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About Office Timesheets

Office Timesheets is a web-based time and expense management application. Office Timesheets is a highly
configurable timesheet tracking and management software application primarily used by project-driven
organizations that need to keep track of employee time reporting for accurate job costing, accounting and/or
billing of professional services. Office Timesheets also provides extensive functionality for tracking project-
related expenses.

Office Timesheets is designed from the ground up as a web-based application which ensures a quick, install-
once, use everywhere, deployment. Office Timesheets is developed using Microsoft’s latest and most
sophisticated web development platform architecture (ASP.NET AJAX) along with an ultra-intuitive Microsoft
Office Fluent style interface to ensure ease of use and minimal end-user training.

Office Timesheets offers a rich feature set that allows you to customize the application to your specific needs
and requirements. Here is a brief synopsis of Office Timesheets’ features and capabilities...

Key Office Timesheets Features

Office Timesheets offers a rich feature set that allows you to customize the application to your specific needs
and requirements. Here is a brief synopsis of Office Timesheets’ features and capabilities:

o Configurable timesheet for project costing, client billing & time and attendance

e 10 customizable tracking levels

e 30 customizable Entry and Task-based status flags

e Easy to use, 100% web-based timesheets with Windows application-like functionality via AJAX

e Real-time graphical reports that provide insight into productivity

e Six customizable employee rate tables with a facility of tracking effective dates and overtime rates at
each level

e Customizable rules for creating and managing time tracking tasks

e Email notifications to encourage prompt submission of timesheets

o Configurable approval process to fit your business

e Easy expense tracking in multi-currency; auto tax calculations

e Flexible, multi-client billing/invoicing options

e DCAA-compliant timesheets and audit trails facility allow businesses to follow regulatory guidelines
(eg: Sarbanes Oxley, DCAA, FMLA, etc.)

e Integrates with Microsoft Project and QuickBooks

e Easy import/export of data files from/to common databases and spreadsheets

e Can be configured to meet the needs of any organization

e In-depth reporting facilitates highly detailed analysis for breaking down costs at granular levels:

o Byemployee

By client or cost center

By project

By phase

By task

By any other factor that is important for understanding cost and profitability

o O O O O
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Editions

There are two editions of Office Timesheets— the Self-install (on-premise) edition and On-Demand (hosted)
edition. Both versions are available as 30-day trial demos.

On-Premise Edition: Office Timesheets

The On-Premise Edition is installed on your Web and/or Intranet server. After installation, you can run the
Office Timesheets application just as you run other software on your computer. Once the application has been
installed on your office internet server, it can be accessed by all your employees to collaboratively manage
their time and expenses.

This is the preferred method of deployment for customers who want maximum control over their installation
and database. The On-Premise edition of Office Timesheets allows you to integrate Office Timesheets with
your Windows Active Directory (which is not allowed by the On-Demand Edition).

If you have not done already, you can download the On-Premise Edition installer from our website at

http://www.officetimesheets.com/trial/download self installed.aspx.

NOTE: Note: After the 30-day trial period, if you decide to continue using Office Timesheets On-Premise
Edition, you will incur a one-time charge for the Office Timesheets software license along with a small annual
fee for support, maintenance and upgrades.

On-Demand (Hosted) Edition

The Office Timesheets On-Demand Edition is hosted in a professional data center and managed by Lookout
Software. You simply create an account and Office Timesheets will set up a blank live database and sample
database in Lookout Software’s hosted server cloud. You can access the software via the Internet by
connecting to our server with your web browser.

If you have not done already, you can create an On-Demand for your organization at

https: //www.officetimesheets.com /trial /hostingregister.aspx.

NOTE: After the 30-day trial period, if you decide to continue using Office Timesheets On-Demand Edition,
you will be billed a monthly fee based on the number of active user login accounts (active users) you have
defined. Pricing for Office Timesheets is listed our website at
https://www.officetimesheets.com/purchase/pricing.aspx.

Office Timesheets On-Premise Edition Installation Requirements

Office Timesheets is a web-based application. Thus, before you can use Office Timesheets you must install and
configure the application on your Web or Intranet server. Once Office Timesheets has been installed on your
server, you can access the application via Microsoft Internet Explorer and/or Mozilla Firefox web browsers
using Windows or Apple Macintosh computers.

Note: Installation is required only for the On-Premise Edition of Office Timesheets. There is no installation for
the On-Demand (Hosted) Edition of Office Timesheets.
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The following are the minimum and desirable system requirements for Office Timesheets:

Office Timesheets Server Application System Requirements

Minimum Desirable
OS Windows 2003 Windows 2019
Web-Server 1S 7.0 IIS 8.0 or higher
.Net Framework ASP.Net 4.5 ASP.Net 4.6 or higher
RAM 512MB 2GB or higher
Disk Space 30MB 30MB

Office Timesheets Database System Requirements

Minimum Desirable
DB Server SQL 2012 R2** SQL 2014 or higher
RAM 512MB 1GB
CPU Intel Pentium 4 2Ghz Intel Pentium 4 3Ghz
Disk Space* 30MB 100MB

*(Depends on amount of timesheet data held in SQL Server for Office Timesheets)
**(Microsoft’'s Extended support for SQL Server 2012 is scheduled to end on July 12, 2022)
Browsers Currently Supported:

e Google Chrome (with latest updates)
e Morzilla Firefox (with latest updates)
e Microsoft Edge (with latest updates)
e Apple Safari (with latest updates)

What if I don’t have Microsoft SQL Server Licenses?

If you don’t have Microsoft SQL Server licenses you can download and install Microsoft SQL Server Express, a
free version of Microsoft SQL Server, to use with Office Timesheets.

Free to download, and free to use, SQL Server Express includes powerful features such as the SQL Server
Management Studio Express, to help you easily manage your databases.

In order to use Office Timesheets with Microsoft SQL Server Express you must first download it along with
SQL Server Management Studio Express from Microsoft’s website. Use the following link to download the
software:

http://www.microsoft.com/en-us/download/details.aspx?id=29062

If you install SQL Server Express on a computer other than your web server, you will need to perform the
following steps:

1. Enable remote access - open SQL Server Management Studio and go to Properties -> Connections ->
Check "Allow remote connections to this server".

2. Set specific firewall settings for SQL Express - Instructions for performing this action can be found at
http://blogs.msdn.com/sqlexpress/archive/2005/05/05/415084.aspx.
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Office Timesheets On-Premise Installation Instructions

There are two primary components to the Office Timesheets server installation—the application and the
database. Both components are installed and configured in one simple installation process; and the
application and the database can both be installed to the same computer.

TIP: We have found in testing, particularly with larger installations, that Office Timesheets’ performance is
greatly enhanced when the application and database are installed on two separate computers.

The Office Timesheets server components are developed using the latest Microsoft development tools and
thus require Microsoft Windows-based hardware in which to operate. However, the Office Timesheets client
can run inside either Microsoft Internet Explorer or Mozilla Firefox browsers. Firefox web browser
compatibility allows the Office Timesheets client to run on a variety of computer operating system platforms,
including both Windows and Apple Macintosh.

