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HOW TO SHOP FOR A 
TIME TRACKING SYSTEM 
Large and small organiza/ons track /me for a number of reasons: for payroll, to invoice 
customers or clients, to track R&D or project costs, or to report against grants or funders. 
In fact, in one form or another, !me tracking systems are found in nearly every company. 
And the market has responded with a diversity of tools offered by an incredible variety of 
vendors. How do you approach the task of selec/ng the right /mesheet tool? What are 
the right ques/ons to ask? What does a suitable budget look like? 

Facing the shopping process starts with a solid needs analysis. When you understand the 
uses for such a system in your company, you’ll beKer understand the specific needs and 
feature requirements you’re seeking. You can also measure your expected return on 
investment: are you saving hours of manual entry and tedium, or is the benefit more 
strategic, allowing you to allocate your resources and further op/mize your profitability? 

This Buyers Guide will help you understand the specific features you’re seeking, the 
benefits you’ll expect to enjoy, so you can decide what investment makes sense for your 
organiza/on. You’ll also be very well equipped to speak with vendors and be able to clearly 
express your needs, in order to arrive at a rapid and successful conclusion. 
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YOUR NEEDS 
ASSESSMENT 
The primary goal of performing an assessment is to set priori!es and outline steps 
towards achieving your goal. Using a generic example of a company that is suffering 
from a lack of insight into its own day-to-day opera/ons, we can outline what this 
process might look like for you. Let’s call our example Company X. Company X is a small 
firm with about 20 full-/me, salaried employees, and three execu/ve members. They are 
not currently using /me tracking, and there is a gap between their projected produc/vity 
and their actual produc/vity. 

Let’s start our needs assessment. 
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PHASE 1: “PRESENT” STATE 
In analyzing the present state, we have to iden/fy pain points in the current workflow. 
Since each employee has mul/ple ongoing projects, one par/cular pain point for 
Company X is that they don’t have accurate data for how much /me is being spent on 
which projects and when. Addi/onally, projects are not being completed on /me and 
management is having trouble iden/fying the cause— 

• Is there not enough staffing? 

• Is /me being misused or mismanaged? 

• Do priori/es need shi[ing? 

Employees have started pu]ng in over/me to get projects completed on /me, but are 
worried that they won’t be compensated properly according to state or federal 
guidelines. There is a general sense of concern that things are not opera/ng smoothly, 
and many people point to a lack of insight regarding /me usage as the culprit. 
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PHASE 2: “DESIRED” STATE 
Looking at the data they have, Company X is faced with a ques/on: what would happen 
to their company if nothing changes? 

Since under their current model they are struggling to remain profitable, there could be 
further nega/ve impact to their profitability and efficiency. And so the “guiding star,” so 
to speak, of their desired state is iden/fied: Company X wants to run more efficiently 
than they currently do, and return to a higher profit margin. 

With their desires outlined as such, every decision that they make will be informed 
by these goals. 
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PHASE 3: TAKE ACTION 
Now that the present and desired states have been iden/fied, the final step in the needs 
assessment for Company X is to determine the course of ac!on that can take them from 
one state to the other. 

They can start by iden/fying a poten/al solu/on: Time Tracking so[ware. A system that 
allows employees to easily log how much /me they spend on specific projects could 
create internal visibility and iden/fy where /me is best used. 

For projects with billable hours it can help the execu/ve side of Company X update its 
billing to beKer reflect the hours being put in for a specific client. If /me is being used 
effec/vely but the team is s/ll struggling to meet deadlines, then new staff can be hired, 
or fewer new projects taken on.  

Effec!ve and accurate over!me logging in a so[ware system that calculates over/me 
rates based on wages and salaries means team members no longer have to worry about 
their /me being recognized. These are just a few of the ways that Company X would 
benefit from using a Time Tracking system.  

