What to Do Once You’ve Hired Workers
Now that you’ve hired workers for your business, you must have a way of managing them
whether they have signed on for a one time task or they are in for the long haul.
Part of managing employees involves monitoring their time and work progress to ensure that
you are getting what you pay for and that the project will be completed on time. There are
many tools and systems that can be used to monitor both concerns. I will start by going over a
few options that focus on time tracking.

Time Tracking
Just as regular employees have to track the time they spend working for an organization, the
people you hire to help you should be required to do the same for you unless they are only
working on a one-time project. Being able to track their time will help to pay them for the
amount of time they work as well as track how long it takes them to perform tasks.
There are many online tools available to help you track worker’s time and they vary greatly
between functionality as well as price. Most do offer free trials so you can test drive them
before making an actual purchase. I will go over a few here that are worth looking into.

DeskTime
DeskTime is an online system that you login to that allows you to:
- Record employee time
- Track projects
- Analyse productivity

If you only have one worker performing tasks for you as in the case of a virtual assistant,
DeskTime does not cost anything to use. If you have more than one worker, it will cost you a
minimal fee every month that will increase with the number of workers you add.

DeskTime gives you a full view of what employees are doing and when.

Out of the number of workers you have, you can view how many are working, absent, slacking or
late. It also gives you an idea of when they have arrived and what they are currently working on.

You can also get more detail on individual employees.

You can view their efficiency rate, the projects they’ve worked on and the applications they have
used.

You can store and view contact information for all of your colleagues within the DeskTime
system.

You also have the flexibility of setting key information about the employees work day.

You can set the number of hours allotted, start and end times, time zones and whether or not
the employee is allowed to stop tracking during private time such as a break.

DeskTime also gives you a multitude of reports that you can use to analyze worker productivity.

You can look at all worker data combined into one or select individual employees to be viewed.
DeskTime gives you a lot of flexibility as you can use it from any iPhone or Android device.

ProofHub
Another program you can use to track employee time is called ProofHub.

ProofHub is actually more known as a project management tool but it is also a good choice for
tracking worker time.
Within the program, you can:
- Set up tasks and to do lists
- Discussions or instant messaging through the system
- Allocate responsibilities
- create calendars to track project start and end dates as well as milestones
You can start with a free trial for 30-days and if you decide to continue using the program it will
cost you $15 per month or more depending on the number of projects you need to keep track
of. They also have more sophisticated subscriptions that will cost you more but include more
features you can use.

In addition to all of its project management tools, ProofHub gives you the capability of tracking
time and allocating time to specific projects.

Their time tracking feature allows you to:
- Track time spent on specific tasks
- Use timesheets to show proof of billing
- Create reports to analyse results

Reports can be run by project in order to track the total amount of time that was spent on
specific segments within that project.

Given its ability to manage projects, ProofHub has many features that can be used to ensure
your staff is being utilized adequately.

You can also get an overview of all of your staff and see what tasks they are working on and how
each person is being utilized.

BillQuick
BillQuick is time tracking software that also has project management capabilities.

The nice thing about BillQuick is that it integrates with other software such as QuickBooks, Sage,
MYOB Australia and Microsoft Outlook. You can also access it from any mobile device for ease of
use.
Like most of the other time tracking software, they offer a free 30-day trial so you can test drive
before purchasing anything. If you decide to continue after the 30-day trial, the cost of a
subscription starts at $14.95 per month for up to 4 users.

When you’re ready to input time, BillQuick gives you a variety of ways to do so. One way is a
standard sheet that is similar to an Excel spreadsheet.

The program will automatically calculate the total amount of hours worked for the employee. It
also gives you the capability to add memos to specific days and times and you can also add
attachments to the timesheet as needed. This may come in handy if you need to provide
documentation when billing your clients.

You can also view employee timesheets in a different format so you can see more detail at one
time.

With this function, you can view cost rates and billing rates if you are logged in as an
administrator or supervisor. Your employees won’t be able to see these numbers. It also gives
you the ability to view how much a project has cost you to date so you can track progress.

BillQuick also has a hundreds of reports that you can access to analyse results.

One report gives you the ability to view employees, their billable hours, non-billable hours,
project hours, internal hours, invoiced hours and amount invoiced. This gives you an excellent
way to view productivity and see how efficient workers are in relation to project work.
BillQuick offers a variety of programs and features to suit your needs and they do offer tailormade programs for specific industries and professions.