To install the Office Timesheets Server application:

1. Onyour web server, double-click on the OTSInstaller.exe file which you downloaded to your
computer.

Note: The installer must be run from the computer on which you are installing Office Timesheets - your
web server, in this case.

2. The Office Timesheets Setup Wizard will start and the Welcome screen will be displayed. Close all
other Windows programs that are running and click Next.

3. The License Agreement will be displayed. Review the license agreement and click the I agree to the
terms of this license agreement radio button, and click Next.

4. Specify whether to install only the Original program (including the blank or live database); the
Sample database; and/or Mobile (timesheet interface designed for mobile devices).

Note: The original checkbox is checked by default. You cannot uncheck it.

TIP: We recommend that you check the Sample option as well so that you have a sample database to
explore before configuring your blank Office Timesheets database.

Check or uncheck the Sample and Mobile options (depending on whether you would like to install them
not) and click Next.

5. Choose the location in which to install Office Timesheets and click Next. You can accept the suggested
location (“C:\Program Files\OTS”) or you can install Office Timesheets to some other location by
clicking the Change... button. The space required and the space available on the selected drive are
displayed for your reference.

6. The Installation Wizard now has enough information to install Office Timesheets on your computer.
Review the installation information. If you need to make any changes, click the Back button to go to
the previous screens and make the required changes. Otherwise, click Next to continue with the
installation.

7. Type in the names of the virtual directories for your live and sample databases (or keep the default
names provided for you), and click Next.
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{il) Office Timesheets Setup

Select Virtual Directory
Type in names of vitual directories and click Mext

Select Virtual Directory

0TS

Select Sample Virtual Directony
OTSS5ample

Select Mobile Vitual Directony
OTSMabile

| Nex> || cancel |

8. Select the type of authentication you would like to use—Windows Authentication or SQL Server
Authentication.

B8 office Timesheets Setup | ] I

)

Select SQL Server Authentication .
Office *

Select an option and click Next to continue.
Timesheets
Please select one of the following options:

& Windows Authentication
" SOL Server Authentication

< Back I

LCancel |

Note: If your SQL Server is not installed on the same computer as your Web Server, you must choose SQL
Server Authentication.

If choosing Windows Authentication...

1. Click on the Windows Authentication radio button, and click Next.
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8 office Timesheets Setup E I

Office ™

Timesheets

Configure Databases
Enter database server and database names.

Database Server Name

IIocthost

Database Name Sample Database Name
|DTSDB IDTSDBSampIe

Cancel

***SQL Server Express Edition Users***

If you are connecting to SQL Server Express Edition you will need to type in your Database
Server Name using the following scheme (placing a backslash after “localhost” and typing in
the actual name of your SQL Server Express installation). If you do not know the name of
your SQL Serve Express Installation you can find it by opening SQL Server Management
Studio.

ﬂ Office Timesheets Setup

Configure Databases
Enter databasze server and databaze names. C

D atabaze Server Mam

Ilncalhl:nst"xsqle:-cpress

Databaze Mame Sample Databasze

IEITSDB OTSDBSample

2. Type the name of the database server and the names of the blank and sample databases, and

click Next.
Item How to use the Item Defa!ult Value
(if any)
Database Server Name Type the name of your database server. localhost
Database Name Type the name of the blank (or live) database. OTSDB
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Item How to use the Item Default Value
(if any)

Sample Database Name Type the name of the sample database. OTSDBSample

3. Review the installation information. If you need to make any changes, click the Back button to go
to the previous screens and make the required changes. Otherwise, click Next to continue with
the installation.

If choosing SQL Server Authentication...

1. Select the SQL Server Authentication radio button, and click Next.

% Dffice Timesheets Setup E

%

Configure Databases . @
Enter databases server, database names and login credentials O ff’ce '

Timesheets

Database Server Name

IIocthosl

Database Name Sample Database Name
IDTSDB IUTSDBSarane

Login

< Back I | Next > I Cancel

2. Type the name of the database server, the names of the blank and sample databases, as well as
your login name and password and click Next.

Item How to use the Item Default Value
(if any)

Database Server Name Type the name of your database server. localhost
Database Name Type the name of the blank (or live) database. OTSDB
Sample Database Name Type the name of the sample database. OTSDBSample
Login Type the login name needed to access the databases.

Password Type the password needed to access the databases.

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



9. The installer will then create the virtual directory/directories in IIS and install the databases that you
have selected.
10. Click Finish to complete the installation.

Accessing Office Timesheets

Office Timesheets creates two databases for you upon installation—a sample database and a blank (or live)
database.

The sample database is configured with sample users accounts, employees, time entries, etc. and is designed

for you to explore the application before configuring your own live database. 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 live database.

The blank database or live database is for entering your live data. After using the sample database to
familiarize yourself with the Office Timesheets application, you can then configure and start entering your
actual or live data into the live database.

Logging into the Office Timesheets On-Premise Edition

During installation, Office Timesheets sets up two databases for your organization—

e Asample database complete with a mock setup and sample time and expense entry data...
e Ablank or live database to setup, configure and use for your actual data.

Accessing and logging into the Office Timesheets Sample Database

To log into the Office Timesheets Sample Database:

1. Open your web browser.
2. Type in the URL for the Office Timesheets Sample Database login page by using the following
conventions http://computername/virtualdirectory (Example: http://serverl/0TSSample), and

press Enter or Return. You could try http://localhost/OTSSample.

TIP: Ask your systems administrator for the exact URL of the Office Timesheets Sample Database login
page. Be sure to mention that the sample database is installed to the OTSSample directory.

3. When the Office Timesheets login screen appears, type your login details.
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Depending upon the type of access you would like to have, use one of the following:

To Login As... Use... Allows You To...
An Administrator Username = admin Do everything - create users and
Password =1 user groups, manage users,

manage logins, etc. An
administrator has all security

rights.
A Manager Username = manager Enter time and approve employee
Password = 2 timesheets.
A User Username = user Enter and time and/or expense
Password = 3 sheets. This a basic user login
profile and should be used by
employees.

Accessing and logging into the Office Timesheets Live Database

To log into the Office Timesheets Live Database:

1.
2.

Open your web browser.

Type in the URL for the Office Timesheets Live Database login page by using the following
conventions http://computername/virtualdirectory (Example: http://server1/0TS/), and press
Enter or click the Go button in your browser's address bar. You can also log into Office Timesheets
from the web server computer using the following URL http://localhost/OTS

TIP: Ask your systems administrator for the exact URL of the Office Timesheets Live Database login
page.

When the Office Timesheets login screen appears, type Admin as the username and 1 as the
password.

TIP:The password '1' should only be used as a temporary password to allow you to log into the
system. For reasons of security, once you log in to the system, it is advisable to change the password
to something more secure.

4. Click the Sign In button to log into Office Timesheets.
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Note: When you try to log in, if another person has already logged in using the same username that
you have specified, Office Timesheets will display the following message:

Message from webpage @

I.-"'_"‘-. Someone is already logged into this user account. Would you like to log
& them out?

| oK | ’ Cancel ]

Click OK to log the user out or click Cancel to return to the login screen without logging them out.

