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relatia time & billing installation guide

I nstalling Relat ia Time and Billing

Prerequisites:

1. GoldMine®  5 (or greater)

2. Microsoft  I nternet  Explorer 5 (or greater)

3. Microsoft  Excel 97 (or greater for Met r ics Console and reports)

You m ust  have fully installed GoldMine®  version 5 on all workstat ions

and verified sat isfactory operat ion. Most  im portant ly, GoldMine's

synchronizat ion m ust  be working properly between all workstat ions.

Relat ia Tim e and Billing uses GoldMine's database to store it 's records

and relies on synchronizat ion to m aintain them . GoldSync can

autom ate the process of synchronizat ion and is highly recom m ended.

GoldMine®  can run on both dBase and SQL databases. Relat ia Tim e

and Billing has been developed to run against  both the nat ive dBase

and MS SQL7 databases. There are som e custom  configurat ions of MS

SQL7 and GoldMine®  that  will not  work with Relat ia Tim e and Billing.

Specifically, having m ain tables located outside of SQL ( i.e. as dBase

tables)  will result  in a failure of Relat ia Tim e and Billing. All tables

norm ally located in the GMBase and m ain contact  directory MUST be

resident  as SQL tables. We understand that  it  is possible to custom ize

which tables are hosted in dBase and which are in SQL, but  Relat ia

Tim e and Billing cannot  operate in those environm ents.

The second requirem ent  for Relat ia Tim e and Billing is the installat ion

of Microsoft  I nternet  Explorer 5 (or greater) . I E5 installs several

com ponents that  are required by Relat ia Tim e and Billing. You do not

have to use I E5 as your preferred browser. A m inim um  installat ion of

I E5 is all that  is needed by Relat ia Tim e and Billing.

The third requirem ent :  Microsoft  Excel is necessary to run and display

the business m et r ics report  and to display custom  reports.

After you have verified proper operat ion of your GoldMine®

environm ent , you m ay proceed with the first - t im e installat ion of
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Relat ia Tim e and Billing. This step is sim ilar to an adm inist rat ive

installat ion in which you install the software, enter the m aster license

code(s)  and establish som e defaults for all users. You then synchronize

those changes to all workstat ions and proceed to install the rem aining

users. Because you have synced the m aster license(s)  and opt ions to

the rem ote users, they will not  need to enter license codes, setup

system  opt ions or define resource costs and custom  charge codes.

First - t im e installat ion can take place on any workstat ion (networked or

rem ote)  provided it  can sync it 's database ( in the case of a rem ote)

and the user has Master r ights to GoldMine. We do not  recom m end

using the GoldMine Master  account  for this purpose.

Relat ia Tim e and Billing is delivered as a self-ext ract ing executable

which will unpack it 's setup files into a tem porary directory which you

choose. You will also need the License Code and Key that  was em ailed

to you when you purchased Relat ia Tim e and Billing. I f you are

evaluat ing the product , you m ay leave the License Code and Key fields

blank to create a 16-day 1-user dem o license.
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First - t im e installa t ion:

1. Run the Relat ia Tim e and Billing self-ext ract ing executable ( it 's

called RTBI nstall.exe) . Choose a tem porary locat ion where

you'd like to save the setup files. These should be saved on

your local hard dr ive, not  a network resource. Choose 'Finish'.

When the files are successfully ext racted, it  will launch the

setup program . I f certain operat ing system  files are not

installed or up- to-date, the setup program  will install or update

them  and ask you to reboot . After reboot ing you will need to

launch the setup program  again from  the tem porary directory

you chose above (or run RTBI nstall again) .

I n setup you will be asked to read and accept  the license

agreem ent . You m ust  agree for the software to be installed.

Next  you will be asked where you'd like to install Relat ia Tim e

and Billing. Choose a directory on your local hard dr ive. Finally,

the setup program  will copy all files to the appropriate

dest inat ion. You m ay be asked to reboot  if certain support  files

were updated.

2. Login to GoldMine®  as a user with Master r ights (  not  the user:

MASTER ) . Leave GoldMine running in a norm al window on the

screen (do not  m inim ize it ) .