Project Management
It will also be important for you to be able to manage projects when it comes to those who are
working for you. Regardless of their status with your business, you will want to have a way to
track progress and ensure tasks are completed efficiently and on time.
In addition to the programs that I discussed in the time tracking segment, there are many other
project management programs available to for you to use.
Basecamp
Basecamp is a popular program used by organizations for project management tracking.

Basecamp has a variety of subscriptions to choose from that start at $20 per month. They also
offer a free 60-day trial with unlimited use and without any obligation. Their subscriptions also
include secure file storage space.

When you sign up with Basecamp, you start by inviting people to your project. This includes
employees, contractors as well as your clients.

You can control what people can and can’t see so that confidential information is kept secure.
Your clients and other parties will only see what you allow them to.

Once people accept your invitations, you can start collaborating and review your project’s
progress. One of the best ways to do this is through their Discussions section.

This gives you the flexibility to discuss your project without having to log in and out of your
email.

You can also control who receives notification of your message through their email. They also
give you the option to include parties within the email who aren’t a part of the project.

Basecamp also lets you store files within their system. Having this feature allows you to save and
share files with other project team members.

Basecamp provides you with many project management tools along with a lot of flexibility to
work with your team members. You can also create To Do Lists and customize your project
viewing screen to your own personalized settings. Basecamp is also accessible from any mobile
device or tablet.

ActiveCollab
activeCollab is another popular project management tool that you can use with your virtual
assistant as well as with other team members and clients.

activeCollab has flexible subscriptions for you to choose from. You also have the option to
access their system through a cloud-based system or have it self-hosted on your server. A cloudbased system is designed for businesses that don’t have an IT department to configure all of the
technical details while a self-hosted system will require having some knowledge for installation.
Their monthly cloud-based system starts at $25 per month and you are limited to the amount of
users and storage space. Their self-hosted plans start at a $499 one-time fee and then you can
add additional features for a higher price. You can upgrade or switch plans anytime and they
offer a 30-day free trial for their cloud-based system.

In activeCollab, you start with setting up your project’s milestones, tasks, and subtasks.

Once you have your project set up, it’s time to include members of your team.

activeCollab allows you to email those you want to invite to your project. You can also their
roles and permissions to give or limit their access. Members of your team can create their own
private tasks in order to keep themselves on track.

You can also set and view project and task milestones within the system.

ActiveCollab also makes it easy to change those milestones and inform every one of the change.

There is also a built-in calendar function that can be used to track due dates as well as schedule
events, days off or other important dates.

activeCollab also has features built-in so that you can track time and expenses and attach them
to projects as needed. It also gives you the capability of integrating time and expense for billing
purposes. You can also create reports that assist you with knowing what workers are
responsible for what projects, which will help you to spread the work evenly throughout your
team.

TrackLabor
Another project management tool that you may want to consider is called TrackLabor.

TrackLabor eliminates the need for timesheets by tracking what sites your workers visit, what
software they are using, and what files they are working on. TrackLabor offers a free 2-week
trial for any plan that you choose. Their plans start at $30 a month that will provide you with the
ability to track two workers.

The software also gives you a variety of reports to choose from so you can see exactly what’s
going on and where productivity is best.

You can view activity based on workers, activities or categories.

As your business grows, having this information will help you to determine who will be best to
keep on for the long-term and who may not be a good fit going forward.

Paying Your Workers
At some point you will need to pay your workers according to your agreement with them.
Whether it be per project, weekly or monthly, it will be necessary to set something up to
automate the process as much as possible.
One thing to note is don’t promise to pay your workers and then fail to follow through. You will
create a feeling of mistrust with your workers, which may result in them not feeling committed
to your project. This may cause them to not put forth their best effort or to stop working with
you altogether. Make sure you have the money set aside to pay your workers to avoid any
potential conflicts.
Some of the programs we’ve mentioned in this module track your workers time will integrate
that function with your payment system but it’s important that you have something in place that
will work for both you and those who work for you.
If you hire someone off of a project site, you can configure payments through the site. They will
most likely give you the option to pay workers directly from your bank account, credit or debit
card or through a PayPal account. These sites have escrow accounts set up for projects where
you can apply funds and the site will hold those funds until you release them.
This not only protects your information but also protects your workers with a safe and secure
method of payment. It protects you as you are in control of when your worker gets paid. If the
project is done to your satisfaction, you can release the funds immediately. If there are
problems with the project or the work delivered is unsatisfactory, you can hold funds or deny
paying workers until the problem is resolved.
Your workers will also have the assurance that the funds are there waiting to be released once
they complete their tasks. It gives them a sense of security from knowing they will be paid upon
completion. If you agree with your worker that it is better to pay them by invoice or another
agreed upon method, there are many options out there to choose from.