Note: If you leave Office Timesheets without logging out (such as when your browser window closes
with an error message, or when you go to some other web page) and then try to log in again, Office
Timesheets will display the above message. This happens because you were unable to log out
properly earlier. Hence, when you try to log in, Office Timesheets incorrectly thinks that you are still
logged in and displays this warning message. In this situation, you should click on the OK button so
that Office Timesheets can close the earlier session and log you in properly.

Accessing and logging into the Office Timesheets Mobile Browser

To log into the Office Timesheets Live Database:

1. From a Smartphone device, open your web browser.

2. Type in the URL for the Office Timesheets Live Database login page by using the following
conventions http://computername/virtualdirectory (Example: http://server1/0OTSMobile/), and
press Enter or click the Go button in your browser's address bar. You can also log into Office
Timesheets from the web server computer using the following URL http://localhost/OTSMobile

Carrier =

OFFICE TIMESHEETS

LOG IM

TIP: Ask your systems administrator for the exact URL of the Office Timesheets Mobile login page.

3. When the Office Timesheets login screen appears, type Admin as the username and 1 as the
password.
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TIP: The password '1' should only be used as a temporary password to allow you to log into the
system. For reasons of security, once you log in to the system, it is advisable to change the password
to something more secure.

4. Click the Sign In button to log into Office Timesheets.

Note: When you try to log in, if another person has already logged in using the same username that
you have specified, Office Timesheets will display the following message:

Logging into the Office Timesheets On-Demand (Hosted) Version

When you create an On-Demand account, Office Timesheets sets up two databases for your organization:

e Ablank or live database to setup, configure and use for your actual data; and...
e A sample database complete with a mock setup and sample time and expense entry data.

Accessing and logging into the Office Timesheets On-Demand Sample Database

To log into the Office Timesheets Sample Database:
1. Using your web browser, access the Office Timesheets Sample Database login page.

Note: The address of the Office Timesheets Sample Database login page has been emailed to you as part
of the registration process. If you can’t find this email simply call or email our office and we’ll be happy to
resend it to you.

2. When the Office Timesheets login screen appears, type your login details.

Depending upon the type of access you would like to have, use one of the following username/password

combinations:
To Login As... Use... Allows You To...
An Administrator Username = admin Do everything - create users and
Password =1 user groups, manage users,
manage logins, etc. An
administrator has all security
rights.
A Manager Username = manager Enter time and approve employee
Password = 2 timesheets.
A User Username = user Enter and time and/or expense
Password =3 sheets. This a basic user login
profile and should be used by
employees.

3. Click the Sign In button to log into Office Timesheets.

Accessing and logging into the Office Timesheets On-Demand Live Database

To log into the Office Timesheets Live Database:
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1. Using your web browser, access the Office Timesheets Live Database login page.

2. When the Office Timesheets login screen appears, type Admin as the username and 1 as the
password.

TIP: The password '1' should only be used as a temporary password to allow you to log into the
system. For reasons of security, once you log in to the system, it is advisable to change the password
to something more secure.

3. Click the Sign In button to log into Office Timesheets.

Accessing and logging into Office Timesheets Mobile

Office Timesheets Mobile, by default is installed to the directory “OTSMobile”. Thus, to log into the Office
Timesheets Mobile site from a mobile device:

1. Open your web browser.

2. Type in the URL for the Office Timesheets Live Database login page by using the following
conventions http://computername/virtualdirectory (Example: http://server1l/0TSMobile/), and
press Enter or click the Go button in your browser's address bar. You can also log into Office
Timesheets from the web server computer using the following URL http://localhost/OTSMobile

TIP: Ask your systems administrator for the exact URL of the Office Timesheets Live Database login
page.

3. When the Office Timesheets login screen appears, type Admin as the username and 1 as the
password.

TIP:The password '1' should only be used as a temporary password to allow you to log into the
system. For reasons of security, once you log in to the system, it is advisable to change the password
to something more secure.

4. Click the Sign In button to log into Office Timesheets.

Logging out from Office Timesheets

Once you have finished with your session of Office Timesheets, it is highly advisable to always log out from
the application. To log out from Office Timesheets click the Sign Out button at the top left of your Office
Timesheets application window.

The Office Timesheets Application Interface

The Office Timesheets Application Interface consists of tabs. Each tab has a ribbon that contains one or more
ribbon groups. The functions or commands of the Office Timesheets application are housed within these
ribbon groups.
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Tab

Function / Command
"
View Sheets Import / Export Reports Process Management System Configuration Account Administration

—_ e .
1] Day (LH Add Task & Entry || |24 Add Tasks 9 Ma s Update...

= = - - T 3 e

_i bé_ I j Time Clock _-’f;f; (L Timer On la* Add Task From Template 4y Copy Tasks % ﬁ
I = 2= - e = =,
Lhcet | Expe Timeshest 7 criteria Add Time Entry (g Timer OfF %2 Re-generate Tasks %] Delete Tasks And Entries Employse  Manager

7 Delete Tme Entry || 2 Edit Task
View Time Entry Task Approval
Ribbon Ribbon Group

The Office Timesheets Application Interface consists of six tabs. Use these tabs to perform various operations
while working with the Office Timesheets application.

Note: When you log in to Office Timesheets, depending upon the Security Policy assigned to your User
Account, you may or may not be able to see or access all the tabs and commands of the application. If you
cannot see some of the tabs or commands, it means that the Security Policy for your User Account does not
allow access to those parts of the application. What you can see or do in Office Timesheets is controlled by the
Security Policy that the Systems Administrator assigns to your account.

The following table briefly describes the various tabs:

View Sheets Enter and manage time, expenses, and tasks.

g B Import data from—or export data to—other time and expense management
p P software programs such as MS Project or spreadsheet software such as MS Excel.

Reports View or print various summary & detail reports and modify report options.

Manage and set up your organization's processes; manage employees and
Process Management employee groups; set up a list of holidays; define task rules, approval process
steps and reporting periods; set up rate tables, customize statuses etc.

Configure system-wide options such as how dates, time and currencies are
displayed; set up the time intervals to be displayed in Timesheet View; enter
contact details; set up auditing and e-mailing options; set up user accounts,
security policies and password options etc.

System Configuration

View and manage your Office Timesheets licenses and account/billing

Account Administration . .
information.

Note: Before making entries on any page in the Office Timesheets application, always wait till the page loads
completely. When a page is loaded properly, the word "Done" will be displayed in the status bar of your
browser.

TIP: Click the Refresh or Reload button of your browser if a page does not load properly.
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TIP: While using the Office Timesheets application, do not use the Back and Forward buttons of your
browser. Instead, always navigate using the tabs and buttons of the Office Timesheets interface.

Configuring Office Timesheets

Office Timesheets administrators can use the System Configuration tab to configure the Office Timesheets
application. Using the functions in the System Configuration tab, you can:

e Configure system-wide options such as how dates, time and currencies are displayed;

e Select the language to be used;

e Set up the time intervals to be displayed in Timesheet View;

e Enter information about your organization, such as its name, your contact details and your web and
street address;

e Setup auditing and e-mailing options;

e Setup user accounts, security policies and password options; and

e Change your password.