With this poten=al solu=on iden=fied and proposed, they can now create a =meline 
for implemen=ng it. 
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CONSIDERATIONS AND 
NEEDS 
Now, your company is not Company X. Maybe your present state looks a liKle different; 
maybe your goals are en/rely different. Most likely both are a good deal more complex 
than the broad strokes used here for illustra/on purposes. But if there’s even a bit of 
overlap between your needs assessment and the example above, then a Time Tracking 
system will be a boon to your business. 

Let’s take a look at some things to keep in mind while shopping for one. 
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TIMESHEET PERIOD AND PAY PERIOD ALIGNMENT 
Any Time Tracking solu/on that you are considering for your business should be flexible 
in its ability to support any of these models in its /mesheets. If not, you may be crea/ng 
more problems than you’re solving. 

Not every company follows the same pay periods — they can be: 

• weekly (52 paychecks/year) 

• bi-weekly (26 paychecks/year) 

• semi-monthly (24 paychecks/year) 

• monthly (12 paychecks/year) 
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OVERTIME 
Properly tracking employee over/me is absolutely essen/al. 
There can be serious repercussions for not paying over/me 
as set out by the Department of Labor (or similar governing 
body if you’re outside of the United States). 

However, it’s not simply enough for your /mesheets to track 
over/me; some employees are exempt from over/me based 
on salary or posi/on. An effec/ve Time Tracking plalorm 
allows you to customize each employee’s over/me se]ngs 
so that addi/onal pay is calculated accurately and 
automa/cally per each employee. 

Your solu/on should also support diverse over/me models. 
For example, if you are based in the United States, it should 
cover federal over/me at the very least, but also California 
over/me if you’re based in the Golden State, have an office 
there, or even just remote employees in that area. Does it support custom rules? 
Over/me exemp/ons for salaried workers? The 7th Day consecu/ve rule? Does it make 
adhering to pay codes a walk in the park? 

These are the ques=ons you should be asking. 
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PAYROLL INTEGRATION 
Does your company use a specific so[ware like QuickBooks to manage payroll? A 
/mesheet that integrates seamlessly with the so[ware solu/ons you’re already using is 
the best way to go. If data such as /me spent on specific jobs, billing rates, /me off, and 
expense data is easily accessible across plalorms, you’ll save /me and energy balancing 
your books. 

REPORTING 
Reports are the best way to disseminate summarized business data within your 
organiza/on. If you’re already developing /mesheet-driven reports for your business, be 
ready to show samples of the reports you know you’ll need, and expect your vendor to 
have a solu/on for your most urgently needed reports. Are you an Excel whiz who 
frequently develops custom or ad-hoc reports? You should demand custom repor/ng 
tools in your /mesheet solu/on. 
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TIME OFF 
While it’s not an essen/al feature, having a 
Time Tracking system that helps manage /me 
off (both paid and unpaid) can make your job 
much easier. Consider looking for a system that 
allows employees to request /me off and 
managers to approve /me off directly. 

As an added bonus, automated accrual for sick 
leave, vaca/on /me, and personal days helps 
employees keep track of how many of each 
they’ve used versus how many they have le[, 
which can be a major benefit for them. And 
since the /me off requests were made through 
the Time Tracking plalorm, it will already have 
accounted for it when producing /me sheets so 
you don’t have to. 

TIME TRACKING NEEDS ASSESSMENT GUIDE

An integrated request and approval system can help 
streamline the 6me off management process.



Needs Assessment Guide – page    of.  12 18

ClickTime

TIME TRACKING NEEDS ASSESSMENT GUIDE

BILLING RATES 
Billable hours can be a headache to 
calculate, but they don’t need to be. 
Using a plalorm that supports flexible 
and dynamic billing rates, you can easily 
track how many billable hours are being 
dedicated to each client or project and 
then calculate accurate invoices that give 
you and your clients peace of mind that 
they are being charged correctly. As a 
side-effect this also makes it easier to 
compare /me and budget es/mates 
against actual figures and measure costs 
effec/vely. 