3. From  the Windows Start  m enu, click on Program s -  Relat ia TB -

Relat ia TB I nstall

4. You will be not ified that  no regist ry set t ings were found and

that  Relat ia Tim e and Billing will create them . You will also be

asked to ensure that  GoldMine®  is displaying the contact

record of your com pany. I f your database does not  have a

contact  record for your com pany, please create one at  this

t im e. This inform at ion is needed to display your com pany's

nam e on reports and charge sum m aries. The next  dialog box

will offer to m odify the current  GoldMine database. These
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m odificat ions will allow the full capabilit ies of Relat ia Tim e and

Billing to becom e available. The m odificat ions are accom plished

through the use of GoldMine's synchronizat ion facilit y and will

have no effect  on it 's day to day use. However, please be aware

that  the database will be autom at ically rebuilt  following this

step and could take a substant ial am ount  of t im e to com plete

depending on the size of your database and the equipm ent

available. This step can be skipped and perform ed at  a later

t im e. However, this step is crit ical and m ust  be perform ed to

allow Relat ia Tim e and Billing to funct ion correct ly.  Finally,

Relat ia Tim e and Billing will announce that  first - t im e installat ion

is com plete.

5. Close GoldMine. Run GoldMine®  again, logging in as the sam e

user as above. You will now find two new ent r ies on the

GoldMine®  Tools m enu:  'Add Labor/ Expenses' and 'Billing

Report '.  Choose 'Billing Report ' to com plete setup. Relat ia Tim e

and Billing will detect  that  you have not  entered your license

code(s)  and key(s)  and will ask you for them . Please enter

these exact ly:  note that  only the digits 0-9 and the let ters A-F

are used. ( I f you are evaluat ing the product , you m ay leave

both fields blank to create a 16-day, 1-user dem o license.)

Next  you will be asked to login. The dialog box will show the

user current ly logged into GoldMine. Be sure to enter that

user 's GoldMine password. (You won't  be asked for this again.)

Relat ia Tim e and Billing should open up on the Billing Report

window. This user m ay now use Relat ia Tim e and Billing from

this workstat ion. I f this user is a m em ber of the GoldMine user

group Relat ia_Managers, now is a good t im e to set  the System

Opt ions. Choose File -  Opt ions -  System  Set t ings to configure

the way labor is calculated for your com pany. I f you are

uncertain which opt ions to take, start  by checking all the boxes

as a m inim um.

6. Synchronize GoldMine®  with all the other workstat ions on

which you plan to run Relat ia Tim e and Billing BEFORE you
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install them . The m aster license codes you entered above will

be synced and available to these workstat ions and you will not

need to enter them  again.

All subsequent  w orkstat ions:

Since you have synced the license codes and opt ions to the rem aining

workstat ions, som e of the previously encountered dialogs will not

appear. Those values will now be pulled from  the database. I t 's a good

pract ice to sync each rem ote workstat ion BEFORE you install Relat ia

Tim e and Billing and again AFTER you've successfully installed.

Once again, ensure that  the m inim um software requirem ents have

been m et  (see above) .

1. Run the Relat ia Tim e and Billing self-ext ract ing executable ( it 's

called RTBI nstall.exe) . Choose a tem porary locat ion where

you'd like to save the setup files. These should be saved on

your local hard dr ive, not  a network resource. Choose 'Finish'.

When the files are successfully ext racted, it  will launch the

setup program . I f certain operat ing system  files are not

installed or up- to-date, the setup program  will install or update

them  and ask you to reboot . After reboot ing you will need to

launch the setup program  again from  the tem porary directory

you chose above (or run RTBI nstall again) .

I n setup you will be asked to read and accept  the license

agreem ent . You m ust  agree for the software to be installed.

Next  you will be asked where you'd like to install Relat ia Tim e

and Billing. Choose a directory on your local hard dr ive. Finally,

the setup program  will copy all files to the appropriate

dest inat ion. You m ay be asked to reboot  if certain support  files

were updated.

2. Login to GoldMine®  as the user of this workstat ion.

3. From  the Windows Start  m enu, click on Program s -  Relat ia TB -

Relat ia TB I nstall
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4. You will be not ified that  no regist ry set t ings were found and

that  Relat ia Tim e and Billing will create them . Relat ia Tim e and

Billing will announce that  first - t im e installat ion is com plete.

5. Close GoldMine. Run GoldMine®  again, logging in as the sam e

user as above. You will now find two new ent r ies on the

GoldMine®  Tools m enu:  'Add Labor/ Expenses' and 'Billing

Report '.  Choose 'Billing Report ' to com plete setup. Next  you will

be asked to login. The dialog box will show the user current ly

logged into GoldMine. Be sure to enter that  user 's GoldMine

password. (You won't  be asked for this again.)  The program

should open up on the Billing Report  window. This user m ay

now use Relat ia Tim e and Billing from this workstat ion.

