Getting Started

GECL Professional Office Series
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Entering information from older non GECL systems. 

· Try and invoice as much work as you can, then print out all Work in Progress from your older system

· Go through procedures below in the GECL software starting at Initial System Settings.  

· Enter job/client/timesheet information from the previous system (GECL may be able to help with data conversion).  There are three ways to begin using the GECL Time & Cost software:

1. Enter only active jobs, clients, and staff, and then start entering timesheet information (recommended)

2. Start entering timesheets, setting up jobs/clients/staff on the fly (good way to become familiar with the system)

3. Enter all staff, clients, & jobs first, and then start entering timesheet information (slowest, most thorough way)

Notes:   In 1 and 2, you can enter just client names on the fly, and add details later through the Address Book module.

Each job should be assigned to its respective client.  It is often efficient to enter clients on the fly as part of job entry.

Enter opening balances for Work In Progress (WIP) as timesheets dated at end of previous month.  You may use a special ‘staff code’ (eg “WIP”) for this.  Usually these are done as a single summary line for each job, using WorkCode “001”.

Often you will have several jobs for one single client.  Select the existing client record for subsequent jobs.  (The only time you should raise duplicated client records, is if you need to send separate debtor statements for large projects.)

· Print reports from within GECL to reconcile your new Work in Progress opening balances with your old legacy system

· Start entering current timesheets   (You can actually do this before finishing entering Work in Progress opening balances.)

· Do not delete your old system.  You may need to retrieve some historical data at some stage.

Preparation and Initial Check of Software Configuration Settings

· Print off the “Administrator’s Guide” located in the “Useful Goodies” directory on the installation CD.  This has a lot of useful information and tips with regard to getting started, including philosophical background and suggestions for choosing your coding schemes.  If you are going to make changes to the way it “comes out of the box” it is best to think this through carefully and make your decisions before starting to enter data.

· Run a quick check on the following options to ensure the GECL software is configured the way you want it to. 
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On the grey menu line at top, click Tools/Options/System Settings

Terminology tab - change terminology as appropriate (other settings are available but probably don’t need to be changed)

Peruse settings for:

· Licencee Details

· GST Setting

· Report Definitions

· Address Book

· Jobs

· Time & Cost

· Debtors

NB: For most new users, the default settings will be OK for getting started.  Templates (e.g. “!!!99”) are used to ensure standardisation of data entry and compliance with the code schemes you have settled on.

Useful Quick Keys

The following quick keys can be used throughout GECL Office Professional.  Use of these during data entry is much more efficient than using a mouse and menus to achieve the same thing.

	F1
Context Sensitive On-Line Help

	F4 
Add a new record (client, job etc.)

	F7
Clear from cursor to end of line

	F8
Delete this record

	F9
Pop up selection window for the current field

	F10
Save/apply current data entry window(s)

	TAB
Move forward to next input box 

	Shift-TAB
Move backward to previous input box


The F1 on-line help is particularly useful while you are learning the software.  Use it to find the purpose of data entry fields, whenever this is not obvious to you.

Enter Staff Members

It is usually most efficient to enter staff members (code, name, charge and cost rates, etc.)
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(Entering a staff member on the fly, continued…)

· Click New

· enter a new user code/name/OK

· enter /Blank password/confirm blank password (user 

based security is scheduled for a later release)

· On grey tab click Time&Cost
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Enter staff type (e.g. SURV for surveyor)

Useful Tip:  If you want staff types to sort in a certain way in invoices or reports, use numeric codes (eg 1: Principal, 2: Senior Engineer, … , 5: Drafting, …, 7: Clerical)

· Check Portfolio Holder if he/she can administers a portfolio of clients (normally directors only)

· Fill in normal hours & usual days worked 

· Fill in Cost & Charge rates  (Set the number of different rates in Tools /Options/Time&Cost menu)


· Click OK to return to timesheet

· Enter staff code or click down arrow to select

Entering Jobs (Jobs module)
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Enter job details systematically (from a printout or your manual job book) 

· Select Job type

· Enter Client (if not there, press F9,  click Add and enter lastname, firstname details 

· Enter job manager

· Watch out for completed as pressing enter here will toggle the check box on.  (If completed is checked and it shouldn’t be, click on tick or alt tab back to it 

and press space bar)

· Enter start/end date (F6, + -)

· Enter contact (used for large clients where each job can have a separate manager or primary contact person)

· On grey page tabs, click on the “Time & Cost” tab to select job further details
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· Enter time & cost details as appropriate.  Press F1 for help on the purpose of respective data fields.

When finished, click “X” in top right of window.

If you were adding a job on the fly from Timesheet entry, closing the jobs editing window, should place you back to the selection list of jobs, with the last job you added highlighted.  Click OK or press F10 to accept that job and bring it into the timesheet screen.

Entering Client names and addresses (Address Book) 
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Because the timesheet/job modules allow quick entry of client details (i.e. only name is required) you will need to come back to the address book to fill out the remaining details.   If you are systematically entering your jobs first (rather than doing them on the fly from timesheets), a good trick is to open a “View Client Details” window (an option in the “Jobs” menu tab that appears in the main menu at the top of your screen when you are editing a job) and drag it out to one corner of the screen and the jobs window off to another part of the screen, so you can easily move between them using your mouse.

Most input fields are self explanatory
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· click on options/user defined lists

· click on CoyType and make modifications in 
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 buttons or simply modify an existing code.

Entering Timesheets (Time & Cost)

[image: image9.png]& GECL Professional Office for GECL Demonstration Data M=
File Edit GECL Tools TimeandCost Jobs Locate View Window Help
GE Jobs. Job: 9878 - Cockle Bay The Strand 11 S
PR oz I
ettt Chsge Rt o | 5 5] T
Invie i

[ u

. e H

I™ Isthis afised price Job 7 Amount Invaiosd: i

I™ Does the fixed price include Disbursements 7 Invoiced Costs: [

s H
s i ot P I

Start| B Mictasoht Word - timecos..|[2# GECL Professional | (= Giecl

BBLveneT o | (G0 a5





· Select the Time & Cost module (from the GECL menu)

· Click the timesheets button

· Adjust the date as necessary for the timesheet you are entering (type the date or press F6 for today, + or – to increase or decrease the date).

· Type in staff initials or click the “show list” button.  If a staff member is not there, you can set them up on the fly by clicking on Time & Cost/Options/Staff & Other Chargeable resources as shown on the next page.  (But usually it is more efficient to add all your staff members at the very start, before you enter any Jobs, Clients, or Timesheets.)
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Under Job/Client 
on Timesheet Grid

· If known
Enter the job number/client 

· Else

Press F9 to bring up selection list 
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Click on job or client as appropriate

The appropriate pop-up selection window will appear  (Jobs selection shown here)

· Select a job or click Add to add a new one on the fly
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· Enter workcode or press space bar for list.  (Place a report of workcodes on wall for reference).  

· Press page up/page down to scroll through list.  

Press left/right arrow keys to move one by one 

· Enter Hours

· Accept or over-ride the default charge rate (the Value for the line is then calculated)

· Accept or over-type the Remarks (for some workcodes the Remarks will appear verbatim from the timesheet in the next invoice).

· Repeat steps from top of page or click apply or 

press F10 to accept this timesheet
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