
THE DEFINITIVE TIME TRACKING
SOFTWARE BUYER’S GUIDE

Everything your company needs to know to make the best 
decision on your time management software investment. 
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It’s time to start managing time better
Your business is at a crossroads. You can continue doing things the same way with paper processes, 

but you know you that won’t scale with your business (and you think you may be losing money in the 

process). You aren’t sure you’re ready to invest in software solutions because there is a lot to learn, and 

aren’t certain what you should be looking for in a solution, or what to ask potential vendors.

Let us guide you.
We created this eBook to help you understand the ins and outs of time management software purchases: 

what to look for, what to think about, and how to pull your buying team together so you’re all on the 

same page.

How to use this guide.
Read through this eBook page by page, or jump around, using it as a resource at every step of 

the buying process. We’ve provided helpful links throughout. Feel free to share this resource 

with your team or keep it for yourself to make sure you’re empowered throughout the process. 
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What to look for in a time management software solution 
(and company).
Welcome to the world of software. You’ll quickly find there are many choices out there for you. That’s 

why it can be hard to know what to look for, or even what to ask each vendor. Here’s where the fun 

begins—but it begins offline, or at least before you head online. 

Gather your data and mindshare.
The beginning of your search should start with an internal review of your current processes, 

an employee evaluation of pros and cons of the current system (if possible), and a survey of 

heavy users, uncovering what features they might need to feel confident in a new solution.

Step 1: Review your current system or process. 
Questions to ask:

What do I like most about the current system or process?

What do I like least about the current system or process?

How efficient is the current system I am using?

What features of my current system would I like to see in my new software system?

Are there any other systems or processes connected to how we manage time that we need to consider?

Step 2: Ask around. 
Include your accounting team, field team(s), project managers, superintendents, office managers, and 

anyone who is currently involved in your time management processes. Get their open and honest 

feedback on your current system. Be sure to ask them a few pointed questions:

How long does it take to manage timecards (and/or payroll) currently?

What about our current system or process do you like?

What about our current system or process do you not like?

What part of the process is costing you the most time or patience?

What features or processes would you like to see in a new software system that helps you manage time?

What obstacles would you foresee in implementing a new solution?

Do you have any reservations about implementing a new software solution?
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Gather your data and mindshare, continued

Step 3: Gather your data. 
Before you head online to talk with any software vendors, be clear on your business and 

your  business goals. This will help you and your potential software vendor determine  

the best software solution for your needs. Throughout the process, there will be a lot of 

information gathering on both sides, and software teams will need to dive into your business head 

first to understand if their solution will fit your company.

Here’s a few things you should know:
• Your current business goals for purchasing the software.

• Milestones or big events are coming up that you might need the software for (large projects

or fiscal milestones).

• How many users (and their roles) you intend to have interacting with the software.

• Current productivity issues: how long does it take to manage time cards or payroll, how much are

you spending on things like paper or paper storage.

• Your current data security systems (or protocols) in place.

• Any necessary software integrations to think about (think: Quickbooks, Sage, Viewpoint, etc.).

• What current software you are using (and if it is proprietary, how it was built and if the

developer still works for you).
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Put together your needs list and start the hunt. 
Once you’ve gotten feedback from your teams and aggregated all your important data, it’s 

time to make a list and start your online search. Here’s a sample list of features or processes 

companies like yours will want to make sure are included in your time management software:

REAL-TIME INFORMATION CAPTURE

GPS Map oversight providing clock-in and clock-out locations relative to a company-determined geofence

Field notes to capture essential details by voice, text, or picture.

