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Attention Sage 100, Sage HRMS/Abra, Sage 300 and QuickBooks Users!

If you wish to use Office Timesheets in conjunction with Sage 100, Sage HRMS/Abra, Sage 300 Payroll or
QuickBooks please request the appropriate Sync App and documentation from our sales team by
emailing sales@officetimesheets.com or calling 866-425-0800.

What is the Office Timesheets Quick Start Guide?

The Office Timesheets Quick Start Guide highlights the core features and concepts of Office Timesheets
and is designed to help you get up and running with the product by giving you a foundation that you can
then use to configure your own unique setup within the product. However, there are many features and
functions of Office Timesheets that are not covered in this guide. Please consult the Office Timesheets

Administration and User’s Guide for detailed explanations and procedures in implementing features
found within Office Timesheets.

We highly recommend going through the Quick Start Guide with the Office Timesheets Sample
Database. The sample database is provided with each installation of Office Timesheets.

How to access Office Timesheets after installation

Office Timesheets creates two databases for you upon installation: a sample database and a blank
database. The sample database is configured with sample user accounts, employees, time entries, etc.;
and is designed for you to explore the application before configuring your own live database. The Office
Timesheets Quick Start Guide also uses the sample database to walk you through some of Office
Timesheets’ popular features and functions. Thus, we highly recommend that you first use the sample
database as it will get you more familiarized with the application, and provide you with a road map for
configuring your blank database.

Accessing and logging into the Office Timesheets Sample Database

To access your Office Timesheets sample database:

1. Open your web browser.

2. Type in the URL for Office Timesheets Sample Database default page by using the following
conventions http://computername/virtualdirectory (example: http://localhost/OTSSample).

3. Use the following login information to log into the Office Timesheets sample database:

For Administrator Login (recommended for first login...has all security rights)

Username = admin
Password =1

For Manager Login (has security rights related to managing employee group)
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Username = manager
Password = 2

For User Login (basic user login profile...only has rights to enter and submit time and expense
sheets)

Username = user
Password =3

Accessing and logging into your Office Timesheets Blank Database

To access your Office Timesheets blank database:

1. Open your web browser.
2. Type inthe URL for Office Timesheets Sample Database default page by using the following
conventions http://computername/virtualdirectory (example: http://serverl/0TS).

3. Use the following login information to log into the Office Timesheets sample database:

Username = admin
Password =1

NOTE: If you are using Office Timesheets On Demand (hosted version), the username and
password will be different than what is shown above when accessing your blank database. The
Username and Password were specified by you at the time you created the account. This
information is also emailed to you.

Define Element Tracking Levels

Office Timesheets is a highly flexible and customizable application. At the heart of Office Timesheets are
Tasks and Entries—everything else simply supports these important time tracking data records.
Essentially, every time entry within Office Timesheets is based upon tasks. Tasks give the time entries
meaning, such as who performed the work and what type of work was done. A task is comprised of a
combination of an Employee and one or more Element Items, which are defined at each Element Level.
Within Office Timesheets you can create up to 10 Element Levels to define tasks. At each element level,
a list of element items is created. By default, Office Timesheets is setup with three (3) Element Levels:

1. Client
2. Project
3. Activity

Thus, each task could be comprised as follows: employee name + client + project + activity. This would
be your basic foundation for creating tasks on employee timesheets for recording time entries. This
setup would allow you to easily create reports whereby you could sort/total/sub-total/ time, costs, and
expenses by employee, client, project, and activity. Therefore, your definition of Element Levels
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becomes the framework or foundation for your organization’s time and expense tracking database. In
summary, elements are essentially buckets in which time tracked against and can be later sliced and
diced for reporting, billing, payroll, etc.

To create your organization’s own unique task element structure, do the following:

1. Log into Office Timesheets if you have not done so already.

2. Click on the Process Management tab.
@) Sign Out =
View Sheets Impaort / Export Reports FProcess Management System C

3. From the Process Management section; click on the Define Elements icon found in the
Customize ribbon group.

in Out

iew Sheets Import { Export Reports Process Management

oyes j Task Rules
ent ltems. .. i Approval Proces: sy
— ~ . 1 =¥}
L= Holidays i3] Reporting Periods Define Elements = =a£J
sheet Templates [ S|
Edit Process

4. Activate the number of Element Levels you wish to use by selecting the Activate Element level
check boxes; then type in the name of each Element Level you wish to create in a hierarchical
order in the name fields; then after double-checking your typing and element level order, click
the Save button to save your Element Level definitions.
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<« & @ localhost/OT5/Pages/Setup/Terminology/Elements.aspx?Ribbonindex=4

(’.,}) Sign Out = admin

View Sheeis Import / Export Reporis Process Management Billing/lnvoicing 5y
E: Employee :2 Task Rules E Cu
Element ltems.... ::“‘" E Approval Process % jﬂi Tas
‘u’ieu: % Expense Holidas % Reporting Periods Deﬁneglemenls '-_Z Cu
M Timesheet Templales -_'ﬂ Cu
Administration Edit Process
Define Elements
Activate Element Name
Employee Employee
# Level 1 Client
< Level 2 Project
¥ Level 3 Activity
Level 4 Sub-Activity
Level 5 Pay Code (Payroll ltem)
Level G
Level 7
Level 8
Level 9
Level 10
Expense Expense

Reset || Save

Add Employees and Elements Items

Now that you’ve defined your company’s Task Element framework, the next step is to define your
company’s employees and element lists within Office Timesheets.

Adding Employees and Employee Groups

An employee is created within Office Timesheets for each person whose hours you wish to track. Every
task created in Office Timesheets requires an employee to be associated with it. Employees may also be
grouped using Office Timesheets Employee Groups function. Employee Groups allow you to manage
employees more efficiently.

To Add an Employee in Office Timesheets:
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Log into Office Timesheets if you have not done so already.
Click on the Process Management tab.

‘ﬁ}) Sign Qut =

View Sheets Impaort / Export Reports FProcess Management System C

3. From the Process Management section; click on the Employee icon found in the Edit ribbon
group.

Import ! Export Repaorts FProcess Management Systermn C
=) TaskRules “=| Element Fie

FrTThh] -,
@ Approval Process Steps @d .;ﬂ Tazk Rate |
Holidays iﬁ Reporting Periods Define Elements

Process

=_E Customize

4. From the Manage Employee page, click on the Add button in the Employee form group.

\ S 4 View Sheets Import / Export Reports Process Management Systemn Configuration

& Employee :2 Task Rules :l Custom Fields =.$ Customize Approval Statu:
5:4';5{ Element ltems._ E Approval Process G:\fw‘ _{‘1 Task Rate Fields 1 Rate Tables
H - o )
63 Expenze Holidays j Reporting Periods Define Elements =.2] Customize Task Status Fields
M Timesheet Templates =.ﬂ Customize Enfry Status Fields
Edit Process Customize
Manage Employee
—— Employes Groups —F Employes |
{4} ﬂ admin - Add
Administrators Amy Rogers o
Business Development Cpen Andrea Paulino
Engineering Andrew Paul
Finance Anna Perez
IT Anthony Coale
Professional Services Delete April Parnell Delete
Q4 Brett Cramer
R&D Cindy Thompson
Cliff Hanson
Courtney Wright

David Humber
Debra Weakley
James Galway =
James Quinn
Janet Barnes
Jason Vasquez
Jennifer O'Flaherty
Jeremy Hanson
John Thomas
Kelly Turner
Kenneth Black
Kevin Jackson
manager

Mark Wedge

Matt Saito

Michael Blevins
Miranda Lilly

Mikki Pelfrey

Ryan Hyde 7

Filter View | active Only [=]

5. Type in the First Name, Middle Initial, Last Name and email address of the employee you wish to
add.
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Employee

HSave & New

q o - =A 'j /
X Cancel & _-g —-1/3 H
E
Save & Close Definition Rates Groups Dependencies Custom Figlds Electronic Signature CluickBooks
Actions Show
First Name [Amy]
ML
Last Mame Rogers
Display Mame Amy Rogers
E-Mail arogers@officetimesheets com
Windows Login
Status Active [=]
Reporting Period Weekly [~]
Holiday Group 1 - US Federal Holidays [~]
Manager Jeremy Hanson [=]
Lock Dates
Time Entry 120302010 -]
Expense Entry 030121 o
Do net allow Time and/or Expense Entries prior to these dates.
Approval Start Date 12302010 (7]

Do not show Time andior Expense Sheets prior to this date.

6. Select the reporting period for which the selected employee will be reporting time. (Note: you
can define an unlimited number of Reporting Periods within Office Timesheets.)

First Name Amy
M.
Last Name Rogers
Display Mame Amy Rogers
E-Mail arogers@officetimesheeis.com
Windows Login
Status Active (=]
Repaorting Period Weekly (=]
- {Mo selection}
Holiday Group Bi.Weekly
Manager Monthly
Semi-Monthly

Lock Dates

7. Under Lock Dates, select the starting dates for time entry and expense entry using the Time
Entry and Expense Entry date fields. Office Timesheets will not allow time and/or expense
entries prior to the date selected. Also, if you will be using Office Timesheets approval process
you’ll need to tell Office Timesheets when the approval process will start for this particular
employee using the Approval Start Date date control field.
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~—— Lock Dates

Time Entry
Expense Entry

Approval Start Date

Do nct allow Time and/or Expense Entries prior to these dates.

Dao not show Time andfor Expense Sheets prior to this date.