Note: By default, system configuration is possible only by those persons who have “Administrator” level of
access. Typically, only Administrators would have access to the System Configuration tab. If you are not an
Administrator, though you may have access to the System Configuration tab, you may not have access to all
the commands in the System Configuration tab, depending upon the settings of the Security Policy that has
been assigned to your User Account.

The System Configuration tab

The Office Timesheets configuration functions are in the System Configuration tab.

\

View Sheels Import / Export Reports Process Management System Configuration
) Company info G2 User accounts
b e =] E-mail Account Q ® 5y Securty Poicies

Time Entry Options Options. Chunpeéossword

& Auvdting
Options. Regional Options. User Accounts

«_ | Password Options

The System Configuration tab has three ribbon groups—Options, Regional Options and User Accounts—that
contain the commands needed to configure Office Timesheets.

The following table describes what each of the commands in the System Configuration tab does:

Tlm.e Entry Specify the time intervals to be displayed in Timesheet View.
Options
Enter information about your organization, such as its name, your contact details and
Company Info
your web and street address.
E-mail Account Set up and test your e-mailing settings.
Auditing Enable or disable audit trails, or clear all audit trails.
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Set up system-wide regional specific options such as how dates, time and currencies

Options are displayed, and select the language to be used.

Change Password  Set or change your password.
User Accounts Set up user accounts for your employees so that they can use Office Timesheets.

Set up system-wide security policies. Assign policies to users or groups of users so as

ST A G to control access to the different areas of the Office Timesheets application.

Specify the minimum and maximum number of characters allowed in a password and

Password Options . R
P whether or not passwords require a combination of numbers and characters.

Setting Time Entry Options

Office Timesheets has been designed to support all international date formats, time formats, currencies and
languages. Thus, users from anywhere around the world can use Office Timesheets irrespective of the
language, currency, date and time formats used in that part of the world.

To set or change the Time Entry Options:

1. Click on Time Entry Options in the System Configuration tab.

2. Enter appropriate values for the various items.

3. Click the Save button to save the changes you have made on the screen to change your personal time
entry options.

4. Click the Save as Default button if wish to make these settings the default settings for all users.

éf?, Sign Out =

View Sheets Import / Export Reparts Process Management System Configuration Al

'@ Company Info a:,J User Accounts

Bl ="| E-mail Account .@ 4&} () Security Policies

Time Entry Options & Audting Options Change Password . Password Options
Options Regional Options User Accounts
Time Entry Options
Default start time for time entry 8:00 PM E Time spent only on Timesheet View
Day View time intervals in minutes | 30 Time spent format Hours/minutes
Day View first time &:00 AN E Show totals by employee Reporting Period [
Day View lasttime 700PM [=] |
[ Save as Defaultl l Save ]

The following table describes the various items found on the Time Entry Options page:
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Default start time for time
entry

Day View time intervals in
minutes

Day View first time

Day View last time

Time spent only on
Timesheet View

Time spent format

Show totals by employee
Reporting Period

Enter t}.1e time to be used for the start time in the time 08:00 AM.
entry dialog box.

Enter the number of minutes that you want Office

Timesheets to use for the interval between two time 30 minutes.
slots on the Day View screen.

Er_lter the time to be used for the first time slot in the Day 08:00 AM.
View screen.

Er.lter the time to be used for the last time slot in the Day 06:00 PM.
View screen.

Check this check box to enable the Time Spent Only field

in the Time Entry dialog box when an employee opens it

from the Timesheet View screen.

Uncheck this check box to disable the Time Spent
Only field in the Time Entry dialog box when an
employee opens it from the Timesheet View screen.

Note: If you check this check box, the Start time
and Stop time fields in the Time Entry dialog box
will be hidden when opened from the Timesheet
View screen.

Select the format to be used for the Time spent field in
the Time Entry dialog box, from this drop-down list. The
drop-down list contains two values—"Decimal" and

"Hours/minutes". .
Hours/minutes.

If you select "Decimal”, the time will have to be entered as
a decimal value. Eg: If you've spent two and a half hours,
you would have to enter it as 2.5, instead of 2:30.

Use this checkbox to specify what totals should be
displayed in the Task Totals and Sheet Total on your
Timesheet.

If you uncheck this checkbox, the Task Totals and Sheet
Total on your Timesheet will display the totals for only
the period that you are currently viewing in your
Timesheet. For example, if you have set up your
timesheet to display a week at a time, the Task Totals and
Sheet Total will display the total for the week.

If you check this checkbox, the Task Totals and Sheet
Total will display the total for your Reporting Period,
irrespective of the period that you are currently viewing in
your Timesheet. For example, if your Reporting Period is a
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month, the Task Totals and Sheet Total will display the
total for the month, even if you have set up your
timesheet to display a week at a time.

See Managing Time and Expense Details for more
information about Timesheets.

Click the Save button to save any changes you make to
the page. Click the Save as Default button if wish to make
these settings the default settings for all users.

NOTE: If you move to some other page before
The Save and Save as clicking the Save button, the changes you have
Default buttons made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

TIP: If you do not want to save your changes,
move to some other page without clicking the
Save button.

Setting Company Information

Use the Company Info command from the Options ribbon group within the System Configuration tab to enter
the name, web address and contact details of your organization. The information that you specify here will
appear on your reports and invoices.

To set or change the Company Information:

Click on Company Info in the System Configuration tab.

Enter the name, web address, contact and address details of your organization.
Select and Upload your company logo (image cannot be larger than 250 x 55 pixels).
Click the Save button to save the changes you have made on the screen.

B w N e
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Account Administration

[Py —"*| E-mail Account -@ @ %) Security Policies
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Time Entry Options & Auditing Options Change Password = | Password Options
Options Regional Options User Accounts
Company Information
—— Company name —— Web address

—— Contact details
Tite M -

—— Address details

First

Middle g

Last

Suffix - City

Phone State / Province

Fax Zip I Postal code

E-mail Country / Region
—— Company Logo

Browse._

Clear ][ Reaset ][ Save

The following table describes the various items found on the Company Info page:

Item

How to use the Item

Company name Enter the name of your organization.

Web address Enter the web address of your organization.

Default Value

(if any)

Enter the contact details of a person in charge of Accounts
Receivables.

Contact Details

Note: The items in the Contact Details panel are
all optional. It is not necessary to provide contact
details. However, if you do provide these details,
they will appear on your invoices along with your
company name and address.

. Select the title of the person, such as Mr., Ms., Miss etc.,
Title .
from the drop-down list.

First Enter the first name of the contact person.
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Item How to use the Item Default Value
(if any)

Middle
Last
Suffix
Phone
Fax
E-mail

Address Details
Street
City
State / Province
Zip / Postal Code
Country / Region

Company Logo

The Clear button

The Reset button

The Save button

Enter the middle name or middle initials of the contact
person.

Enter the last name or surname of the contact person.

Select the suffix for the name, such as Jr., Sr., I, I etc. from
the drop-down list.

TIP: If the suffix you want to use is not in the drop-
down list, add the suffix to the last name, and do
not select anything from the suffix drop-down list.

