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Tracking employee hours is one of those things that seems simple, until it isn't.

Many businesses start with paper timesheets or spreadsheets because they're easy and
familiar. Over time, those methods often become inconsistent, time-consuming, and

difficult to rely on, especially as teams grow or work becomes more job-based.

So, what is the best way to track employee hours, and how do you know when it's time to

move beyond manual methods?

Why tracking employee hours matters more than people expect

Accurate time tracking affects more than just payroll.
It influences:

e Labor costs

e Job and project visibility
e Staff accountability

e Admin workload

e Confidence in payroll outcomes



When hours aren't captured properly, problems tend to show up when time is tight and

decisions need to be made quickly.

Common ways businesses track employee hours

Most businesses move through the same stages.
1. Paper timesheets

Paper timesheets are often the starting point. They're simple, low-cost, and easy to

introduce.
However, they rely heavily on:

e Memory
e Honesty
e Manual collection

e Manual entry
Over time, issues appear:

e Missing or late timesheets
e Unreadable handwriting
e Incorrect hours

e Time spent chasing staff
Paper works until it doesn't.
2. Spreadsheets
Spreadsheets feel like an upgrade because they're digital and familiar.
They can work for small teams, but they still require:

e Manual input
e Copying and pasting

e \Version control



e Regular checking
As soon as multiple people are involved, spreadsheets tend to create:

e Inconsistent data
e Accidental edits
e Time-consuming admin

e Uncertainty around what's correct
Spreadsheets record hours, but they don't capture time as it happens.
3. Basic digital tools

Some businesses move from paper or spreadsheets to basic time capture apps or simple
digital tools. This is often seen as an upgrade, as it removes handwritten timesheets and

Creates digital records.

However, many of these tools are simply digital versions of manual stamps. They record
when someone docks in and docks out, but don't capture enough context around the work

being done.
Common limitations include systems that:

e Can't keep up with staff moving between different projects or sites
e Assume work happens in one fixed location
e Store time data in isolation, requiring manual exports and rework

e Offer limited visibility until the end of the pay period

As a result, businesses often find they've replaced paper with a screen but not reduced
admin or improved accuracy. The data still needs checking, adjusting, and interpreting

before it can be used confidently.

What “good” time tracking looks like

The best way to track employee hours is one that removes guesswork and reduces manual

work.



Effective time tracking systems tend to share a few key characteristics:

e Timeis captured as work happens, not reconstructed later
e Dockinand dock out events are clear and consistent

e Hours can be linked to jobs, sites, or cost centers

e Managers can review time before it's used elsewhere

e Datais easy to export or pass on to payroll systems

The goal is to create reliable data that everyone can trust.

When manual methods stop being enough

Manual time tracking usually starts to break down when:

e Teams grow beyond a handful of staff
e People work across multiple locations or jobs
e Job costing becomes important

e Payroll admin starts taking longer than expected

At that point, the cost of not having proper time tracking often outweighs the cost of

implementing a system.

Choosing a practical approach

For most businesses, the best approach is a dedicated time tracking system that:

e Fits how the work is actually done
e s easy for staff to use consistently
e Reduces admin rather than adding to it

e Works alongside existing systems

Time tracking doesn't need to be complex, but it does need to be reliable.



Tools like TimeDock are designed for businesses moving away from paper or spreadsheets
and looking for a more accurate, practical way to track employee hours without

overcomplicating the process.

Final thoughts

There's no single "perfect" method for every business, but there is a clear pattern.

Paper and spreadsheets work early on. As complexity increases, they create more work and

more uncertainty.

The best time tracking systems are the ones that quietly do their job by capturing accurate

hours, reducing admin, and giving businesses confidence in the data they rely on.

That's the point where time tracking stops being a weekly frustration and starts being part

of a smoother workflow.
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