12/30/2010 @
03012011 |

h2raoro1n |5

1 December, 2010 3

Su Mo Tu We Th Fr Sa
28 29 30 1 2 3 4
5 &6 7 B 9% 10 11
12 13 14 15 16 17 18
18 20 21 22 23 29 25
26 27 2B 2% 30 31 1
2 3 4 5 & 7 8

Thursday, December 30, 2010

Today: July 14, 2011

8. Next, click on the Rates Show Panel in the Employee dialog to define rates for the selected

employee.
Employee
L = save & New . _
bl X oo 2 4 =8
Save & Close Definiticn Rates Groups Dependencies
Actions
~——— Rates
Pay rates I Overhead " Billing ". {
Effective date Standard rate Overtime rate
- |55.00 | |o.on |
- IO N —
iis: [o.00 | [o.o0 |
| [0.00 | [0.00 |
35| [0.00 | [0.00 |
iis: [o.00 | [o.00 |
e [0.00 | [0.00 |
iis: [0.00 | [0.00 |
2357 [o.00 | [o.00 |
e [0.00 | [0.00 |

9. Click the Save & New icon to create additional employees. Once you’ve finished adding
employees click on the Save & Close icon.
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Add Employee Groups

1. From the Manage Employee form, click on the Add button in the Employee Groups page
grouping.

g View Sheets Import / Export Reports Process Management System Configurs

"“ Employee j Task Rules j Custom Fields
-4‘_,_3. Element Items._ @j Approval Process Q# a Task Rate Field
‘E Expense Holidays :j Reporting Periods DeﬂneEIements =.ﬁ Customize Task
M Timesheet Templates =.ﬂ Customize Eniny
Edit Process
Manage Employee
_——
—| Empleyee Groups | —— Employee

gn Add

Administrators

admin
Amy Rogers

Business Develepment Andrea Paulino

Engineering Andrew Paul

Finance Anna Perez

IT Anthony Coale

Professional Services April Pgrnell

QA Brett Cramer

R&D Cindy Thompson
Cliff Hanson

Courtney Wright
David Humber
Debra Weakley
James Galway
James Quinn
Janet Barnes
Jason Vasquez
Jennifer O'Flaherty
Jeremy Hanscn
John Thomas
Kelly Turner
Kenneth Black
Kevin Jackson
manager

Mark Wedge
Matt Saito
Michael Blevins
Miranda Lilly
Mikki Pelfray
Ryan Hyde

Filter View | Active Only

2. Type in the name you wish to label the group; select the employees you wish to be included
within the group and click the Add button to place them In group; and select a Group Manager
(required if using approvals for the selected group of employees) for the selected group.
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Employee Group

N H Save & New

H )( Cancel

Save & Cloze

Actions

Group Mame

Profeszional Services

Mot in group

admin

Amy Rogers
Andrea Paulino
Andrew Paul
Anna Perez
Anthony Coale
April Parnell
Brett Cramer
Cliff Hansomn
Courtmey Wright
David Humber

m

Group Manager

manager

Add

Remove

In group

Cindy Thompson
James Cluinn
manager

user

3. Click the Save & New icon to create additional employee groups. Once you've finished adding
employee groups click on the Save & Close icon.

Element Items and Element Item Groups

Task elements (often referred to as time tracking buckets) are the building blocks of tasks within Office
Timesheets. As was mentioned previously, ten element levels may be defined within Office Timesheets.
By default, 5 element levels are pre-defined within Office Timesheets: Client, Project, Activity, and Sub-

Activity and Pay Code.

Once your task element levels are defined, element items are created at each element level, which will

then allow you to define tasks.

Adding Element Items

1. Click on the Process Management tab, then click on the Element Items icon in the Edit ribbon
group; select the element level in which you wish to add items from the dropdown menu.
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Wiew Sheets Import { Export Reports Pi

m Employes
| %4, Element ltems... |

g Tazk Rules
E Approval Process
m Reporting Periods

| Client {Customer) olidays

Project (Job)

| Actvity (Service ltem) GRS

IEpVoenSEN

Pay Code (Payroll ltem)
i I a

2. From the Manage {Element Level Name} page, click on the Add button in the {Element Level
Name} page grouping. In the example below we’ve click on the Client element level which
opens the Manage Client page.

w Uier M. James
View Sheets  Import/Export  Reports | Process Management

Systemn Configuration Account Adminisiration

& Employes Task Rules [=5] Element Fislds #72=| Customize Eniry Staluses
S Element tems... approal Process Steps @-’ |4 Tesk Rt Feids i customize approval Statsses
& Egense HokdEyS T Reporing Periods Define Elements s ¢ stomize Task Siatuses  gi= Fints Tabies
Edit ] Process | Customize
— Clignt Groups \|: Clent ||
AR Add Agdmon Labs, nc. Add
Faying Chents Alstom Techaoiogy, ncorporabsd
Pro-Bent | Open | 1 lastoLink Engineerivg, Pic | Open |
Proapeciie Chanks ElckRock Manslacturng Pastnens nc.
Waork Exchange Blueprint Energy Systems, inc.
Brght View Eieciric Cempany

Crdical Mass Tecnnnieges, e

Customapp incorporated

DCE Erterprises

Flekle Tachrokges, g,

GesCon ntemational Fic.

Higher Bio-Tech, ine.

ingaght Mgws Corpesaton

ri=lfower, ncorporated

Lisiiave, e,

Vemarez, Mcorporabes

Hicrosatve Conporation

-

3. Type in a name, abbreviation, and status for the selected element items.
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Client (Customer) x
HSa\re & New —

H ¥ cancel j = 5] j Lﬁj

Save & Close Element Groups Dependencies Custom Fields QuickBooks

Actions Show
Element
Name DCS Enterprises
Abbreviation DCE
Status Active El

4. Click the Save & New icon to create additional element items at the selected element level.
Once you've finished adding element items at the selected element level click on the Save &

Close icon.
5. Repeat the above steps to add element items at other element levels.

Add Element Item Groups

Just like employee groups, each task element level allows for the creation of task element groups. The
process for creating task element groups is identical to creating employee groups as previously
described.
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"7 \iew Sheets

Import / Export Reports

[ Process Management I

System Configuration

m Employee i
%2 Element items...

3 Expense

M Timesheet Templates

g Task Rules

@ E Approval Process

[Z] Reporting Periods

“Z| Custom Fields

4] Task Rate Fields

». ¢ Customize Task Status Fields
| Customizs Entry Ststus Fislds

i.® customize Approval Stat
:*2 Rate Tables

Short-Term Projects

Clearance Email Campaign
Company Indoor Signage
Cordova Project

Cordova Signage

Faleon BPO

FlexTrade System

Gemini CRM

Greenlite Help Desk

Holiday Packages Email Campaign
L& Convention Spongorship
LiveTrader Application

A

Mvision Reporting Application
PMNC Extranst

BHNC Intranst

ResilienceX |D package
Revere Data Mapper

Revise Company website
SharePoint Intranet
SharePaint Intranet Development
Silverleaf CRM

StarPoint Product Brochure
StarPeint Website

Edit Process Customize
—| Project (Job) Groups -| Project (Job)
1Ay Add Accounting System Upgrade -
Internal Projects AccouniStar
Large Projects Capital 'VR

15

Super-Fx
TriMet AP|
Tribet Web Services Module
UnderTide Media Campaign -
Filter View | active Only [=]
Project (Job) Group x
H Save & New
x Cancel
Save & Close
Actions
Group Name
|Internal Projects
—— Mot in group ~—— In group
SharePoint Infranet - A
SharePuoint Intranet Development Fpert Storefront
Silvereaf CRM *Pert Workforce Management System
StarPoint Preduct Brochure
StarPaoint Website
Super-Fx
Triket AP Remaove
Trilet Web Services Module L
UnderTide Media Campaign =
Wehbitechure Joint Wenturs
*0B Processor ™
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Expense Items and Expense Item Groups

NOTE: If you do not wish to track activity-related expenses in Office Timesheets then you skip this
section.

Office Timesheets also allows users to track expenses. Expense codes are special element items that are
only available when creating expenses.

To create an expense item

1. Click on the Process Management tab; then click on the Expense icon in the Edit ribbon group.

L S
Wiew Sheets { Export Reports Process Management System |
E; Employee _"2 Tazk Rules Custo
% B N 3‘_
"7 Element Foa Approval Process G:!‘ﬁu"‘ o Taskl
p e _ . LT B
‘3 Expenge Holidays j Reporiing Periods Pehne Elements l.j Cusio
M Timesheet Templates l.'LI Cusio
Edit Process
Manage Expense
2. From the Manage Expense form, click on the Add button in the Expense form grouping.
\ View Sheets Import [ Export Reports Process Management Systern Configuration
; Employee j Task Rules j Custom Fields .‘lg Customize Approval Status
-:i;‘. Element tems__ ﬁ Approval Process G;?u‘ :g& Task Rate Fields 1* Rate Tables
% Expansze Holidays j Reporting Periods Deﬂne-EIements ilz] Customize Task Status Fields
M Timesheet Templates 8, =) Customize Enfry Status Fields
Edit Process Customize
Manage Expense
—— Expense Groups —[ Expense |
[ Add ] Airfare Al

Entertainment
Equipment

Open | Equlp COpen

Internet

Delete Meals Delete

Mileage

Office Supplies
Printing

Rental Car
Shipping: DHL

3. Type in a name and description of your new expense item; then enter a default Price, Quantity,
Markup/Markdown, and Tax rate (these values are optional and can be left blank whereby the
actual value for these fields will be entered by a timesheet user at the time of recording an

expense entry).
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e 4 S
% cance s H
Save & Cloze Definition Groups Element Fieldz

Action Show

—— Expense

Mame |Airfare

Description Aijrfare Ticket Purchaze
Status Active W

Price

Cluantity

Markup / Markdown
Tax

4. Click the Save & New icon to create additional expense items. Once you’ve finished adding
expense items click on the Save & Close icon.

Expense Groups

Expense items may be organized into groups just like employees and element items. For example, you
might create an Expense Group named “Travel & Entertainment” to categorize all travel &
entertainment related expenses; or you might create an Expense Item Group named billable expenses
to group a set of expenses that are commonly billed back to a customer; etc.