Enter the telephone number of your organization.
Enter the fax number of your organization.

Enter the your organization's e-mail address.
Enter your organization's postal address.

Enter your organization's street address. While typing the
address, press the Enter key if you need to use more than
one line.

Enter the name of the city.

Enter the name of the state or province.

Enter the zip or postal code of your organization.
Enter the country or region.

Customize your Timesheet interface by uploading your
company logo. The logo image can be no larger than 250 x
55 pixels.

Click the Clear button to delete all the values from the
fields on the page.

Click the Reset button to undo your changes and restore
the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.
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Default Value

Item How to use the Item .
(if any)

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Customizing the Office Timesheets interface with your company logo

When you upload your company logo from within the Company Info form the logo will appear to all users in
top left portion of the Office Timesheets interface.

Sign Qut = Co
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T] Day (L8 AddTask&Entry | |8 AddTasks
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Configuring E-mail Settings

Office Timesheets can send notification e-mails to employees and managers. In order to be able to send these
e-mails, Office Timesheets needs to connect to your email server.

Click on the E-mail Account icon in the Options ribbon group within the System Configuration tab to
specify the settings of the e-mail account that Office Timesheets should use when sending the notification e-
mails.

TIP: If you want Office Timesheets to send emails in the name of "Office Timesheets Administration"”, for
example, you will first have to create an account with that name on your e-mail server and then fill in the
details of that account on this page. Alternatively, if you want to send the emails in the name of one of your
existing employees, then there is no need to create a separate account. Just enter the details of that
employee's e-mail account on this page.
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To specify or change the E-mail Account settings:

1. Click the E-mail Account icon in the System Configuration tab.
2. Enter your e-mail account connection details.
3. Click the Test Settings button to test the settings and ensure that the account has been set up

properly.
4. Click the Save button to save the changes you have made in this screen.

@ Sign Out =
" View Sheets Import / Export Repors Process Managen

@ Company Info

Y ﬂ E-mail Account |Q ‘&?@

Time Entry Options ﬁ Auditing Dﬁtiuns Change Password

Options Regional Options U=

E-mail Configuration

From admin@officetimeshests.(
Sener mail.officetimesheets.com
Port 25

Login lin@officetimesheets.com

Password esssssss
UsessL [

[Test Settings ” Clear ” Reset H Save

The following table describes the various items found on the E-mail Configuration page:

Item How to use the Item Default Value
(if any)

Enter the name, such as “Office Timesheets
Administration”, that should appear in the “From” field on

From the email alerts and notifications sent to the employees.
The name that you specify here will appear as the sender's
name in the emails sent by Office Timesheets.

Server Enter the name of your outgoing mail (SMTP) server.
Enter the TCP port number to be used for sending the

Port : . . 25
emails. Most servers use port 25 for sending e-mails.

Login Enter the login name that Office Timesheets should use

g to connect to the outgoing mail server.

Enter the password that Office Timesheets should use to

Password

connect to the outgoing mail server.
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Item How to use the Item Default Value
(if any)

Click the Test Settings button to check whether Office

Timesheets can connect to your outgoing mail server.

Office Timesheets will try to connect to your outgoing

mail server and then display a message informing you
The Test Settings button about the success or failure of the test.

If the test fails, it means that you have made some mistake
while entering the data into the above fields. Correct the
error(s) and test the settings again.

Click the Clear button to delete all the values from the
The Clear button fields on the page and restore the default value for the
Port field.

Click the Reset button to undo your changes and restore
The Reset button the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Check this box if your mail server requires an encrypted

Use SSL SSL connection.

Setting Auditing Options

Office Timesheets has a facility of database auditing. If Auditing is enabled, Office Timesheets can track all the
changes made to its database by users.

According to DCAA (Defense Contract Auditing Agency), SOX (Sarbannes Oxely), FMLA (Family Medical Leave
Act), and other government regulatory and/or legal compliance guidelines, standards and/or procedures,
organizations that track time—particularly those organizations under government contract such as defense
contractors—are required to maintain an audit trail of the changes made to an employee's timesheet. Thus,
Office Timesheets' Auditing feature has been designed for such purposes.

The most common regulatory guidelines in this area are those set forth by the United States Defense Contract
Audit Agency (DCAA). Here are the DCAA’s primary requirements for time reporting:
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e According to the DCAA requirements only the employee can log his/her labor. Thus, we track data
entry by login name.

e An Audit trail report has to be prepared that includes the complete history of the changes made to a
user’s timesheet after initial submission. Details include items such as the modified date, row
affected, field affected, date affected, initial value, changed value, and change comments. Thus, we
have put a verifiable audit trail process in place that collects all initial entries and subsequent
changes.

When the Auditing feature is enabled, Office Timesheets will track complete add/edit/delete history for
entries in an organization’s Office Timesheets database.

Note: By default, the Auditing feature is not enabled because auditing typically puts a higher workload on
Office Timesheets’ database as it has to run multiple routines with each entry to the database, thus affecting
the performance of the database.

To set or change Auditing Options:

1. Click the Auditing icon in the System Configuration tab.
2. Select the required options to enable, disable or clear auditing.
3. Click the Save button to save the changes you have made on this screen.

7 Sign Out =
)
- View Sheets Import/ Export Repors Process Management System
@ Company Info &,J User AccoL
=:\'-'-§‘s.‘\ '="| E-mail Account .@ @, 5) Security Po
Time Entry Options A Audiing Options Change Paseword | Password
Options Regional Options User Accounts
Auditing
—— Enable Auditing ——, —— Clear Auditing Y
(") Enable Auditing Clear Auditing [
@ Disable Auditing
[ Clear ] [ Reset ] [ Save ]

The following table describes the various items found on the Auditing Options screen:

How to use the Item Defa!ult VEIE
(if any)

Enable Auditing Click on the radio buttons to enable or disable auditing. f&;?g;eg
Select this radio button to enable or start auditing. Once

you enable auditing, Office Timesheets will keep track of

all changes made to the timesheets, until you disable

auditing.

Enable Auditing

Disable Auditing Select this radio button to disable or stop auditing.
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Item How to use the Item Default Value
(if any)

Check the check box, and select or enter a date in
Clear Auditing the Clear Auditing through date field, to clear all auditing
tracks upto the selected date.

Check this check box to clear all auditing tracks upto a

specified date. Unchecked

Clear Auditing

Enter a date or select a date using the Date Picker button (
]

o+ ). Office Timesheets will delete all auditing records up
to this date.
Clear Auditing through

A date thatis
30 days

before the
Note: Audit Start, Audit Stop, and Audit Clear current date

entries are never removed from the auditing
database, even when you clear the Audit tracks.

Click the Clear button to delete all the values from the
The Clear button fields on the page, and reset them back to their default
values.

Click the Reset button to undo your changes and restore
The Reset button the options back to what they were when you last saved
the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Implementation of Auditing in Office Timesheets

Office Timesheets uses a special auditing database to keep track of timesheet entries. If Auditing is enabled,
whenever users add, edit or delete entries in the timesheet, Office Timesheets creates a copy of that entry in
the auditing database. This copy is called an audit entry and is an identical copy of the original entry. Each
audit entry also contains an audit status. The audit status describes the type of change the users make to an
entry. For example, Office Timesheets assigns a status of Audit Create for all new audit entries.