• by Task with excep/ons for certain Projects 

• by Task with excep/ons for certain People 

• by Person with excep/ons for certain Clients 

• by Person with excep/ons for certain Projects

ADVANCED BILLING RATE MODELS
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MOBILE APPS 
The more convenient /me entry is, the more prompt and accurate your employees will 
be in their /me repor/ng. Look for apps on both iOS and Android to give every user an 
effortless experience in accurately recording their /me, wherever they might be. 

PROJECT MANAGEMENT & COSTS 
For groups of employees working on mul/ple projects simultaneously, it’s vital to 
understand how costs should be allocated across projects and ac/vi/es. Time Tracking 
gives you insight into how much /me is being spent and on what, so you are empowered 
to direct your team to make the most of their /me and yours. 

Understanding how project expenses are being incurred and where work hours are 
being spent gives you control over your enterprise and visibility into your cost rates. 
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APIS AND INTEGRATIONS 
More sophis/cated users will expect to /e their systems together, using their technical 
staff to code against product APIs, or use “glue” applica/ons such as Zapier or Azuqua to 
accomplish a similar result. 

This is the best way to get the very most from your investment once you’ve taken the 
/me and care to configure a system and your users have begun to enter /me data. 

You should find every way to exploit connec=ons between your =me tracking system 
and ERP, CRM, HR, or BI tools. 
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RESOURCE PLANNING 
If you take all of the above and factor it into your choice of Time Tracking plalorm, you’ll 
have selected a powerful tool for resource planning. By gaining visibility into how your 
employees spend their /me, you’re beKer able to understand exactly who is available to 
work on new projects. By accoun)ng for )me off and leave in the very same tool, you can 
see how resources need to be shi[ed around to make sure projects stay on track.  

You can make more informed 
decisions before approving over/me—
for example, is it beKer to pay Person 
A to stay late to complete a 
deliverable if Person B has the /me in 
their schedule to help out without 
accruing over/me? 

A Time Tracking system lets you 
perform resource planning with 
confidence and ease. 

Resource Planning allows businesses to plan employee hours, increase 
u6liza6on, understand hiring needs, and maximize profitability.
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VENDOR EXPECTATIONS 
REPUTATION, SECURITY, UPTIME 
In today’s world of so[ware startups, it’s perfectly reasonable to ques/on your vendor’s 
likelihood of survival and con/nued performance in years to come. Seek out companies 
with a mul/-year track record, high levels of con/nuous up/me, and the security and 
compliance features you’ll need. Ask about financial stability and whether they are 
profitable or burning through their available cash. 

Be sure your vendor is GDPR compliant (especially important for companies with any 
staff in Europe) and has an exemplary security record. 
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SERVICE AND SUPPORT 
Each of us has had the experience of the product bought with high expecta/ons, only to 
give way to disappointment and failed promises. When shopping for any so[ware 
solu/on, bring clear and demanding expecta/ons to your vendor: 

What does the onboarding and training process consist of? Who will be conduc/ng it? 
Can you speak with them in advance of the purchase process? 

Is technical support available to every user, or just to named administrators? 

If more extensive integra/on or data manipula/on is required, does the vendor offer a 
Professional Services team who can facilitate the work? 
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CONCLUSION 
Having considered this Needs Assessment Guide, you’re now in an excellent posi/on to 
start speaking to vendors and planning your implementa/on. You’re armed with the 
terminology, concepts, and service expecta/ons which will make you a savvy and 
informed customer. 

Addi$onal Resources 
• Download a Time Tracking Features Comparison Worksheet 

• Get a personalized Needs Assessment Demo for your industry

ClickTime makes it easy reduce costs, increase project visibility, and stay on budget 
— with easy timesheets. Sign up for your free trial today!
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https://get.clicktime.com/vendor-comparison-worksheet-download/?utm_campaign=needsguide
https://www.clicktime.com/demo?utm_campaign=needsguide
https://get.clicktime.com/vendor-comparison-worksheet-download/?utm_campaign=needsguide
https://www.clicktime.com/demo?utm_campaign=needsguide
https://www.clicktime.com/forms/free-trial?utm_campaign=needs-guide&utm_medium=ebook&utm_source=resource&utm_content=about-inline