Populating Employee Timesheets with Tasks

Tasks are the basic foundation of time and expense entries within Office Timesheets. A task is a
combination of element items that describe work that is performed by an employee. As mentioned
previously, Office Timesheets enables you to configure up to 10 Task Tracking Levels (called Element
Levels). Office Timesheets is initially setup with 5 element levels: Client, Project, Phase and Sub-Task. At
each of these element levels, element items are defined (client names, project names, activities, sub-
activities and pay codes). For example, using this sample task element hierarchy, a task might look like:

Client ABC | Project 123 | Activity 1| Sub-Activity 1.a | Regular Time

Office Timesheets Quick Start Guide [Copyright® 2003-2019. Lookout Software, LLC
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So let’s break this down...

e Client ABC = the client for which the employee is performing work.

e Project 123 = the project in which the employee is working on...(here, your company may have a
client in which you work on 20 different projects...Project 123 would represent the specific project in

which work is being performed).

e Activity 1 = the activity that the employee is performing for the client and project.

e Sub-Activity 1.a = the sub-activity activity that the employee is performing for the client and project.
e Regular Time = the pay tracking code for the work performed by the employee.

To add tasks to employee timeshe

1.

ets

Click on the View Sheets tab; then click on the Timesheet icon in the View ribbon group.

N
View Sheets Import / Export Reports. Process System C:
(1] Day (L Add Task & Entry b Add Tasks (e Mass Update .
.ﬂ k 3 (73 Time Clock Cd () Timeron [ Add Task From Template s Copy Tasks &
e = - ¥ = ; §
Timesheet  Expenses  Timesheet Templates | Crienia Add Time Entry (g Timer Off uf) Re-generate Tasks £ Delete Tasks And Entries Employee  Manager
X Delete Time Entry &7 Edit Task
View Time Entry Task Approval
Timesheet View [Filtered]
Steven Brady TR == == Mon Tue Wed Thu Fri Sat Sun
18 Apr 18 Apr 20 Apr 21 Apr 22 Apr 23 Apr 24 Apr
Client (Customer) Project (Job) Actvity (Service Item)  © Sub-Activity (Class) Pay Code (Payroll Item)
BlackRotk Manufacturing Partners, Inc. | Gemini GRM 5-Test 5.1 - Develop Test Scripts Regular Time 000 *
BlackRock Manufacturing Pariners, Ine. | Gemini GRM 5-Test 5.2 . Testing Communication | Regular Time LI
BlackRock Manufacturing Pariners, Ine. | Gemini GRM 5-Test 5.3 Testing Administration | Regular Time 0:00
BlackRock Manufacturing Partners, Inc.  © Gemini CRM 5-Test 5.4 - Testing Regular Time 0:00
BlackRock Manufacturing Partners, Inc.  * Gemini CRM 7 - Administration 7.1 - Training Regular Time 200 5:00 7:00
BlackRock Manufacturing Partners, Inc.  © Gemini CRM 7 - Administration 7.2 - Meetings Regular Time 300 200 500 |
BlackRock Manufacturing Pariners, Inc.  © Gemini CRM T 7.3 - Com Regular Time 2:00 200 w300 7:00
BlackRock Manufacturing Partners, Inc. | Gemini CRM 7 - Administration 7.5 - Project Management Regular Time €00 400 10:00
BlueWater, Inc Capital IVR 5-Test 5.1 - Develop Test Scripts Reguler Time .00
BlugWater, Inc Capital IVR 5-Test 5.2 - Testing Communication | Regular Time oo | |
BlugWater, Inc Capital IVR 5-Test 5.3 - Testing Administration | Regular Time 0:00
BlugWater, Inc Capital IVR 5-Test 5.4 - Testing Regular Time 0:00
BlusWater, Inc Capital IVR 6 - Rollout 6.1 - Instal Reguiar Time 0:00
BlugWater, Inc Gapital IVR 7 - Administration 7.1 - Training Regular Time 300 300
BlugWater, Inc Gapital IVR 7 - Administration 7.2 - Meetings Regular Time w400 400
BlusWater, Inc Capital IVR e i 73-C: Regular Time 0:00
BlusWater, Inc Capital IVR 7 - Administration 7.4 - Business Development | Regular Time 8:00 300 11:00
BlusWater, Inc Capital IVR 7 - Administration 7.5 - Project Management Regular Time 0:00
IntelliFower, Incorporated Falcon BPO 5-Test 5.1 - Develop Test Scripts Regular Time 0:00
IntelliFower, Incorporated Falcon BPO 5-Test 5.2 - Testing Communication | Regular Time 0:00
IntelliPower, Incorporated Falcon BPO 5-Test 5.3 - Testing Administration | Regular Time 0:00
IntelliPower, Incorporated Falton BPO 5-Test 5.4 - Testing Regular Time 0:00
IntelliPower, Incorporated Feleon BPO 7 - Administration 7.1 - Training Reguler Time 0:00
IntelliPower, Incorporated Falcon BPO 7 - Administration 7.2 - Mestings Regular Time 0:00
IntelliPower, Incorporated Fslcon BPO W= 73- Regulsr Time [ ] 0:00
Steven Brady, InteliPower, Incorporated, Falcon BPO, 7 - Administration, 7.3 - Communication, RT — e e s e = P s
2. Next, click on the Add Tasks icon in the Task ribbon group.
View Sheets Import / Expert Reports Process Management System Configuration
1] Day (CH Add Task & Entry | |4 Add Tasks Update...
— - ) = - = -
I J j L‘ a‘ =] Time Clock (,_‘:ﬂ (&) TimerOn (& Add Task From Wigplate |3 ] Copy Tasks ad
( g 7 ? S
el = Lok ¥ oo x Sy . !
Timeshest  Expenses  Timeshest Templates | CTitera Add Time Entry (g Timer Off i) Re-generate Tasks X Delete Tasks And Entries Employse  Manag
72X Delete Time Entry & Edit Task
View Time Entry Task Approval
Timesheet View [Filtered]
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3.

From the New Task dialog make the element selections needed to create your task; and fill in

other optional task details such as Task Start and Due dates, Task Rates and Hours, and Task

Status Selections.

New Task x
e (e
H ' b save & new !l ’E
Save & Close x Cancel Task Notes
Actions Show
Task Elements Task Start and Due dates
Employee [*] steven Brady [Z] Start Date 2
Client (Customer) DCS Enterprises [Z] Due Date T33:
Project (Job StarPoint Website
Acoj' (Se)' : E] Task rates and hours
i -T
tvity ( ce ltem) S-Test @ Task rate 44.00
Sub-Activity (Class) 5.4 - Testing ™
Pay Code (Payroll It T E] Budget 85.00 100.00
a roll lten egular Time -
Yy e Cost 24.00 100.00
. Est to Complete 24.00 75.00
Task appearance options
O Task will display for the current time reporting period only Status Fields
® Task will stay on the timesheet permanently ("] Complete
| Billable
Selecting Element Names
[V | B
- Select element x
<
J _| H Save J X
R = x Cance 0K Cancel
Actions
Actions
Group
ask Elements
[t v
ayee |:
t |: Names
{No selection} Ll
& |: Addizon Labs i
e |: Alstom Tech
Autolink
|: BlackRock
Blueprint Energy
Center |: Bright View
Critical Mass B
CustomAPP
DCE
Flexible Tech
GeoCan
Highper Bio
Ingight News
InteliPovwer i
I
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All Element Names selected that are needed to create the desired task

Save & Close

Actions
Task Elements
Employee

Client (Customer)
Project (Job)
Actaty (Service ltem)
Sub-Activity (Class)
Pay Code (Payroll lten

El Steven Brady

DCS Enterprices
StarPoint Website
5-Test

5.4 - Testing

Reqular Time

DOOHBE

Selecting task appearance options

Task appearance options

O Task will display for the current time reporting period only
(®) Task will stay on the timesheet permanently

Selecting optional Task Start and Due dates

T

Save & Close x Cancel Task Motes
Actions Show
Task Elements

Task Start and Due dates

Employes El Steven Brady Start Date | E
Zlient (Customer) DCS Enterprises Due Date | 4 July, 2011
roject (Job) StarPoint Website Su Mo Tu We Th Fr 5a
\ctvity (Service tem) 5 - Test Teskral g6 27 28 29 w0 1 2
: Task rate 3 4 5 65 7 & 9
jub-Activity (Class) .4 - Testing Budget 10 11 12 13 14 15 16
’ay Code (Payroll lten  Regular Time Cost 17 18 19 20 21 22 23
© 24 25 26 27 28 29 30
EsttoCom{ 31 1 2 3 4 5 &
Status A ’ |
Today: July 15, 2011
[C] complets

Entering optional Task Rate, Budget Rate/Hours, Cost Rate/Hours, etc.
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Task rates and hours

Task rate 44.00

Budget 85.00 100.00
Cost 24.00 100.00
Est. to Complete 2400 75.00

Status Fields

Selecting Optional Task Status

Status Fields
["] Complete

4. Click the Save & New icon to create additional tasks. Once you’ve finished adding tasks click on
the Save & Close icon.

Tasks will appear on employee’s timesheets as illustrated below...

Timesheet View [Filte

Steven Brady - ||« oanamon EE . -
18 Apr 19 Apr
Client (Customer) Project (Job) Actvity (Service ltem) Sub-Activity (Class) Pay Code (Payroll Item)
BlusWater, Inc. Capital VR T - Administraticn 7.3 - Communication Regular Time
BlusWater, Inc. Capital VR T - Administraticn 7.4 - Business Development Regular Time 8:00
BlusWater, Inc. Capital VR 7 - Admini ion 7.5 - Project Management Regular Time
DCS Enterprizes StarPoint Website : 5 - Test 5.4 - Testing Regular Time |
nielliFower, Incorporated Fakon BPO - Test 5.1 - Develop Test Schpis Regular Time
IntelliPowsr, Incorporated Falcon BPO 5-Test 5.2 - Testing Communication Regular Time

Adding similar tasks to the same timesheet

There are several tools within Office Timesheets that make entering tasks on timesheets faster and
easier. One such function is the Save as Copy action found within the task dialog. The Save as Copy
action allows you to open an existing task, make a few minor changes to the task, and then save it as a
new task, without removing the original task. Why would you want to utilize such a function? Often,
you’ll find that you need to create a new task on a timesheet where only one element item is different
from an existing task. For example, you may have the following task on an employee’s timesheet:

Client ABC | Project 123 | Activity 1 | Activity 1.a | Regular Time

However, the employee may need to have an identical task on his/her timesheet, but with a different
sub-activity like Activity 1.b. The Save as Copy action allows you to simply open the original task and

Office Timesheets Quick Start Guide |Copyright® 2003-2019. Lookout Software, LLC
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create this new task on the employee’s timesheet quickly by simply changing the selection for the Sub-
Activity, and clicking Save as Copy.