There are six audit statuses that Office Timesheets can assign to an audit entry. The six audit statuses are
described in the following table:

Audit Status What it means When it is used
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Audit Status What it means When it is used

Audit Start

Audit Stop

Audit Clear

Audit Create

Audit Change

Audit Delete

Indicates the start of audit
tracking.

Indicates the end of audit
tracking.

Marks the time when the audit
track is cleared.

Indicates the creation of a new
entry.

Indicates a change to an entry
in the timesheet.

Indicates that an entry has
been deleted from the
timesheet.

Viewing and Printing Auditing Reports

When the systems administrator enables auditing, Office
Timesheets creates an audit entry with an audit status of
Audit Start.

When the systems administrator disables auditing, an
audit entry is created with an audit status of Audit Stop.

When the systems administrator clears the auditing track,
all audit entries upto the Clear Auditing through date
(except for Audit Start, Audit Stop and Audit Clear
entries) are deleted from the auditing database, and an
audit entry is created in the auditing database with an
audit status of Audit Clear.

Whenever a user creates a new entry in the timesheet,
Office Timesheets creates a copy of the entry and assigns
it an audit status of Audit Create.

Whenever a user modifies an existing entry in the
timesheet, Office Timesheets creates a copy of the changed
entry and assigns it an audit status of Audit Change.

Whenever a user deletes an entry from the timesheet,
Office Timesheets copies the entry to the audit database
and assigns it an audit status of Audit Delete.

You can view and/or print Auditing reports by using the audit report templates within the Office Timesheets
Detail Reports list. See Detail Reports for further information.
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Detail Report List
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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 | Auditing [=]

Audit StopdStart Add Defaults
Expensze Entry Audit

Time Spent Audit Rename

Timesheet Audit Report
Delete

un
Load

Copy
Add Report

Jididl]

Changing Regional Settings

Different countries use different languages and different formats for displaying date, time and currency
figures. Office Timesheets allows you to change the display of date, time and currency fgures so that it
matches with your regional settings. You can also change the language used for the prompts and messages
that are displayed by Office Timesheets.

Note: These settings can be applied to individual users, teams and/or groups of employees and enforced
through Office Timesheets Security Policies.

To change the Regional Settings:

Click Options icon in the Regional Options ribbon group from the System Configuration tab.
From the drop-down lists, select the date, time and currency format that you would like to use.
Select a language from the Language drop-down list.

Finally, click Save to save your settings.

B w N e
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Megative Currency Format 51.1) E|

[ Copy l [ Save as Default l [ Save l

The following table provides more details about the components of the Regional Options screen:

Item How to use the Item Default Value
(if any)

. From the drop-down list, select how you would like dates

Raebisplay to be displayed in Office Timesheets. I
From the drop-down list, select how you would like time

data to be displayed in Office Timesheets. The Time

Display drop-down list contains the following values—

Time Display Value... What it does...

Displays time values in a 12-hour format. (Eg:
3:15 PM)

Displays time values in a 24-hour format. (Eg:
15:15)

hh:mm tt
hh:mm tt

HH:mm

From the drop-down list, select how you would like
Currency /Time Interval currency amounts / time intervals to be displayed in decimal point
Display Office Timesheets. You can specify whether to use a ()
comma (,) or a decimal point (.)

Select the language you would like to use within Office .
Language Timesheets from the drop-down list. il (08
Click the Copy button to copy the current Regional Option
settings and assign them to all the other users, or any one

particular user.
The Copy button

Note: Only an administrator can assign the
regional option settings to other users.

The Save as Default button Click the Save as Default button to save the settings as
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Item How to use the Item Default Value
(if any)

the default settings for Office Timesheets. These settings
will then be set for all the users of Office Timesheets who
have not already saved their own settings.

Note: Only an administrator can save the settings
as the default settings.

Click the Save button to save the settings for you (the
currently logged in user) alone. Office Timesheets will use
these settings whenever you are logged in. For other
users, Office Timesheets will use the default formats to
display date, time and currency values (unless any user
has specifically changed his/her regional options). If you
wish for your current settings to be the default settings for

all other users click the Save as Default button.
The Save and Save as Default

NOTE: If you move to some other page before
buttons

clicking the Save button or the Save as Default
button, the changes you have made will be
discarded. Therefore, remember to always click
one of these two buttons before you move away
from the page.

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button or the Save as Default button.

Assigning Regional Options Settings to Other Users

Normally, a user can change the Regional Options settings to suit his/her requirements. However, if a user
has not been given access to the Regional Options Settings screen, the Office Timesheets administrator can
assign the settings for that user by using the Copy button in the Regional Options screen. The systems
administrator can also use the Copy button to assign the current Regional Option settings to all the users.

To assign the Regional Option settings to other users:

1. Click on the Options icon in the System Configuration tab.
2. Select the required values from the date, time, currency display and language drop-down lists.
3. Click the Copy button.

The Copy preferences dialog box will appear on your screen.
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Copy preferences x

—

Actions

Options

Employees

{AR )

[C] Replace preferences

4. By default the system will assign the settings to all users. However, to assign the settings to a

particular employee or an employee group, click the E] button.

Select element X

OK Cancel
Actions.
Group

Names

A}
Anderson A Brian
Anderson A. Lioyd
Anderson L. Thomas
Aston C. Tara
Brown H. Alan
Canon C Cedrik

Clark K. Lauren
Cooper C. James
Costa E. Matthew
Fabiano H. Ryan
Freeman A Kelly
Garcia R James
Jessup S. Richard
Kaplan S. Lindsay

staus

5. Select the user's name from the Names list in the Select element dialog box and click the OK button to
return to the Copy preferences dialog box.
6. In the Copy preferences dialog box, check Replace preferences; and click OK.

Note: If Replace preferences is unchecked, Office Timesheets will assign the new settings only if the
user has not already set his/her own Regional Option settings.

However, if Replace preferences is checked, Office Timesheets will assign the new settings to the user,
regardless of the user's previous Regional Options settings. The new settings will override and replace
the user's existing Regional Option settings (if any).
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Setting Up User Accounts

All organizations using Office Timesheets must assign a User Account to each employee that will access the
Office Timesheets application. The total number of user accounts allowed by Office Timesheets License
Activation Manager will depend upon how many User Account licenses have been purchased from Lookout
Software. For example, if an organization purchases 50 licenses from Lookout Software, the organization will
get a license code for Office Timesheets that will allow 50 User Account assignments.

Understanding User Accounts

An Office Timesheets login consists of two required elements: the Employee's name and a Security Policy. An
Office Timesheets administrator manually populates the Office Timesheets database with employee names or
imports employee data from another application or from Active Directory.

When creating a User Account for an employee, the system administrator must assign a Security Policy to the
User Account. By default, Office Timesheets provides three default Security Policies—Administrator, Manager
and Employee. Each Security Policy provides an employee with a collection of access rights to the various
areas of Office Timesheets.

Note: As a administrator, you can use the starter Security Policies as they are, edit them to suit your
requirements or create entirely new Security Policies from scratch.