SOFTWARE MOBILITY

Access to your data and systems via phone, tablet or desktop wherever you are

Offline data capture with in-network sync capabilities

ALERTS AND NOTIFICATIONS

Clear audit trail of user edits

Time card approval and reminder notifications

COMPLIANCE & SAFETY

Audit history and acceptance/compliance capture

Compliance assistance at clock-in and clock-out

Photo ID capture (for secondary ID confirmation)

Geofencing allowing you to set a perimeter around a job site

DASHBOARDS AND REPORTING

Dashboards with time card summary screen for quick review 

Real-time reports

Overview of all your job sites at a glance

EASY TO USE AND IMPLEMENT

Custom permission levels

Automatic time card approval workflows and processing

Ability to close past pay periods to avoid future edits for accuracy (with permission-based editing in case edits 
do need to be made)

Ability to send activation codes (and enable and disable mobile devices)

Ability to categorize employees, locations and cost codes

Individual clock-in/out (as well as allowing a supervisor to clock in a crew)

Easy to navigate pay period filters and categorization

Quarantined time screen 

Quickly view, edit, and approve employee time cards

Time card exemption review and corrections

Bulk time entry

Employee time card views to allow them to track and understand their hours

GOLD-LEVEL DATA SECURITY

Highest standard password encryption methods

AES 256-key gold-level data encryption

PRODUCT UPDATES & FAST, FRIENDLY SUPPORT

Web-based or cloud-based services (we’ll talk more about this later)

U.S.-based, expert-led support through multiple channels (chat, email, phone)

EASY INTEGRATIONS WITH YOUR PREFERRED ACCOUNTING SOFTWARE

Ability to connect your time card data to your accounting software

Two-way sync capabilities to reduce double-entry
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Determine what solutions fit you best, and evaluate your software vendors 
before talking to them.
You’ll have a wide range of options as you begin your search, so after understanding your current needs, 

take the time decide how each service will support your current (and future) needs best.

Do you want SaaS (Software as a Service) or On-Premises—and what’s the difference? 
We strongly recommend SaaS solutions. But in case you want to understand the differences, here they are:

On-Premises ERP (Traditional/In-House/On-Site) consists of servers, located at the company’s 

physical site, and software purchased from an ERP (or other) vendor. The company’s IT staff 

works directly with the vendor to install, implement, and maintain the software, with on going 

maintenance support. The software is overseen and managed by the company.

• Dedicated, on-site servers

• Company-owned and maintained servers and software

• Controlled and managed in-house

• Licensed software for multiple users

• Internal IT database administrator

• Upgrades and backup systems handled in-house

• Upfront capital investment

SaaS is a turnkey solution that features a subscription model whereby a company pays a monthly 

or annual fee to use the vendor’s software. There is no back-end computer hardware with this 

solution. SaaS is generally multi-tenant and data still belongs to the user; it’s just managed by 

the vendor.

• Lower upfront infrastructure costs

• Subscription-based

• Renting a server vs owning

• Flexibility to accommodate future growth (easily scalable)

• Vendor manages hardware and software maintenance and 
updates

• Increased digital security measures through software 
provider 
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Start your search with Google or Bing.
When you do a Google search for time management solutions, time card management software, or Job 

clock apps, you’ll have a list of results that appear. Up top, you’ll see Google ads (you’ll see a tag that says “ads”). 

Companies are paying for those spots, and frankly, they are companies vying for your business. That’s one 

first way to start your search.

Then look down the page at the “organic” results. This is a really good place to begin as well. These 

companies aren’t buying those spots, they are ranking higher because they have proven to Google that they 

provide the service you are searching for, and because their website has enough visitors and links to and 

from their site that they are considered qualified, legitimate service providers. 

Software evaluation sites:
The use of third-party software review sites are 

helpful in your initial searches. They provide 

verified reviews of software users who rate their 

service and provide feedback. Each user has the 

ability to comment and recommend.  

Sites like Capterra and Software Advice 

are great tools to use to get a sense of true 

customer experiences. One important thing to 

remember though is that software changes fast, 

and you’ll want to make sure the timestamps on 

the reviews are within a 180-90 day timeframe 

for accuracy in product descriptions and 

functions. 

https://www.capterra.com/
https://www.softwareadvice.com/
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Visit company websites
Get to know the companies you are evaluating. Read through their websites and become 

acquainted with their style and services. Things to evaluate:

• Have they been in business long?

• Are they specialists in construction and/or your area of construction?

• Do they have testimonials and case studies?

• Do they list their features and application functions?

• Are they mobile?

• Are they SaaS or on-premises?

• Do they have U.S.-based customer support to help you train or troubleshoot (and how can you reach that

support)?