To add new tasks using the Save as Copy action:

1. Double-click on the task you wish to use for creating a similar task.

Timesheet View [Filtered]

Double-Click | steven Brady - || « oanaeont EE A
on task 13

Client (Customer) Project (Job) Actvity (Service ltem) Sub-Activity (Class) Pay Code (Payroll Item)

BlueWaster, Inc Capital VR 7 - Administration 7.3 - Communication Regular Time

ieWater, Inc. Capital IVR 7 - Administration 7.4 - Business Development Regular Time _
Capital IVR 7 i 7.5 - Project Regular Time |
StarPoint Website 5 - Test 5.4 - Testing Regular Time I
Incorporated Fakon BPO T-Test T - Develop Test Scripls Regular Time —
IntelliPower, Incorporated Falkcon BPO 5-Test 5.2 - Testing Communication Regular Time |

2. Change the properties of the task from within the Task dialog box.

Example 1.1: Changing the task item from Feature Coding to Feature Testing

Task x

H Save as Copy ,
|

H Save & New :' =
Save & Close Cancel Task Notes
Actﬁs Show
Task Elements. Task Start and Due dates
Employee El Staven Brady Start Date _j
Client (Customer) DCS Enterprises Due Date j
Project (Job) StarPoint Website

Task rates and hours

‘ Task rate 2400

Actvity (Service ltem)  5-Test
Sub-Activity (Class) 5.4 - Testing

HOBOBEO:

Budget 35.00 100.00
Pay Code (Payroll It Regular Ti
ay Code (Payroll lten  Regular Time Cost a0 19300
Est to Complete 2400 75.00
Status Fields
[T] Complete
Billable

Example 1.2: Changing the task item from Feature Coding to Feature Testing

Select element x

oK Cancel
Actions
Group

Al [=]

Names

5.1 - Develop Test Scripts P
5.2 - Testing Communication

- Testing

- Install

- Configure

- Feature Test

- Pilot Test

_ Training r
- System Admnistration
- Training

- Mestings

- Communication

m

- Business Development -
-PM .

THAN N A DO mEm;
e o ba D O La b D e

Show as | Abbreviations [=]
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Example 1.3: Changing the task item from Feature Coding to Feature Testing

Task
E} Save as Copy = —
L-_i | H Save & New ﬂ \ZI"
Save & Close x TR Task Motes
Actions Show
Task Elements
Employee El Steven Brady E]
Client (Customer) DCS Enterprises E]
Project (Job) StarPoint Website (]
Actvity (Service ltem) 5 - Test (]
Sub-Activity (Class) 5.3 - Testing Administration (-]
Pay Code (Payroll lten  Regular Time E]

Example 1.4: Changing the task item from Feature Coding to Feature Testing

Task
| H Save as Copy
H | H Save & New |
Save & Close x Dol Task Motes
Actions Show
Task Elements Task Start and Due dates
Employes El Steven Brady E] Start Date E
Client (Customer) DCS Enterprises (=] Due Date =z
Project (Job) StarPoint Website () ek rates and hours
Actvity (Service ltem) 5 - Test () — —
Sub-Activity (Class) 5.3 - Testing Administration (=)
Pay Code (Payroll lten  Reqular Time ] | Budeet =s00

The new task is created, while the original task is maintained on the employee’s timesheet...
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View Time Entry

Timesheet View [Filtered]

4

Steven Brady « 074011

|Client (Customer) Project (Job) Actvity (Service ltem) Sub-Activity (Class) Pay Code (Payrc

lueWater, Inc. Capital IVR T - Administraticn 7.3 - Communication Regular Time
lueWater, Inc. Capital IVR T - Administraticn 7.4 - Business Development Regular Time
lueWater, Inc. Capital IVR T - Administration 7.5 - Project Management Regular Time
DCS Enterprizes StarPoint Website -5 - Test 3.3 - Testing Administration Regular Time
DCS Enterprizes StarPoint Website - 5 - Test 3.4 - Testing Regular Time
IntelliPower, Incorporated Falcon BPO 5-Test 5.1 - Develop Test Scripts Regular Time
IntelliPower, Incorporated Falcon BPO 5-Test 5.2 - Testing Communication Regular Time

Copy an employee’s tasks or entire timesheet to one or more other employees’
timesheets

Copy Tasks is another function within Office Timesheets that makes entering tasks on timesheets faster
and easier. The Copy Tasks function allows you to copy tasks on one employee’s timesheet to one or
more other employees’ timesheet/s. Why would you want to utilize such a function? Often you’ll find
that many employees frequently work on the same tasks. The Copy Task function allows you to
populate employee timesheets using the tasks that have already been creating on other employee (or
timesheet templates) timesheets.

To copy tasks:

1. Click on the View Sheets tab; then click on the Timesheet icon in the View ribbon group.
Next, click on the Copy Tasks icon in the Task ribbon group.

View Sheets Import / Export Reports Process Management System Configuration
(1] Day (L Add Task & Entry b Add Tasks e Ma ste...
e J L &4 = Time Clock k_",J (&) TimerOn [ Add Task From Template | 52| Copy Tasks |
Koo = o - = = = . H
Timesheet  Expenses  Timeshest Templates J' Criteria Add Time Entry gy Timer Off vl Re-generste Tasks |£%! Delete Tasks And Entries Employee  Ma
7X_ Delete Time Entry & Edit Task
View Time Entry Task Approval

Timesheet View [Filtered]

2. From the Copy Task dialog, select the element properties you wish to copy over to other
employee timesheets in the From element selection column; select what you wish to copy...
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Employee To Employee [¥]  {No selection}

{No selection}

{No selection}

{No selection}

{No selection} =
MNoselecton} [

(& [

[

For example, we’ll copy all of the tasks on James Miller’s timesheet and copy them to all other
employees’ timesheets in the illustrations below...
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Select elemeant

v X

Cancel

Actions

~—— Group

|y

——— MNames

Jeremy Hanson
John Thomas
Kelly Turner
Kenneth Black
Kevin Jackson
manager

Mark Wedge
Matt Saito
Michael Blevins
Miranda Lilly
Mikki Pelfrey
Ryan Hyde
Steven Brady
Taylor Kemp
user

Staus [actve  [x]
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Import / Export Reports Process Management System Configuration
E Day E Re-generate Tasks
== [l
|\:L: 2 h; 1 j Time Clock "TC__-‘ Mass Update. .
Timeszheet Expenses Timesheet Templates J' Criteria '—‘.'_21 Copy Tasks
|2 Delete Tasks And Entries
Wiew Task
Copy Tasks
—— Task Elements
From To
Employee To EmplnyeeE Steven Brady E] 1A E]
Client {Customer) A E] A E]
Project (Job) {41} (] tam (-]
Actvity (Service Item) {41} (] tam (-]
Sub-Activity (Class) {41} (] tam (-]
Pay Code (Payroll
ltem) (A} (] tam )
task rates opy status fields opy tracking in notes
k ¥l Copy field [¥] Copy tracking info ¥ Copy

[C] Owverwrite existing tasks

[C] Only copy tasks that satisfy task rules

o O
Undo Last Cop

Select the task properties (task rates, status selections, tracking info, notes) you wish to copy

over to other user’s timesheets.

Copy task rates Copy status fields
("] Overwrite existing tasks

Copy tracking info Copy notes
("] Only copy tasks that satisfy task rules

Undo Last Copy

Once all your copy To and From selections are made, click OK.

7 Copy notes
ask rules

A prompt will appear onscreen to notify you of the number tasks that were created/copied; click

OK.
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Windows Internet Explorer E|
! E Copied 2 kasks,

Entering Time

There are a number of ways to enter time within Office Timesheets. Office Timesheets includes three
time entry interfaces for entering and viewing time data: the Timesheet view (a traditional spreadsheet
style project/task-based entry screen that can display 5, 7, or 10 days at once); the Day view (serves
several purposes such as non-scheduled on-the-fly task/time entry — the Day View also allows for
separate or multiple entries for the same task on the same day); and the Time Clock view (a traditional
time clock for hourly workers who clock in and clock out throughout various times of the day).

This guide will focus on entering time from the Timesheet entry screen. To navigate to the Timesheet
view:

1. Click on the View Sheets tab.
Click on the Timesheet icon in the View ribbon group.

o J = LFZ%-l J’ 1ime GIogK |_‘L'.'ﬂ ‘_? timer wn [ AQQ 18SK FTOM Iempiate |y LOPY 18SKS
Timesheet | Expenses Timesnéﬁmp\ates Criteria add Time Enty (Lgj Timer Off 20 Re-generate Tasks 2 Delete Tasks And Entries
27X Delete Time Entry & Edit Task
View Time Entry Task
Timesheet View [Filtered]
Steven Brady R == == Mon Tue Wed
04 Jul 05 Jul 06 Jul
Client (Customer) Project (Job) Actvity (Service Item) Sub-Activity (Class) Pay Code (Payroll Item)
BlackRock Manufacturing Partners, Inc. Gemini CRM 7 - Administration 7.2 - Meetings Regular Time
BlackRock Manufacturing Partners, Inc. Gemini GRM T - Administration 7.3 - Communication Regular Time
Timesheet BlackRock Manufacturing Partners, Inc. Gemini CRM T - Administration 7.5 - Project Management Regular Time
populated with ———sweswater. inc. Capital IVR 5-Test 5.1 - Develop Test Scripts Regular Time
tasks BlueWater, Inc. Capital VR 5- Test 5.2 - Testing Communic ation Regular Time
BlueWater, Inc Capital IVR 5-Test 5.3 - Testing Administration Regular Time
BlueWater. Inc. Capital VR 5-Test 5.4 - Testing Regular Time
BlueWater, Inc. Capital VR 6 - Rollout 6.1 - Install Regular Time
BlueWater, Inc Capital IVR 7 - Administration 7.1 - Training Regular Time
BlueWater, Inc. Capital IVR T - Administration 7.2 - Meetings Regular Time
Bluaifiistar Ine Fanital LR T Ardmimistestine T Camminieatinn Banuiar Tima =1-nn

From the Timesheet view, there are several ways in which to enter time. One way is to simply enter time

directly into a day/date cell (assuming start/stop times are not required from the user).