The administrator uses the User Accounts screen to add and maintain User Accounts in Office Timesheets.
The User Accounts screen provides values that allow the system administrator to quickly view:

e The total number of User Accounts licenses purchased;
e The total number of User Accounts assigned or in use; and
e The total number of User Accounts available (not currently in use).

View Sheets Import/ Export Reports Process Management System Configuration

© Company info @27 User Accounts
2> *| E-mail Account Q 4 & Securty Policies
Time Entry Optons 39 1 aing Options Change Password PRasiwors Options
Options Regional Options User Accounts
User Accounts
Account Name Security Policy
Anderson A Brian Administrator
Anderson L. Thomas Employee
Aston C. Tara Manager
0

Cooper C. James Employee
Freeman A Kelly Manager
Kaplan S. Lindsay Manager
McGregor D. Jena Employee
Miller M. James System Admin
sa Administrator
Shawn J. Christopher Sample
Spikes T. Jacob Employee
Wellman O. Dan System Admin

License and user statistic
Total User accounts licenses: 28
Total User accounts assigned: 12
Total User accounts available: 16

The main component of the User Accounts screen is a list box containing a list of all the currently defined user
accounts. For each user account, the list box displays the account name as well as the name of the Security
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Policy that has been applied to the user account. The following table describes the rest of the User Accounts
screen:

Default Value

Item How to use the Item

(if any)

This panel displays the total number of User Accounts
License and user statistic licenses purchased, the total number of accounts assigned
or in use and the total number of accounts available.

Click the Add button to add a new user account.

When you add a User Account, the Total number of User
Accounts assigned will increase by one and the Total

number of User Accounts available will decrease by one.
The Add button

Note: Office Timesheets will not allow you to add a
User Account if the number of User Accounts
assigned is equal to the maximum number of User
Account licenses that you have purchased.

Select a user name from the User Account list and click

hElopenibuston the Open button to view/edit the details of a user account.

Select a user name from the User Account list and click

Ul Dielleia b ko the Delete button to delete a user account.

Viewing or Changing User Account details

To view or change the details of a User Account:
1. Click on the User Accounts icon in the System Configuration tab.

The User Accounts screen will be displayed.

N 4
\ ViewSheets  Import/Expot  Reports  Process Management | System Configuration

© conpenynfo G5 usec Accounts

B S emaacomt @ ® SocntyPokcs
Time Entry Optons 59 Audiing Options Change Password ) password Options
optons egonai O A
User Accounts

Account Name Securty Polcy

Anderson A Brian Administrator

Anderson L. Thomas Employee

Aston C. Tara Manager

Cooper C. James Employee

Freeman A Kelly Manager
Kaplan S, Lindsay Manager
McGregor D. Jena Employee
Miller M. James. System Admin
sa Administrator
Shawn J. Christopher sample
Spikes T. Jacob Employee
Wellman 0. Dan System Admin

License and user statistic

Total User accounts licenses: 28
Total User accounts assigned: 12
Total User accounts available: 16

2. Select a user name and click the Open button.
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The details of the selected user will be displayed in the User Account dialog box.

User Account

HS&VB&NEW
| IR|I=
W Xowe B
Save & Close x
Cancel
Actions

Employee Spikes T. Jacob

Add Employee

Security Palicy |Empluyee

Change Password []
Password

Confirm Passwaord

3. Make any desired changes to the User Account and do one of the following:

S, P

Click the Add Employee button
Click the Delete button

Click the Save & New button
Click the Save & Close button
Click the Cancel button or the
Close button on the top right

corner of the User Account dialog
box

Resetting a User’s Password

Add a new employee record into the system.

Delete the User Account.

Save this User Account and start creating a new User Account.
Save this User Account and return to the User Accounts screen.

To return to the User Accounts screen without saving the new
User Account.

In case a user forgets his/her password, the Systems Administrator can reset the user's password and assign

a new password to the user.

Note: As a Systems Administrator, you need to use this procedure for resetting the password only when a
user has lost or forgotten his/her password. At other times, you can allow users to directly change their
passwords, by allowing access to the Change Password command / function of the System Configuration tab.
To allow users to change their passwords, you would need to provide this access in the Security Policy
assigned to the user. (See Making Changes to a Security Policy and Changing your Login Password for more

information.)

To reset a user's password:

1. Click on User Accounts icon in the System Configuration tab.

The User Accounts screen will be displayed.
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b View Sheets Import/Expot  Reports Process System C
- @ Company info . | @2 user Accounts |
Xﬂ [="] E-mail Account QI} &) Security Policies
Time Entry Optons g1 4 ing Options Change Password ) e word Options
Options Regional Options User Accounts
User Accounts
Account Name Security Policy Add
Anderson A Brian Administrator Open
Anderson L. Thomas Employee
Aston C. Tara Manager
Cooper C. James Employee
Freeman A Kelly Manager
Kaplan S. Lindsay Manager
McGregor D. Jena Employee
Miller M. James System Admin
sa Administrator
Shawn J. Christopher Sample
Spikes T. Jacob Employee
Wellman 0. Dan System Admin
~—— License and user statistic
Total User accounts licenses: 28
Total User accounts assigned: 12
Total User accounts available: 16

2. Select a user name and click the Open button.

The details of the selected user will be displayed in the User Account dialog box.

User Account x

H Save & New
| 7< Delete 8=

Save & Close x e Add Employee
Actions

Employee
Security Policy
Change Password []
Password

Confirm Password

Spikes T. Jacob

<&

l Employee

3. Check the Change Password check box to activate the Password and Confirm Password text boxes.

Note: Office Timesheets will not allow you to type anything in the Password and Confirm Password text
boxes, unless you first check the Change Password check box.

Type a new password for the user, in the Password field.

Re-type the password in the Confirm Password field.

Click the Save & Close button to save the changes and return to the User Accounts screen.
Inform the user about the new password. The user should now be able to log in using the new
password.

N o vk

Deleting a User’s Account

To delete a User Account:
1. Click on the User Accounts icon in the System Configuration tab.

The User Accounts screen will be displayed.
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b View Sheets Import/ Export Reports. Process Management System Configuration
© company o G55 User Accouns |

(=] E-mat Account & Securty otces

8 Auitng 3 Password Optons
optins RegonalOptons

Time Entry Options. Options.

User Accounts,

Account Name Securty Polcy
e Thoms  Enlens
er ames Syt amin

Shawn J. Christopher Sample
Spikes T. Jacob Employee
Weliman 0. Dan System Admin

License and user statistic

| Total User accounts icenses: 28
Total User accounts assigned: 12

| Total User accounts availabe: 16

2. Select a user name and click the Delete button.

Account Name Security Policy
Anderson A Brian Administrator Open
Anderson L. Thomas Employee
Aston C. Tara Manager Microsoft Internet Explorer [ X}
| Cooper C. James Employee
| Freeman A Kelly Manager \:-’/ Are you sure you wish to delete the following item)/s?
Kaplan S. Lindsay Manager
McGregor D. Jena Employee E
Miller M. James System Admin E ol ]
sa Administrator

1 J. Christopher Sample
Spikes T. Jacob Employee
Wellman O. Dan System Admin

3. Click OK to delete the user’s account.
OR
Click Cancel if you do not wish to delete the account.

When you delete a User Account, the Total User Accounts assigned will decrease by one and the Total
accounts available will increase by one.