• Do they integrate with accounting software (and which ones)?

• Do they provide customer software development?

• What, if any, costs are listed? And do they reflect the full complement of fees you’ll pay?

Once you have a good understanding of the vendor, narrow down the groups you think might be a good fit 

to three. Then contact them to set up a demo. Allow each company to vie for your business by developing 

a personalized demo to show you the value of their service(s), and the features of the product. This is an 

important step.

If you don’t get a company representative on the phone, or dive into a product demo with them, 

you won’t know what kind of partner they will be for your company!

Making a one-on-one connection will be key for you to understand how they communicate, and ask the 

tough questions, such as, “How often do you update your software?” and, “How can I get in touch with 

customer support?”

!
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What to avoid like the plague.
Here are some of the hidden traps in purchasing software. You’ll want to make note of these and 

avoid companies who practice these methods:

Not talking to a representative. There are free trials everywhere, but what they don’t tell you is how they are 

going to work with you on a human-to-human basis. 

Outsourced customer support. If the team is not in-house, they probably aren’t experts on the software. This 

means you probably won’t get the service you need when you invest in a software solution. Also, if support 

is not U.S.-based, you might have to suffer support hours that don’t work for you, or support staff that aren’t 

invested in your success.

On-premises solutions. In this digital age, on-premises solutions chain you to your desktop computer. But 

you’re on the go, and you can’t afford to waste time with a software solution that was not designed to be 

mobile.

Too many bad reviews. Read the reviews. No product will be perfect for everyone, but good or bad, you’ll get 

a sense of how a company works with their customers. We live in a socially-connected world, and people are 

sharing their experiences. Those are signs of what you can expect from working with a vendor.

Version-based software (i.e. not Software as a Solution—SaaS). Solutions that require you to purchase 

updates will cost you a lot of money over time. Version software (like what you have on your smartphone) 

will only work for so long before you’ll need to update, and sadly, most times when a version is sunsetted, 

you’ll find more bugs, with no fixes available because the company will no longer support the old software 

version. In order to upgrade your software, you’ll need to buy the next version. We suggest you AVOID this 

scenario. 

SaaS allows you to always be working on the latest software edition because it is constantly being updated 

automatically. Plus, you’ll have the benefit of gold-level data security, a huge plus.
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Questions to ask your potential software solution.  
(Print this out!)

Recommended Questions: 

1. How long have you been in business?

2. How did your company get started?

3. What types of companies do you work with?

4. What size businesses do you work with, and what portion are small and large?

5. How often is your software updated?

6. What are your current Service Level Agreements (SLAs)?

7. Is customer support an extra fee?

8. What are your customer support hours and how can I get in touch with support if I need help?

9. Can anyone ask for help, or are there only designated users who can contact support?

10. What are your seat license options?

11. How long is a typical implementation based on my company size?

Custom questions specific to our business:

1. 

2.

3.

4.

5.
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Getting ready to make a move
Now that you’ve done your due diligence, it’s time to start moving towards your purchase decision. This 

is when you’ll want to gather your buying team. If you are a medium-size or large business with 50-100+ 

employees, your buying team is an important component of the process. Each member of the team will 

have a specific goal and potential obstacle to overcome when implementing a new software solution.

Typical users:

IT Manager/Director.
Your company may or may not have an IT manager or director. If you do, or have a contractor 

managing your systems, they’ll likely want (or need) to know a few things about the software.

A few things they will need to know:

How easy is implementation?

Do they have U.S.-based customer support for any technical or product use issues?

Will we need to purchase any hardware?

How much data will the software need to run?

How secure is the data?

How easily does it integrate with other systems?

Will they have to manage passwords?

Potential blockers:

The system is too complex or implementation will take too long.

The system requires manual updating.

The system requires too much storage data (think: additional servers) and ends up costing you more in 

the long run.

It requires special hardware or machinery to run effectively.

Poor customer support will cause you aggravation down the road.
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Accountant/Controller.
Anyone who collects and processes your payroll will want to review the system and make 

sure it will be easy to use and reduce their workload, and the data will be traceable. 