To enter time directly into the Timesheet View

1. Locate the task you wish to enter time against and click on the intersecting cell with the

day/date in which you wish to enter time.

2. Enter the time spent into the cell and press Enter or Tab on your keyboard.
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| 220 |

uon Toe Wes ™ Fn Set Sun
18 Jun 19 N0 2 Jun A 2 Jen Do 14 e
| | | | 000 A
| 000
[ | 000
[ 000
| % Total amount of
—= % time for selected task
| % as shown or optionally
I 090 by reporting period
000
000
~
. - + * + 4+ 4 —
2%| eoof ot0| sc0f o) ot ves| 2%
. . . . . . . | - Total amount of

time for timesheet
as shown or optionally

Total time entered by reporting period

on selected date (Mon June 18th)

NOTE: Office Timesheets, by default is configured for time entry using a format of
hours:minutes (example 2:30 would be two and one half hours). Office Timesheets may also
be configured for entry using a decimal format (example 2.5 would be two and one half
hours). This configuration can found in the Time Entry Options by clicking on the System
Configuration tab. The time format option can be set by the user or can be enforced via a
user’s assigned Security Policy.

Note: If viewing multiple employees on the timesheet view the total time will only show on
the timesheet view if all employees being displayed have the same Reporting Period.

The Timesheet view also allows for time entry via its Time Entry dialog.

To enter time from the Time Entry dialog

1. Locate a task you wish to enter time against and double-click on the intersecting cell with
the day/date in which you wish to enter time.

OR

2. Select the corresponding task entry cell in which to make a time entry and click on the Add
Time Entry icon in the Time Entry ribbon group from the View Sheets tab.
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(‘"‘!) Sign Out =

View Sheets Import / Export Reports Process Management

[1] Day A Add Tasks
Lﬂ Q N [~ Time Clock L")ﬂ (*p TimerOn [ Add Task|
Timesheet Expenszes Timesheet Templates f Criteria Add Time Entry '::lH Timer Off !; Re-geners
I X Delete Time Entry 4 Edit Task

View Time Entry

Timesheet View [Filtered]

a. Enter a Start time and End time (within the Time entry data form grouping).

With Start and Stop Time

Time Entry X
x Cancel .
il de (W=
Save & Close Time Entry i‘wlcutes
Actions Show
Task Elements Time entry data
Employee Steven Brady Entry date
Client (Customer) BlackRock Manufacturing Partnars, Inc O Time Spent Only
- - Start time 08:00 AM
Project (Job) Gemini CRM .
_ _ End time 10:00 AM
Actvity (Service Item) 5 - Test Time spent >00
Sub-Activity (Class) 5.3 - Testing Administration
| status
Pay Code (Payroll - Approva
[tem) Regular Time Mo time sheet status El
Status Fields

[[I Billable
("] overtime
[ Flextime Used

OR

Select the Time Spent Only check box; and enter hours and/or minutes into the
Time spent box.
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With Time Spent Only

Time Entry

H X
Save & Close
Actions
Task Elements
Employee
Client (Customer)
Project (Job)
Actvity (Service ltem)

Sub-Activity (Class)

Pay Code (Payroll
[tem)

X
x Cancel = -
orl | 2
Time Entry Motes
Show
Tirme entry data
Steven Brady Entry date
7T
BlackRock Manufacturing Part Time Spent Onh’
Gemini CRM
5 - Test Time spent 2:00
5.3 - Testing Administration
: Approval status
Regular Time Mo time shest status El
Status Fields
[C] Billable
("] gvertime

"] Flextime Used

b. Click Save & Close.

3. Office Timesheets also provides users with a stop watch timer; designed to keep time while
you work. To make a time entry with the stop watch timer...

a. Click on the View Sheets tab.
b. Select the corresponding task entry cell in which to make a time entry.
c. Click the Timer On icon in the Time Entry ribbon group.
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(TH Add Task & Entry 2 Add Tasks

(wim]
&5 Mazs Update...

| ':EP Timer On |
(g Timer Off

l@' Add Task From Template

iy Re-generate Tasks

7X< Delete Time Entry & Edit Task

_:a Copy Tasks
gx_l Delete Tasks And Enfries

-

Employee Manager

Time Entry Tagk Approval
- ||« ornson (i hon Tue wed Thu Fri Sat Sun
A Jul 12 Jul 13 Jul 14 Jul 15 Jul 16 Jul A7 Jul

-Activity (Class)

Pay Code (Payroll ltem)

- Develop Test Scripts Regular Time

- Testing Communication Regular Time

- Testing Administration Regular Time

- Testing

Regular Time

- Develop Test Scripts Regular Time

- Testing Communication Regular Time

- Testing Administration Regular Time
- Testing Regular Time
- Training Regular Time
- Meetings Regular Time

- Communication

Regular Time

- Project Management Regular Time

: 0:00:33]

0:00
0:00
0:00
0:00
0:00
0:00
0:00
0:00
0:00
0:00
0:00
0:00

d. When your work is complete (or you need to pause the timer), click on the Timer

Off icon in the Time Entry ribbon group.

| »

m

i i Reports Process Management
P =] o
1] Day (L Add Task (&1 Ma
.._j Time Clock L:";ﬂ ’E p Timeron lﬂ- Add Task From Template !_\21 Co|
\plates J!"'Ir Criteria Add Time Entry (‘qy Timer Q vk Re-generate Tasks m Del
7X Delete Time Entry &¢ Edit Task
Time Entry Task
« ||« o7nszon1 ] e Mon
11 Jul
:ct (Job) Actvity (Service ltem) Sub-Activity (Class) Pay Code (Payroll ltem)

Entering Expenses

Office Timesheets also provides rich functionality for the tracking of expenses. Office Timesheets

provides a separate view for tracking expense entries called the Expenses view.

To activate the Expenses View:

1.

Click on the View Sheets tab lick on the Expenses icon in the View ribbon group.
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{r“* Sign Out -
View Sheets

Reports Process Management System Configuration

Iﬂ Day = Add Expenze Entry i.“' Add Tasz
ﬂ : ﬁ .__j Time Clock E'j COpen Expense List E' Add Tas
Timeshest Timesheet Templates J' Criteria _ﬂ': Re-gene
& Edit Tas

View Expenses

Office Timesheets provides several mechanisms for tracking expense entries as well. The first method is
of creating expense is via the Expense Entry dialog box.

To make an expense entry from the Expense Entry dialog

1. Click on the Expenses icon in the View ribbon group to activate the Expenses view.
2. Click on the Add Expense Entry icon in the Expenses ribbon group.

&

View Sheets Import / Export Reports Management System Configuration
1] Day ="/ Add Expense Entry || | Add Tasks
= == /- If j Time Clock ‘C'j Open Expense List Fﬂ- Add Task From Template
Tim?sheet Expenses Timezhest Templates J’ Criteria _ﬂ" Re-generate Tasks
& Edit Task
View Expenses T

3. Select the task elements you wish to apply to the expense; you’ll also notice a new element
item: “Expense”. The Expense element item is only visible when creating expenses.
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Expense Entry

k.

Save and Close

Actions

Expense Entry

Show

X cancel ‘ @ ‘ @

Motes

— Task Elements
Employee
Client (Customer)
Project (Job)
Actvity (Service ltem)
Sub-Activity (Class)

Pay Code (Payroll
Item)

Steven Brady

BlackRock Manufacturing Partners, Inc

Gemini CRM

7 - Administration

7.1 - Training

Regular Time

Expense

{No =election}

()|} 0| 60 £ 6 B

Visible only when adding expense entries.

—— Expense Entry
Entry Date 07/11/2011

Description |

Price
Quaniity
Markup/down | Percentage : I 0.00

Tax %

Apply Tax to Markup / Markdown

Approval Process

| Mo time sheat status

[=]

~—— Status Fields

Billable
Overtime
Flextime Used

a. Click on the Expense selection button highlighted above.
b. Choose an expense item from the Select element dialog box.
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| ————————————————————— |

Select element

v X

Cancel
Actions

—— Group

A

M Wd | MH] M

A | |

il |

—— MNames

{No selection]}

Entertainment
Equipment
Fuel

Internet
Ledging

Meals

Mileage

Office Supplies
Printing

Rental Car
Shipping: DHL
Shipping: FEDEX
Shipping: UPS

m

| ]

C.

