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Tracking In-House Work (and Charges) 
 

 
CurrentTrack® enables you to carefully manage projects specific to your agency (e.g. new employee 
orientation, the company holiday party, self-promotion efforts, Sick/Personal/Vacation time, etc.). 
 
In this training document, you’ll learn how to track Tasks and record time and expenses incurred along 
the way. First, create a Client Folder for your own agency, via the Agency Administration menu (Figure 1). 
 

 
 Figure 1 

Next, open a job within the Client Folder (Figures 2-3). 
 

 
Figure 2 
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Figure 3 

 
Next, add Tasks to the job's Workback Schedule (e.g. "Order business cards for Robert" or "Contact 
caterer")(Figure 4). All active Tasks, because they bear a Status of Working, will appear on the Assigned 
Task List of the Responsible Employee(s)(Figure 5).  
 

 
Figure 4 
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Figure 5 

 
After making a phone call, placing an order, etc., file a Progress Report under the job; cc: internal team 
members (if applicable)(Figure 6). If ordering business cards for a new employee, for example, file a 
Purchase Order; track design time as well (Figure 7). 
 

 
Figure 6 
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Figure 7 

 
To track Sick, Personal and Vacation time, as well as any non-billable, agency-specific time, open an In-
House Charges job within the agency Client Folder. This can be done monthly (e.g. “May In-House 
Charges”), quarterly (“Q2 In-House Charges”) or yearly (e.g. “2013 In-House Charges”).  
 
Include at least one Working Task in the job’s Workback Schedule –- “Review charges/time” -– that’s Due 
on the last day of the month. This applies to all three jobs types listed above. You may have more than 
one “Review charges/time” Task, depending on your job preference (e.g. “Q2 In-House Charges” > 
4/30/13, 5/31/13, 6/30/13)(Figure 8). 
 

 
Figure 8 

Transfer any incurred time and expenses to your outside accounting program; archive the job. 
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