A few things they will need to know:

Does the software integrate with my preferred accounting software?

How accurate will the employee clock-in/clock time stamps be?

Does the software identify users in two ways (not just a PIN) to reduce buddy punching?

How fast will the data be delivered to me to me to begin the payroll process?

Are there reminders or alerts for team members to approve their time cards?

Will the process be easy to follow?

Potential blockers:

Software does not update automatically.

Software does not integrate with preferred accounting software.

Users cannot easily be managed, grouped, or identified.

Data doesn’t flow automatically from one system into another easily.

System purchase will still require double-entry.



14

Project Manager, Superintendent, or Site Foreman.
The heaviest users will be the guys or gals in the field managing the on-site teams. With 

multiple locations and job sites, it will be important for these users to have a system that 

helps them keep track of people when they can’t be there.

A few things they will need to know:

How easy will it be for me (or my team) to punch in and out of a site?

How can I be sure there won’t be any buddy punching?

Will the system automatically send the time card data to payroll (or will I have to manually sync/upload 

our time punches)?

Is the system mobile (i.e. accessible via app or browser-based device) or is it on-premise?

If the system is app-based, what happens if I or my crew loses cell service?

Can I punch in a group of workers at one time?

Does my team need to have any special keys or phone/tablet apps to use the system?

Will this system allow me to view multiple job sites at once?

Do they have U.S.-based customer support for any technical or product use issues?

Potential blockers:

Software is not mobile.

Cannot easily manage the clock-in/clock-out process.

Information does not automatically get saved or updated.

Data does not easily get sent to the payroll personnel.

Software is too complex and field employees won’t use it.

Poor customer support will leave me helpless in the field.
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VPs and C-Suite decision-makers.

A few things they will need to know:

Will I be able to access detailed reporting on job costs and productivity?

Will this software investment help me reduce my compliance risks?

Will this technology increase compliance on our job sites?

Can I gain insights on leading and lagging indicators for the business?

Can I have an overview of all my job sites in one dashboard?

Will the software integrate with other digital software investments that we need to run our business?

Will my teams find it easy to use and simple to implement?

Potential blockers:

Ineffective tracking and reporting.

Complex implementation.

Poor or unreachable customer support.

Does not ease compliance concerns.

Complex software upgrades or having to pay for software updates to keep the system current.
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Set up a meeting to get everyone on the same page
Before your software demo, set up a quick meeting to get your entire buying team on the same page. 

Determine your desired outcome and the questions you feel are priorities. If a second demo or meeting is 

needed you can schedule it after your initial demo is complete.

Getting your buying team together is an important step! 

Mid-size to large businesses will benefit from collaboration and a collective buying process. In our 

experience with similar companies, skipping this step has cost them precious time and money, either 

delaying the needed software investment, or increasing the implementation time (and in turn reducing 

time to value). 

Ease into change and set yourself up for an easier implementation.
Every person (and company) has some fear of change. And this can make or break your software buying 

decision as well as your ability to successfully implement a new solution into the company. To help calm 

fears, here are a few tips to use when implementing change.

Explain why.
There is power in the word “because.” In fact, behavioral researchers have tested the usage when asking 

for favors finding that having a reason (no matter the corresponding factors) is often enough to promote 

change in the recipient. 

Allow your teams to share their concerns.
Your team will appreciate being “heard.” Many times you’ll uncover a potential problem that should be 

addressed prior to implementing a new solution, making your pre-purchase communications sessions 

more powerful. But even if in the end your team isn’t on board with your new solution, feeling heard does 

help allay internal concerns and let them know you have their best interests in mind.

Listen. Reinforce. Address.
Your team holds a wealth of knowledge, and you’ll want to leverage that as you move forward with 

purchasing and implementing a new solution. The more feedback you get, the more informed you’ll be in 

how to implement the new solution. 

Make sure your infrastructure and processes can handle change at this time.
Timing is everything. Before preparing a systems change, you’ll want to make sure you’re not taking on too 

much at a complex time. Have you just started a big new project? While you should be aware that there is 

never a perfect time, be sure you’ve addressed any major implementation obstacles before you buy.

!
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