Fill in the Expense Entry details as shown below.
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x Cancel

=

Save and Close

Actions

Expense Entry

A

Motes

Show

Auto-calculates as data is entered.

x

-~ Task Elements

Employee Steven Brady

Client (Customer)

BlackRock Manufacturing Partners, Inc

Gemini CRM

Project (Job)

Actwty (Service ltem) 7 - Administration

Sub-Activity (Class) 7.1 - Training

Pay Code (Payroll

"_em) Regular Time

Airfare

Expense

EJC)EEIEIEE]

— Expense Entry
Entry Date 07/11/2011

Description | Air Travel Ticket & Fe
Price
Quantity

Markup/down | Percentage : I
Tax%
| |iApply Tax to Markup / Markdown

Approval Process

[=]

| Mo time sheet status

~—— Status Fields

Billable
Overtime
Flextime Used

e

——— Approval Process

| Mo timezheet status

——— Btatuses v
Billable
[[Billable Jime_Shift Differentiz
[ | Overtime_Shift Differentiz

] overtime

4. Click Save & Close.

Expense Entry

A rdinne

NOTE: The Expenses sheet totals the same as the Timesheet view. See the illustration

below...
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Steven Brady ||« omnseon EHEEw Mon Tue Wed Thu i Sat Sun
1. Jul 12Jul 13 Jul 14.Jul 15 Jul 16 Jul 17 Jul

Client (Customer) Project (Job) Actity (Service Item) Sub.Activity [Class) Pay Cods (Payroll

AutoLink Engineering, Pic. Capital IR 5. Test 5.1 - Develop Test Seripts Regular Time 000 ~
AutoLink Engineering, Ple. Capital IR 5 - Test 5.2 - Testing Communication ' Regulsr Time I 0.00
AutoLink Engineesing, Pt Capitsl IR 5. Test 53. Testing Administration  * Ragular Time 0.00
AutoLink Engineering. Pi. Capital Vit 5. Test 5.4 - Testng Reguiar Time 0.00
BlackRock Manufacturing Pariners, Inc. Gemini CRM 5. Test 5.1 - Develop Test Scripts Regular Time 0.00 |2
BlackRock Manufacturing Pariners, Inc.  * Gemini CRM 5 - Tost 5.2 - Testing Communicotion ' Regular Time 0.00
BinckRock Manufacturing Pariners, Inc. | Gemmini CRM S - Test §.3-Testing Administration | Regular Time 0.00
BlackRok Manufacturing Partners, inc. Gemini GRM 5. Test 5.4 - Testing Reguisr Time Tatal expenses for 0.00
BlackRock Manufacturing Pariners, Inc. Gemini GRM 7 - Administration 7.1 - Training Regular Time | 741.51) — T T :n: cifiad da —— T41.51
BlackRotk Marufscturing Pariners, Ine.  © Gerini GRM 7 - Administration 7.2 - Meetings Regulsr Time v 0.00
Bls:kRotk Marufseturing Pariners, Ine.  : Gernini CRM 7 istrati 7.3-C Ragular Titme 0.00
BlakRotk Manufseturing Parirers, Ine.  * Gernini CRM 7 . Administiation 7.5 . Prcjact Mansgement Ragular Time [ 0.00
BlusWater, Inc Capital IR 5. Test 5.1 - Devalop Test Scripts Regular Time Total EXpPEnsE for row's fask oo
BlusWater, Inc Capital Vit 5. Test 52 - Testing Communication  Regular Time for tirfieperiodshown oh 0.00
BlusWater, Inc Capital VR 5. Test £3 - Testing Administration | Regular Time SCreel or Tor the reporting g0
BlusWatar, Inc Capital VR 5. Test 5.4 - Testing Regular Time perot beEmy - uEpldyed 0.00
Blue'Water, Inc Gapital IvR & - Rolout 6.1- Instal Regular Time 0.00
BlueWater, Inc. Capital VR 7 - Administraticn 7.1 - Training Regular Time 0.00
BlueWater, In Capital IR 7 - Administration 7.2 - Mestings Regular Time 0.00
BlusWater, Inc Capitsl VR 7 - Administrati 73-C Regular Time 0.00
Bluswater, Inc. Capital VR T - Administration 7.4 - Businéss Development Régular Time 0.00
BlueWater, Inc Gapital VR 7 - Administration 7.5 - Project Management Regular Time 0.00
DCS Enterprises StarPaint Website 5 - Test 53-Testing Administiation Reguler Time T 0.00
DCS Enterpiises StarPeint Website | 5 - Test 5.4 - Testing Ragular Titme | 0.00
IntelliPower, iIncorporatad Faleon BPO 5. Test 5.1 - Devalop Tast Seripts. Ragular Tima | 0.00 -
Steven Bragy. BlackRock Manulacturing Partners, Inc.. Gemini GRM, 7 - Administration. 7.1 - Training, Reguiar Time TATST | i 000 i 000 mi e TATSY

Total expenses for time
period shown on screen or
for the reporting period being
displayed

Total expenses for
specified day

Submitting Timesheets and Expenses for Approval

Office Timesheets provides a fully customizable approval process for both time and expense entries. The
Office Timesheets sample database includes an approval process with 4 steps: Submitted, Rejected, Re-
Submitted, Approved and Unapproved.

Your Office Timesheets approval process ties into Reporting Periods. For example, if an employee is
assigned a weekly reporting period he/she would submit their timesheet each week.

The Office Timesheets approval process also offers Manager and Employee Notifications for when
timesheets are due and/or overdue; as well as employee and manager notification for when an approval
step is applied. For example, an employee’s manager is notified when his/her reporting employees
submit their individual timesheet.

Submitting Timesheets

An employee submits his/her timesheet from the Timesheet view by clicking on the Employee icon in
the Approval ribbon group. The Approval Process dialog box contains a simple view so the employee can
easily see their submitted timesheets, timesheets that are due/overdue, timesheets that are not yet
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due, timesheet notes and more. The Approval Process dialog also contains an action selection field that
allows the employee to submit and/or resubmit his/her timesheet.

To submit an employee timesheet from Approval Process dialog:

1. Locate atimesheet with a status of Due or Overdue.

Approval Process x

OK Cancel

Actions

Timesheet for Steven Brady

Status Start End Hours Action Notes
Naot Due 073172011 08/06/2011 0:00 Leave asis [+] 53
Not Due 07/24/2011 07/30/2011 000 Leavsasis [~] 2
Not Due 0772011 071232011 0:00 Leavsasis [=] a2
Overdue 0712011 07162011 2805 |Leaveasis [=] )
Approved 07/03/2011 07/09/2011 14:00 |Leave asis [=] )

2. Click on the Action drop, and select Submitted.

Sumbitted

Approval Process x
OK Cancel

Actions

Timesheet for Steven Brady

Start End Hours Action Notes
Not 07/31/2011 08/06/2011 000 |Leaveasis || 2
Not 07/24/2011 07/30/2011 0:00 [Leaveasis || 2
Not 0711712011 07/23/2011 000 Leaveassis || 2
| Submitied 07/10/2011 07/16/2011 28:05 Leavessis (] Pl
Approved 07/03/2011 07/09/2011 14:00 [Leaveasis [ 2

3. Click OK to close the Approval Process dialog box.
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NOTE: Submitting expenses in Office Timesheets is identical to submitting timesheets with Office
Timesheets, but is submitted by clicking on the Employee icon from the active Expenses view.

Reviewing Time and Expenses on-screen and Approving Timesheets (for
Managers and Administrators)

On-Screen Review of Timesheets

A manager can review all of his/her employee’s timesheets at once from within the Timesheet view of
Office Timesheets. This allows the manager to review and manage employee timesheets in an
interactive on-screen view. This is accomplished by using Office Timesheets’ View Criteria tool.

To access Office Timesheets’ View Criteria tool, and review a group of employees from within the
Timesheet View at once:

1. From the Timesheet View, click on the Criteria icon.

Sign Cut -

Yiew Sheets Import / Ex Reports Process Management Syste

1] Day (LA

L) . .
.'i_:| | Q LE:{B =] Time Clock &Eﬂ Cp
s = L= . . '- =
Timesheet Expenses Timeshest Templatss | _'! Criteria | Add Time Entry -1l
Wiew Time Ent

Timesheet View [Filtered]

2. Inthe Order group box of Sheet View Criteria, highlight the employee level (as shown below);
then select the Show checkbox. This will add a new column, Employee, to the Timesheet View,
so that you may view employee names next to tasks on the timesheet.
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B View Sheets Import / Export Reports Process Management System Configuration
[1] Day <4 Re-generate Tasks
B = x - Time Clock ¢ Mass Update...
b . S o =l
e Al — ,.».J
Timesheet  Expenses  Timeshest Templates J’ Criteria 1] Copy Tasks
S Delete Tasks And Entries
View Task
Sheets View Criteria
—— Task elements —— Task Status Fields
Client (Customer) LA} B Complete lgnore [+]
Project {Job) LA} E Billable lgnore El
Actvity (Service ltem)  {a} ) Do
— 5
Sub-Activity (Class)  {al )
Pay Code (Payroll 0 ® EEiie
From ez

Item)

To j

Order Filter | show currentiuture [+ |
st o] i 0 ]
—— Show
Employee/Template Ascending | = | [ Move Dom] Show N [=]
ames
Client (Customer) Ascending Days count 7 [~]
Project {Job) Ascending Always start imeshest on Monday [=]

Actvity (Service tem) Ascending
Sub-Activity (Class) Ascending
Pay Code (Payroll ltem) Ascending

Show Mon-Task-Based Entnes

[ ] ] 1 [
SEEEE

Save

sl G ] |.
|

Employee/Template

3. Click Save.

4. Click on the Timesheet icon in the View ribbon group to return back to the Timesheet View.

Office Timesheets Quick Start Guide |Copyright® 2003-2019. Lookout Software, LLC

40



W]VEWSheetsl Import / Export  Reports  Process Management  System Configuration

Timesheet

&l &l

ro : -
enses  Timesheet Templates r Criteria

(13 pay

lf'_g Time Clock

View

a.‘ﬂ

Add Time Entry

(T Add Task & Entry

G', Timer On
(y Timer OfFf

X Delete Time Entry
Time Entry

| Add Tasks

|9 Re-generate Tasks
& Edit Task

Task

- | [.« o701 i) » |

Employee . Client (Customer) ' Project (Job) - Actvity (Service Item) . Sub-Activity (Class) : Pay Code (Payroll |
Steven Brady : AutoLink Engineering, Plc. : Gapital IVR 15 - Test : 5.1 - Develop Test Scripts : Regular Time {
Steven Brady ! AutoLink Engineering, Plc. : Capital IVR ©5-Test {52 - Testing Communication Regular Time
Steven Brady - AutoLink Engineering, Plc. : Capital IVR -5 - Test - 5.3 - Testing Administraticn - Regular Time
Steven Brady ¢ AutoLink Engineering, Ple. : Capital IVR S5- Test :5.4 - Testing : Regular Time
Steven Brady : BlackRock Manufacturing Partners, Inc.  © Gemini CRM i 5. Test - 5.1 - Develop Test Scripts . Regular Time
Steven Brady : BlackRock Manufacturing Partners, Inc.  © Gemini CRM i 5. Test © 5.2 - Testing Communication - Regular Time
Steven Brady : BlackRock Manufacturing Partners, Inc. | Gemini CRM i 5-Test : 5.3 - Testing Administration ! Regular Time
Steven Brady : BlackRock Manufacturing Partners, Inc.  : Gemini CRM 15-Test 5.4 - Testing . Reqular Time
Next, click on the Employee display selector as highlighted below.
Ay ——» A e ——a
‘ | [ Time Clock l'ﬂ (‘E} Timer On
= . (J
P T .
Timeshest Timeshest Templates r Criteria Add Time Entry GI Timer Off
/< Delete Time Entry
View Time Entry