QuickBooks
QuickBooks is accounting software that can be used to pay your workers.

They have an online version of their software that will allow any worker to log in and track the
time they spend on your project. QuickBooks offers a free 30-day trial and then it starts at
around $12.95 per month. They have a variety of programs that you can fit to suit your
company’s needs.
Your workers can track their time with the QuickBooks system and apply it to their appropriate
projects. You can then pay them by their timesheet or they can invoice you as a regular vendor
would.
Keep in mind that if you pay them based on their timesheet, they may be considered an
employee by your local taxing authority and you may have to pay taxes. If you pay them as an
independent contractor based on their invoice, you most likely won’t have to pay taxes but it’s
also best to check with any tax jurisdiction that your business falls under.

PayPal
Although I’ve talked about using PayPal as an option for your shopping cart to receive payments
from your clients, it can also be used to pay your workers.

With PayPal you have the flexibility to simply send money to your workers or they can invoice
you through the PayPal system.
If you just want to send them the money you owe, you can select their Send Money option.
Once you log in to your account, select this option from the top of the screen.

PayPal will ask you for the individual’s email address and the payment information. Depending
on how much you are sending them, you may be charged a minimal fee to process the
transaction.

Your workers can also receive payment from you by sending you an invoice through PayPal. This
is done through the Request Money option and you will receive notification in your email.

They can choose to receive payments from you by choosing the Request Money option.

They can also create an actual invoice to send you via email.

Once you open up the invoice in your email, you can pay for it with your own PayPal account or
any other method of payment you have available.
Regardless of what method you use to pay your workers, make sure it is a secure process that is
safe for both you and your workers. Use trusted companies that will protect your private
information to avoid any potential problems.

Negotiating Terms and Conditions
When you hire workers to complete tasks for your business, it’s very important that all
expectations are known prior to the start of work. This includes knowing:
- The start date of the project
- What are the exact tasks to be completed
- The estimated end date of the project or due date
- How much will be paid for the work
- When will payment be made
Having all of these items decided on in the beginning will prevent any confusion or
misunderstandings once the work commences.
If you use a project site to hire your workers, most will have a way to track that both parties have
agreed on the terms set forth for the project. However, if you don’t use a project site, you may
want to have something more formal in place.
Worker Contract
To protect your business, you may want to have a formal agreement drawn up that details the
scope of your project. Having both your worker and yourself sign this document creates a
binding agreement.
This document isn’t necessarily going to be used for legal purposes but having it does hold
workers accountable to the work they do for you. It shows them that you are serious about the
work they are being hired to do and creates a commitment between the two of you.

Confidentiality and Non-Disclosure Agreements
In addition to a standard worker agreement, you may need to have additional agreements in
place depending on your type of business.
One of these agreement is called a confidentiality agreement. This is a signed agreement
between you and anyone you hire that designates that any of the work they do for you in to be
kept in confidence.
In some areas, this type of contract is also known as a non-disclosure agreement. It will usually
dictate that any work created or knowledge acquired during the terms of work are not to be
shared or discussed with anyone not associated with your company. Some agreements will go
so far as to extend the agreement to a specified length of time after work is completed as to
prevent any damage.
You would want this type of document in place if you have a product that is new and never been
seen before. You may also have a patent pending and may need to keep details private until
final approval.
As with any formal agreement, this type of document will keep your as well as your workers
protected.

In Summary
By going over the details in this module, you know have many methods to choose from to track
your workers time and progress. Most of these same tools also help to track your projects and
ensure that they are completed on time.
Putting these systems in place and automating payment to your workers will help to keep your
business running smoothly. You will also find that workers will enjoy working for someone who
makes it easy for them to keep track of their time and the amount of work they have put
towards your projects.
That’s all for module five. In the next and last module, we will be covering how to communicate
with your team to ensure a healthy team environment.
See you in the next module!