6. Synchronize GoldMine®  with the m ain database ( if this is a

rem ote user) .
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Post - I nstallat ion Checklist :

Follow ing successful installa t ion -

• I f you skipped the opportunity to allow Relat ia Tim e and Billing

to m odify your database, that  can be done now by m anually

synchronizing the t ransfer set  located in the installat ion

directory. I f you wish to m ake these changes m anually:  add a

custom  field UBLGRT nam ed 'Billing Rate' of type num eric

length= 6 and decim al= 2. (a database rebuild will be required) ,

then create a custom  screen under the Fields tab so that  you

can enter and edit  this field (see your GoldMine docum entat ion

for details on creat ing a custom  screen or adding a custom  field

to the database, or consult  your GoldMine reseller for

assistance) . Finally, add three user groups to GoldMine:

Relat ia_Managers, Relat ia_Account ing and Relat ia_Users.

• Populate the GoldMine user groups to allow access to sensit ive

areas of Relat ia Tim e and Billing. To the group

Relat ia_Account ing, add the GoldMine user(s)  who will be

perform ing the billing process ( i.e. running the Post  to DB

process) . To the group Relat ia_Managers, add the user(s)  who

will have access to the Resource Maintenance, Charge Code

Maintenance, System  Set t ings, Reports and Met r ics Console.

Som e of this inform at ion is sensit ive and should only be seen

by m anagem ent  and/ or hum an resources since it  m ay reveal

em ployee salar ies or com pany profitabilit y figures.

• Configure the System  Set t ings to allow Relat ia Tim e and Billing

to properly calculate labor durat ion and rates. These are found

in Billing Report  -  File -  Opt ions -  System  Set t ings. Only users

which are m em bers of the GoldMine user group

Relat ia_Managers will be able to save the changes m ade here.

See a detailed discussion of each opt ion found here in a later

sect ion of the online help.
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• Enter Resource cost  and labor billing goal for each em ployee

who will be subm it t ing labor. I t  is im portant  not  to overlook this

step.  A detailed discussion of this feature can be found in the

online help. Resource Cost  m ay found in Billing Report  -  File -

Opt ions -  Resource Maint . Only users which are m em bers of the

GoldMine user group Relat ia_Managers will be able to enter this

opt ion. I t  is very im portant  that  a Resource Cost  record is

created for each user who subm its labor. Failing to do so will

cause a fatal error to occur when the labor records for that

userid are processed by Post  To DB. I f you are not  interested in

the accuracy of the Met r ics Console report , then you m ay enter

dum m y values for these userids. The best  value for this

purpose is "1.00" not  "0.00" in each of the three fields.

• Create Custom  Charge Codes to accurately reflect  your

business's diverse pr icing m ethods. This is an advanced feature

which allows addit ional flexibilit y in specifying a labor rate over

those found in the System  Set t ings. Both m ethods can be used

sim ultaneously (and were designed to do so) . See a detailed

discussion of this feature in the online help. Custom Charge

Codes can be found in Billing Report  -  File -  Opt ions -  Charge

Code Maint . Only users which are m em bers of the GoldMine

user group Relat ia_Managers will be able to enter this opt ion.

• MOST I MPORTANTLY -  enter your Global and ( if needed)  per

client  rates in the UBLGRT field. The record which you

designated during installat ion as your com pany's contact  record

( the Licensed Com pany)  will hold the value for the Global billing

rate, while the per client  rate is specified in the UBLGRT field of

each client . The rate that  applies to a part icular labor charge is

then dependent  on the select ions m ade in System  Set t ings. I n

order to edit  this field, you m ust  have created this custom  field

and a custom  screen to allow access to it  as discussed above

( these are created for you by our sync set ) . (see the discussion

under Adm inistering Relat ia Tim e and Billing in the online help.)
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• Allow security (users' set t ings)  to synchronize to rem ote users.

Only users which are m em bers of the GoldMine user group

Relat ia_Managers or Relat ia_Account ing will be able to access

certain rest r icted areas of Relat ia Tim e and Billing.

• The synchronizat ion preference for each user should be set  to a

default  path that  includes the TMPLI NKS directory and the

"Ret r ieve Docum ents I nto"  set t ing m ust  be set  to "Default

Path" . Rem ote users should reference the TMPLI NKS directory

beneath where GoldMine is installed (usually C: \ Program

Files\ Goldm ine\ Tm plinks) , while networked users should all

share the sam e path to a com m on TMPLI NKS directory (m ost

likely a share on your GoldMine server) . Failure to set  these

opt ions as described could result  in som e users being unable to

ret r ieve Charge Sum m aries as linked docum ents.

• I f you've m ade any of the changes listed above, be sure to

synchronize everyone to br ing them  up- to-date.
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