Eﬂ Mass Update...
[ Add Task From Template 1] Gopy Tasks
|| Delete Tasks And

Next, click on the Group drop down field from the Select element dialog as highlighted below.
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Select element x

OK Cancel

Actions

—— Group
An =]

LAl

Pro Ona
Administrators

Professional Services
AT

Cindy Thompson
Debra Wesaklsy
Jamesz Galway
James Guinn
Janet Bamnes
Jeremy Hanson
Kelly Turmer
manager

Steven Brady
user

Status Active  [+]

7. Next, select the Employee Group you wish to view, and click OK.

Select element x

v X

oK Cancel

Ar.iiuns

— Group
| Professional Services [=]

—— MNames

{Mon group}
Cindy Thompson

You should now see an entire group of employee timesheets within the Timesheet View (see
illustration below).
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manager

(TH Add Task & Entry | Add Tasks ' Mass Update..
(=3 Time Clock @ (X) TimerOn [ Add Task From Template  |3] Gopy Tasks
enses Timeshest Templates r Criteria Add Time Entry GI Timer Off |3 Re-generate Tasks 13(-' Delete Tasks £
JX Delete Time Entry || |&¥ Edit Task

View Time Entry Task

[ {Group} Professional Services v] [« 05162011 [ »]

Employee ' Client (Customer) ' Project (Job) * Actvity (Service Iten’ Sub-Activity (Class) ' Pay Code (Payroll Iter’

Cindy Thempsen  AutoLink Enginsering, Pic.  Gapital IVR ‘& - Rollout (6.1 - Install ‘ Regular Time ——
Cindy Thempson ! AutoLink Engineering, Plc. | Capital IVR ! & - Rollout 16.2 - Configure | Regular Time H

Cindy Thempson : AutoLink Enginsering, Plc. : Capital VR & - Rollout 8.3 - Feature Test : Regular Time

Cindy Thampson : AutoLink Engineering, Plc. : Capital IVR -6 - Rollout ;6.4 - Pilot Test : Regular Time

Cindy Thompson * AutoLink Engineering, Plc. ‘ Capital IVR ‘6 - Rollout ‘6.5 - Training ‘ Regular Time

Cindy Thompson * AutoLink Engineering, Plc. ‘ Gapital IVR ‘6 - Rollout ‘6.6 - System Administratio’ Regular Time

Cindy Thompson | BlackRock Manufacturing Pariners, Inc. | Gemini CRM ‘6 - Rollout {6.1 - Install | Regular Time

Cindy Thompson ! BlackRock Manufacturing Partners, Inc.  * Gemini CRM 6 - Rollout ‘6.2 - Configure : Regular Time
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Approving Employee Timesheets (Manager Approvals)

Office Timesheets includes a special tool set for Approving Employee Timesheets, and more. From the
Manager Approval screen, group managers can:

e See the status of their employees’ timesheets (Not Due, Submitted, Due, Overdue, Rejected and
Resubmitted).

e See the number of hours logged for timesheets by employees.

e Approve and/or reject employee timesheets.

e Enter/review notes for specified timesheets.

To approve employee timesheets:

1. From the Timesheet View, click on the Manager icon in the Approval ribbon group.

ration

O ]

wnd Entries Employee | Manager

Approval

2. Using the Prev (Previous) and Next buttons, move between dates to view employee timesheets
and their status.

Approval Process X
OK Cancel Prev Mext
Actions Wiew

Timesheets for employees managed by admin

Name Status Start End Hours Action Notes
Janet Bames  Owverdue 0702011 071672011 0:00 | Leave asis (=] @ -
James Galway Overdue O07/10/2011 07/16/2011 0:00 |Leave asis [=] © 2>
Jeremy Hanson Overdue 07/10/2011 07/16/2011 0:00 | Leave asis [=] ¢ >
manager Overdue  O7M0/2011 07/16/2011 000 |Leaveasis [x] 2
Kelly Turner Overdue 0702011 07TH6/2011 00D Leave asis [r] 2
Debra Weakley Owverdue O7MO02011 07/16/2011 000 | Leave asis =] @
admin Overdue 0702011 0TH6/2011 000  Leave asis [=] 2
Steven Brady  Submitted 07102011 07/16/2011  28:05 |Leave asis =]
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Approval Process

YKy 1

Actionzs ‘-.-fiew

3. Click on the action drop down next to an employee timesheet you wish to approve and select

Approved.
Approval Process x
Cancel Prev Mext
Actions WView

Timesheets for employees managed by admin

Name Status Start End Hours Action Notes
Janet Bames — Overdue  07/10/2011 071672011 0:00 |Leave asis =] 2 -
James Galway Owverdue 07102011 O07A16/2011 0:00 |Leaveasis =] @
Jeremy Hanson Overdue 071002011 07A16/2011 000 | Leavessis =] 2
manager Overdue 0702011 O7/16/2011 000  |Leave asis (=] &
Kelly Turner Overdue  O7M0/2011 07/16/2011 0:00  |Leave azis x| @
Debra Weakley Overdue 07102011 07A16/2011 0:00  |Leave azis =] 2
admin Overdue  O7M0/2011 O7H16/2011 0:00 |Leave azis (=] 2
Steven Brady — Submitted 07/10/2011 07M16/2011  28:05 |Leave asis =] 2 |

Leave asg is E|

4. Repeat step 3 for each employee timesheet you wish to approve; and click OK when finished.

NOTE: If you'd like create, edit or read notes related a specified timesheet click on the Notes icon for the
specified employee timesheets.
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Motes x

‘)( Cancel -
Save & Close Motes
Actions Show

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer ac. -

Approval Notes

Generating Reports

Office Timesheets provides rich reporting functionality with two built-in reporting engines: the Summary
Report engine and the Detail Report engine.

The Office Timesheets Summary Report engine creates spreadsheet style columnar reports and allows
for fast and easy report creation in a simple spreadsheet style format.

The Office Timesheets Detail Report engine utilizes Microsoft’s Reporting Services Report Viewer, which
allows for storage and retrieval of reports designed using Microsoft Reporting Services. Thus, Office
Timesheets does not provide the report design tool for Detail Reports. However, Microsoft provides
these report design applications/tools free to users that have purchased a license of SQL Server or Visual
Studio. Lookout Software does, however, provide several pre-made Detail Report templates, which are
available for use by all Office Timesheets users.

To access Office Timesheets reports simply click on the Reports tab.

) Sign Out s
View Sheets Reports Process Management
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Creating a Sample Summary Report (Employee Hours Analysis)

This section of the Quick Start demonstrates the creation of a sample Summary Report that breaks down
Employee Hours into three columns by:

e Employee Hours
e Employee Billable Hours
e Employee Non-Billable Hours

This is simply to demonstrate how to create a simple Summary Report, and to get you familiarized with
the various options of the Summary Report writer.

Step 1: Define Report Columns

1. From the Reports tab, click Summary Report.
2. Click the New icon in the Summary Report ribbon group.

@ Sign Out = Wellman 0. Dan

View Sheets Import { Export Reports Frocess Management Systern Configuration
- ;—,.,l \? E H Sawve The Current Template D::‘-FJ
' | I;J l&Z Display List Of Templates ==
Print Active View Recalculate View Criteria New Detail Reports
Print Report Optionz Summary Report Detail Report
Summary Report

3. Double-click on the Column Header of the first column (highlighted in the illustration below).

i IV PLRL L S RELILET

Summary Report

4. Type “Employee Hours” in the Title field (as shown in the illustration below). This will be the title
for Column 1 of your report.
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Title

Employee Hours

5. Click on the Field 1 drop down and select Time spent (as illustrated in the next 3 images below).

Operator  Field F
1

| None l\il|

None

|

| Tazk rate

1Standard Amount: Tab A
i Overtime Amount: Tab A
13tandard Amount: Tab B
Owvertime Amount: Tak B
| Standard Amount: Tab C
| Overtime &mount: Tak C
Standard Amount: Tab D
|| Owertime Amount; Tab D
Standard Amount: Tak E
| Overtime &mount: Tak E

Fwnanco ~not

[
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Define column X

v X X0

i Cancel Delste  Duplicate Dates

Actions
Title
Employee Hours
Operator  Field Function Constant From To
1
|Tirne5.|:|ent v||Tuta| w Select date ” Select date ”Status]
2
[ ] [wore v/
3
[ ] [vone vl
4
[ ][wore v/

[] calculate column total
[]calculate entries separately

6. Next, click on the From and To select date buttons, setting the From date and the To date
properties (shown in the next two illustrations below).

