ..uii ittt ee ettt e st e e st e e s sbe e e e saabeeessasbeeesansseeesanseeeesnsseeessnsneeenn 25
o T 1=To Y Lo =0 4 d 1= o) AT PP UPPPR 25
o) =Totdl o g {o] [To TN 1Y FTaF: T=L=T o o T=T o | A ST 25
Customer Relationship ManagEeMENT ........ceiiiiiiiiiiiiee ettt et e et e e e e ette e e e st e e e e ateeesensteeeesnbaeeeensteeesansees 25

ondemand@atlantic-global.com

http://www.atlantic-ec.com




