Intro to TIME/ACTIVITY Reporting on BIGTIME.

\ Pat Tessmer
BIGTIME
O @ O aony, o Atfic, Inc There are different options for setting up BigTime so that it can be customized for
BigTime is from Edison' Atic your needs. CCADV does functional accounting which captures the main areas
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These function areas are called “Classes”. As you can see, CCADV not only has Classes, but also several sub-

classifications under some of our Classes. The highlighted areas are for bookkeeping purposes and when tracking

time and activities, staff does not bill to those classes (although Lee, our business manager, might). If you would

like more information on those particular classes, we can arrange to have Lee put together some information on that

for you.
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Our Labor Codes capture the actual activities that we engaged in during the time period and is entered WITH the
specific class that reflects that area of work under which the activity was performed. Below is a sample of the labor
codes that we use. Time and activity is tracked by the labor code (captures the activity — what we actually were
doing), the class (which is most reflective of the area of work, the time spent and a very brief note that goes with
each entry). This is all entered under the grant which is funding that work for each individual. Every time you
make an entry, it pre-populates the next week’s entries.
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This is a screen shot of my home screen. You can see by the tabs that BigTime has the capacity to perform multiple
functions that have many useful applications. At the DOT - Part I, I showed you a quick grant report that I ran for

my quarterly report and what one of my time sheets looks like.
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some of the basics and
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please let me know.
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