Define column

/X X @

Cancel Delete Duplicate Dates

Actionz
Title

Employee Hours

Operator  Field Function Constant| From
1

Ta

Standard Amount: Tab & W | | Total W Select date elect date
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Select date

s X

Cancel

Actions
) Use pattern
Mumber  Period Past / Future

o |[sungays 7]

@ Use date

o7/012011] ||

1 July, 2011
Mo Tu We
27 28 29
4 5 &
11 12 13
15 1% 20
25 26 27
1 2 3 4 5 6

Today: July 20, 2011

7. Click OK to close the Define Column dialog for column 1.

8. Next, double-click on the Column Header of the second column (highlighted in the illustration
below).
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Impaort / Expaort Reports Process Managemel

] =

2 T 1]

Eooe ksl save e curre

&’ Display List OF T

Summary Report

9. Type “Employee Billable Hours” in the title field (as shown in the illustration below). This will be
the title for Column 2 of your report.

10. Click on the Field 1 drop down and select Time spent.

Define column x
v X X |
| OK  Cancel Deiete  Dupicate Dates
| Actions
[ Title
|Emgloyes Bilable Hours
QOperator  Field Funclion Constant From To
1
| Time spent || Tt v | Selectdate || Selectdate |[ Status |
. |
| v |[none ]
3
| w || nene ~ll

11. Click on the Function drop down, and select Total (as illustrated below).
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12. Next, click on the From and To select date buttons, setting the From date and the To date
properties (shown in the illustration below).

Select date x
OK Cancel
Actions
) Use pattern
Mumber Period Past / Future
1] Sundays El Ago El
@ Use date
o7/m1i2011] ||
q July, 2011 b

Su Mo Tu We Th Fr Sa
26 27 28 29 30 1 2
3 4 5 6 7 8 &
10 11 12 13 14 11 Friday, July 01, 2011 §
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 6

Today: July 20, 2011
I I I

13. Next click on the Status button; and then click on the Billable drop down under the Task
grouping (as shown in the illustration below) and select Checked. This will filter the reporting
data in this column to show only those entries against tasks that are marked as “Billable”.
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Status selection

v X

Cancel

Actionz
Entries
Billable Checked [] |

14. Click OK to close the Status selection dialog; then click on OK to close the Define Column dialog
for Column 2.

15. Next, double-click on the Column Header of the third column and give it a name of “Employee
Non-Billable Hours”; repeat steps 9 -13 above except when making the status selection for
Column 3...set the Billable status to “Unchecked”. This will filter the reporting data in this
column to show only those entries against tasks that are designated as Not Billable (illustrated
below).

Status selection

OK Cancel

Actions
Entries
Billable Unchecked | = | |

Step 2: Set the View Criteria for the Report

Once you've defined a Summary Report’s columns, you then define the element and the order in which
you wish to view the elements.

To set your report’s View Criteria:

1. Click on the View Criteria icon in the Report Options ribbon group.
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@) Sign Qut =
— View Sheets Impaort [ Export

Print Active View Recalculate View Criteria

Print Report Options

2. Choose the view criteria settings you wish to apply to your report view. For example, the
illustration below has set the report to only show the Employee and Client names on the report.

L]

L]

L]

L]

L]

View Criteria
v X
0K Cancel
Actions
Elements
Employee |{AII}
Client (A
Project |{a
Phase |{any
Task |{a
Cost Center |{AII}

L]

3. Click OK to close the View Criteria dialog.

Step 3: Calculate Report

Now that you’ve defined the columns and view criteria for the report, simply click on the Recalculate

button to execute the report...

Sign Out =
iew Sheets Import ! Export Repc

Print Active View Recalculate View Criteria

Print Repnrf Optionz

Show

Qutline view
Employee
Client
Project
Fhase
Task

Cost Center

Show

OO0O00FA
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| @ —~ N d | ‘ = bd Seve The Current Template ” o
Print Active View Recalculate  View Crteria | New G I Detai|
T Print Report Options | Summary Report _ Detail

Anderson L. Thomas 75.00
Addison Labs, Inc. 20.00 6.00 14.00
Blueprint Energy Systems, inc. 12.00 12.00
Flexible Technologies, Inc. 31.00 18.00 13.00
NA 12.00 12.00
Kaplan S. Lindsay 79.00 72.00 7.00
{None} 8.00 8.00
Addison Labs, Inc. 21.00 21.00
BlackRock Manufacturing Partners, in| 1.00 1.00
Flexible Technologies, Inc. 22.00 18.00 4.00
WA 10.00 10.00
NMotion Engineering, Inc. 4.00 4.00
Quorum Ventures, LLC. 13.00 10.00 3.00
Miller M. James 49.02 46.52 2.50
Addison Labs, Inc. 250 2.50
Blueprint Energy Systems, Inc. 25.50 25.50

Saving and Retrieving Summary Reports

Office Timesheets provides functions for saving and retrieving Summary Reports...
To save a Summary Report:

1. Click on the Save The Current Template icon in the Summary Report ribbon group.

“ L] save The Current Template

2. Type in a name for the report you wish to save, and click OK.
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ﬁ

Template Mame x

_{x _

Cancel —

Actions I

Mame

Te=t

3. Click OK once prompted that your Summary Report has been saved.

Windows Internet Explorer

| & Display List Of Templates |

To retrieve a saved Summary Report:

1. Click on the Display List of Templates icon in the Summary Report ribbon group.
2. Select the report name you wish to retrieve, and click Run.
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Summary Report Templates List

——— Templates

Project Summary
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Generating Detail Reports

This section demonstrates the creation of a sample Detail Report, and to familiarize you with the options

of the Detail Reports tool.
To generate a sample Detail Report:

1. From the Reports tab, click on the Detail Reports icon.

‘ @ Sign out = |
View Sheets Import/ Export Reports Frocess Management Systermn Configuration

H Save The Current Template
& Display List OF Templat

Print Active Wiew Recalculate  View Criteria Detail Reports

Print Report Options Detail Report

2. From the Detail Report List, click on the Add Defaults button.

@ View Sheets Import/Export J Reports [ Process Management s

2| 2

New Detail Reports

~—— Report list
Ifthis is your first time using Detail Reports you will need to add the pre-,
defined detail report templates to your Office Timesheets Detail Repo!
List To do this, click the *Add Defaults™ button below; select all che
boxes in the *Add Default Reports™ dialog box; and click OK.

Category | Employees v

3. From the Add Default Reports dialog box click on the Select All icon in the Selection ribbon
group.

Add Default Reports

v X

Cancel Select All Deselect All

Actions Selection

Employees
Groups
Elements

Time Entries
Expense Entries
Auditing
Miscellaneous
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4. Next, click on the Categories drop down from within the Detail Report List Dialog box; and select
Time Entries (shown in next two illustrations below).

@ Sign Out =
— View Sheets Import / Export Reporns FProcess Man

2 | =
Mew Detail Reportz

Summary Report Detail Report
Detail Report List

—— Report list

Ifthis is your first time using Detail Reports you will need to add the pre-
defined detail report templates to your Office Timesheets Detail Report
List. To do this, click the “Add Defaults™ button below; select all check
boxes in the “Add Default Reports™ dialog box; and click QK.

Category | Employees W

Employee Information Listing [ Ldd Defaults ]
Employee Status Lizting

Employee Custom Fields Listing [ Rename ]

Employee Rate Listing

Employee Dependencies I Delete l
[ Maee 1

—— Report list

[fthis is your first time using Detail Reports you will need to add the pre-
defined detail repaort templates to your Office Timesheets Detail Report
List. To do this, click the “Add Defaults™ button below; select all check
boxes in the “Add Default Reports® dialog box; and click QK.

Category | Time Entries “

Ty Employees [ Add Defaults ]
Time Entrig

Time Entrie _ [ Rename ]
N Time Entries

Time Entrig ExPense Entries | Delete |
Time Entrig Auditing

Time Entrie Miscellaneous [ Run ]
Time Entriez by Element Level &

Time Entries by Element Level 7 [ Load ]
Time Entriez by Element Level &

Time Entries by Element Level 9 [ Copy.. l

5. Next, select the report Time Entries by Date; and click the Run button.
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t:,.],' Sign Out =

View Shaets Import ! Export Reporis Process Management System Configuration

- e |' 5 bl sve The Current Tamelate =
" g =5 L i’ Daplay List Of Templstes i

Print Acthee Visw Recalculale  Visw Cribera Blank Dertad Reports
Frint Report Options Summary Report Detad Repor

Time Enfries by Date

4 4 1 ofd b P 100%: W Farsd | Mext Salect » format W | Expor
Time Entries by Date

Date Range: 060172007 to OT/0272007

Entry Date arm22007
Employee
Element Levels Hours
0BM172007
Anderson L. Thomas
Addison Labs, Inc., ResilienceX ID package, MN/A 4.00
Finalize Designs,
Blueprint Energy Systems, Inc.. Holiday Packages 5.00

Email Campaign, NA, Content Editing,
Kaplan 5. Lindsay

Addison Labs, Inc., AccountStar, Business 2100
Analysis, |
Flexable Technologies, Inc., StarPoint Product 3.00

Brochure, N/&, Content Editing,

Bl e Tl le B Bmm i s LA L. BITA aoAn

()]

**If you do not see any data in your report, you may want to check the date range in which the
report is set. To do this click on the View Criteria icon in the Report Options ribbon group and
select a date range in which you know time entries are present using the From and To date
selectors in the Time Entry Reports View Criteria dialog box; and select OK. Next, click the
Recalculate icon in the Report Options ribbon group to recalculate the report using your new
selected criteria.

Transaction Detail Reports

Transaction Detail Reports is a new reporting tool in Office Timesheets that lets you pull task, time entry
and expense entry transactions into an interactive grid. Once tasks, time entries or expense transactions
are loaded into the grid, users can sort columns in ascending or descending order and/or group data by
one or more selected columns. There are also many different filtering options for Detail Transaction
Reports, just like those found in the Summary Report and Detail Reports.

Finally, once loaded the desired data into the Detail Transaction Report grid, you easily export the data
directly to Microsoft Excel for graphing, charting, and more. To learn more about Transaction Detail
Report refer to the Office Timesheets Installation and User’s Guide.
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