
Mastering Project Time Tracking: How to Keep
Track of Time Spent on Projects

Introduction

● Briefly discuss the importance of tracking time spent on projects for accurate billing,
resource allocation, and productivity.

● Introduce the concept of project time tracking as a critical practice for project
managers.

● Outline the article’s goal: to provide readers with insights and practical steps on setting
up and using a project time tracker effectively.

Why Project Time Tracking is Essential

● Explain how tracking time spent on projects helps improve project estimates, reduce
waste, and increase accountability.

● Mention how project time tracking assists in managing workloads and assessing team
performance.

● Highlight that an accurate project time tracker ensures that projects stay within budget,
and resources are efficiently used.

Choosing the Right Project Time Tracker

Key Features to Look For:

1. Ease of Use
○ Emphasize that a time tracker should be intuitive for users to adopt quickly.

2. Detailed Time Logs
○ Describe the importance of having a tool that can record time spent on specific

tasks.
3. Project and Task Categorization

○ Mention the value of categorizing time by project and task for accurate reporting.
4. Report Generation

○ Explain that customizable reports help in analyzing productivity and billing
accurately.

5. Integration Capabilities
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○ Note that the tracker should integrate with project management or billing tools for
seamless workflow.

Examples of Popular Tools:

● List and briefly describe tools like Workstatus, Toggl, or Harvest that are useful for
tracking project time effectively.

Setting Up Project Time Tracking

Step-by-Step Guide to Implementing Time Tracking:

1. Identify Key Projects and Tasks
○ Explain how to break down projects into specific tasks or milestones.
○ Provide tips on setting up categories for ease of reporting.

2. Define Tracking Methods
○ Describe different tracking methods, such as manual entry, automatic timers, or

timesheets.
○ Offer suggestions on when to use each method.

3. Train Team Members on Time Tracking Tools
○ Highlight the importance of educating team members on using the tool and the

benefits of accurate time tracking.

Analyzing Time Data to Improve Project Outcomes

Using Data for Productivity Insights:

● Explain how to use the data collected from the project time tracker to identify patterns in
time spent.

● Provide examples of insights that can be gained, such as task duration, time allocation
per team member, and peak productivity hours.

Calculating Cost and Efficiency:

● Show how to calculate the cost associated with time spent on specific tasks or projects.
● Offer tips on setting productivity benchmarks and monitoring progress over time.

Sample Project Time Tracking Table

Example of Project Time Tracker Data:
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Here’s a sample table that illustrates how to organize time spent on various tasks within a
project:

Project
Name

Task Team
Member

Date Time
Spent
(hrs)

Billable
(Y/N)

Notes

Website
Redesign

Content
Creation

Alice 2024-1
1-01

3 Y Initial drafts

Website
Redesign

Wireframing Bob 2024-1
1-01

2.5 Y Draft version

Marketing
Campaign

Ad Design Carol 2024-1
1-02

4 Y Social media
ads

Marketing
Campaign

Research Dave 2024-1
1-02

1.5 N Competitor
analysis

● Explanation: Each row logs time spent by team members on specific tasks. The table
captures essential details, like task name, time logged, and whether the time is billable.

Formula for Total Hours and Cost:

● Provide a formula to sum up total hours for a project, and another formula to calculate
cost (e.g., total hours × hourly rate).

Using Project Time Tracking to Improve Future Projects

Identifying and Reducing Bottlenecks:

● Explain how analyzing time tracking data helps identify delays or bottlenecks in
workflows, allowing managers to adjust resources or timelines.

Improving Estimation Accuracy:

● Discuss how a historical record of time spent on tasks improves accuracy in future
project estimations.

Boosting Team Accountability and Efficiency:

● Describe how time tracking encourages team accountability, giving managers visibility
into task progress and individual contributions.



Best Practices for Effective Project Time Tracking

1. Regularly Review Time Logs
○ Encourage periodic review of logs to ensure data accuracy and identify any

inconsistencies.
2. Set Clear Guidelines for Time Tracking

○ Provide guidelines on tracking billable vs. non-billable time, breaks, and task
switches for consistency.

3. Involve the Team in Analysis
○ Suggest involving team members in reviewing time-tracking data to gain their

insights and foster a collaborative approach to improving productivity.

Conclusion

● Summarize the advantages of project time tracking for boosting productivity, managing
costs, and improving project outcomes.

● Encourage readers to implement project time tracking to make data-driven decisions and
continuously improve their workflows.
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