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Designated MetriQ Administrator
Initial Setup

Add Sta�

Add Sta� Roles & Billing Rates

Create a single User Folder 
(e.g. Called ‘Master’)

Network Administrator

Server Install (MetriQ RDBM)

Client Install onto Sta� Computers

Add/Edit Folder Pro�les 

On each Computer, add basic software to
‘Master’ User Folder

Construct Business Templates using ‘Master’ Template

Add Disbursement & Timed Event ‘Types’

Create New Client Folder

Add Business Templates 

e.g.  ‘Project Template’
  Task 1 (Master)
   ... 
  Task n  (Master)
 

e.g. Client Acme Inc
 ‘Project 103’
  Task 1
   ... 
  Task n 
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Client/Server Installation Walk-Through

Prede�ned list of Disbursements
and Time Events

Prede�ned list of Pro�les

On a single machine,
logon to MetriQ as Guest

When ready, delete user Guest, and re-logon

e.g. Photocopying & Phone Calls

e.g. Time Away Duration and Project week setup

 Assign Folder Pro�le and all ‘Limited’ Sta�
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Notes: 
In MetriQ, each icon is speci�c to the location of software on any given computer. As such key software should
ideally be added to a ‘Master’ template  during installation. This will ensure that all future client folders created
from this template will come pre-loaded with all the software required for daily operations. However, this step
is not essential as icons can always be added at any time through a variety of di�erent methods.

Prede�ned list of Sta�

Prede�ned list of Roles

  ‘Project nnn’
  Task 1
   ... 
  Task n
 

Pre-Requirements

e.g. Word, Excel, Power Point, Outlook, Internet Explorer