Changing your Password

Note: To be able to change your password, you need to have access to the Change Password command /
function of the System Configuration tab. If you do not have access to the Change Password command, ask
your administrator to assign a new password for you. The administrator can reset your password and assign
a new password using the User Accounts dialog box. (See Resetting a User’s Password for more details.)

To change your password:
1. Click on Change Password in the System Configuration tab.

The Change Password screen will be displayed.
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View Sheets Import/ Export Reports Process Management System Configuration

0 Company nfo &7 User Accounts

>
A *| E-mai Account 0 @ 2) Securty Policies
Time Entry Options Options Change Password
£ & Audtng - ! Password Options

Options Regional Cptions User Accounts

Change Password
Cument password ITITITITITY
Mew password sssssssRERe

Confirm new passwold. ssssssssssss

Type your current password in the Current password field.
Type your new password in the New password field.

Re-type your new password in the Confirm new password field.
Click the Save button to change your password.

v N

NOTE: If you move to some other page before clicking the Save button, the changes you have made will
be discarded. Therefore, remember to always click the Save button before you move away from the page.

TIP: If you do not want to save your changes, move to some other page without clicking the Save button.

Controlling Access with Security Policies

You can limit or control access to the various features of Office Timesheets by using Security Policies. Security
Policies determine what an Office Timesheets user can see and/or do within the Office Timesheets
application.

Understanding Security Policies

Security Policies within Office Timesheets are a collection/grouping of security rights, which are assigned to
one or more Office Timesheets users. Security Policies determine what an Office Timesheets user can see
and/or do within the Office Timesheets application.

Note: Office Timesheets will allow the creation of an unlimited number of Security Policies, but a user can
only be assigned one Security Policy.

By default, Office Timesheets provides three default Security Policies—Administrator, Manager and
Employee. Each Security Policy provides an employee with a different level of security or access rights to the
various areas of Office Timesheets.

Note: As an administrator, you can use the starter Security Policies as they are, edit them to suit your
requirements or create new Security Policies from scratch.

The Security Policies screen lists all the Security Policies that currently exist in the Office Timesheets
database. From this screen, an Office Timesheets administrator can create new Security Policies, and edit or
delete existing Security Policies.

You can create a new Security Policy or make changes to an existing policy using the Security Policies dialog
box (which is accessible when you click the Add or Open button in the Security Policies screen).
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Administrators can use Security Policies to control end users' access to every aspect of Office Timesheets.
Thus, administrators can determine precisely how Office Timesheets appears to the end user. With Security
Policies you can:

e Control timesheet View Criteria.

e Control access to the tabs that a user can access.

e Control access to the Ribbon Groups within a tab that a user can access.

e Control access to the Commands or Functions within a Ribbon Group.

e  Specify the start-up view for a user or group of users.

e Specify the items that a user or group of users can add, edit or delete.

e Control access to task-related activities.

e Control access to entry-related activities.

e Specify whether a user or group of users can make use of locks or override locks.
e Enforce the time entry options in the Timesheet View for a user or group of users.
e Enforce the regional and language options in the Timesheet View for a user or group of users.

TIP: Time entry options and regional and language options can either be set by individual users (if they are
given access to the relevant areas of the System Configuration tab), or can be enforced via the Security Policy
assigned to the user.

When these options are enforced via the Security Policy assigned to a user, he/she will no longer be able to
change the settings (even if the user has access to the System Configuration tab). As long as the settings are
enforced via the Security Policy, the options that have been enforced will appear disabled or grayed out in
System Configuration tab.

Click on the Security Policies icon in the System Configuration tab to manage your security policies.

y
o/ View Sheets Import / Export Reports Process Management Systern Configuration

o 0 Company info @ 3 &7 User Accounts
2 =] E-mail Account o ¥ %) Securty Poicies |

Time Entry Optons 1 e Options Change Password o p s word Options

Options Regional Options User Accounts
Security Policies

[Accounti g/Finance R b Add |

| Administrator k

|Employee Open

|HR Representative

\Manager i

|Sample Delete

| System Admin

The main component of the Security Policies screen is a list box containing a list of all the currently defined
Security Policies. The following table describes the rest of the Security Policies screen:

The Add button Click the Add button to add a new Security Policy.

Select a Security Policy from the Security Policies list and

[hElopenibaston click the Open button to view/edit the details of a Security
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Policy.

Select a Security Policy from the Security Policies list and
click the Delete button to delete a Security Policy.

The Delete button Note: Office Timesheets will not allow you to
delete a Security Policy that is in use. You can only
delete a Security Policy if it has not been applied to
any user account.

Using Security Policies

Security Policies within Office Timesheets are a collection/grouping of security rights, which are assigned to
one or more Office Timesheets users. Security Policies determine what an Office Timesheets user can see
and/or do within the Office Timesheets application.

Note: Though Office Timesheets allows the creation of an unlimited number of Security Policies, at any given
time, you can assign only one Security Policy to a particular user.

Since Security Policies determine what an Office Timesheets user can see and/or do within the Office
Timesheets application, they provide a convenient way to assign rights to a team of employees on a “need-to-
know” basis. For example, most employees do not need most of Office Timesheets tabs and functions.

However, a manager may need a different level of access as compared to an employee. Managers may need
access to the report creation and process management areas of Office Timesheets, but not the System
Configuration tab.

Once you have determined what a user needs to see and/or do within Office Timesheets, you can create
separate policies for different types of users, or different groups of users.

You can then assign the policies to the users (or groups) using the User Accounts dialog box. (See Adding a
New User Account for more details.)

Creating a New Security Policy

Security Policies within Office Timesheets are a collection/grouping of security rights, which are assigned to
one or more Office Timesheets users. Security Policies determine what an Office Timesheets user can see
and/or do within the Office Timesheets application.

Office Timesheets includes three default Security Policies—Administrator, Manager, and Employee. You can
use these starter Security Policies as they are, edit them to suit your requirements or create new Security
Policies from scratch.

To create a new Security Policy:

1. Click on Security Policies in the System Configuration tab.
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The Security Policies screen will be displayed.

7 Viewsheets  Impot/Expot  Repors  Process Management | System Config
. @ company info I . 7 User Accounts
M |="| E-mail Account Q 3) Security Policies

Time Entry Options n Audting Options Change Password (] Password Options

Regional Options. _User Accounts

2. Click the Add button.

The Security Policies dialog box will appear.

Security Policies x

g bt savesmew | g checkan | = : - & = (o) Locks
= ¥ cancel If5 uncheck Al ET r EEEE & @ | ¢ Time Entry Options
Save & Close Policy View Interface Elements Tasks Entries Q Regional & Language

Actions | Selection | Area

~——— MName

| Employee

—— Groups
Use groups

Delete

3. Inthe Name box, type a name for the policy.

4. Check the Use Group check box if you want to create a security policy for one or more employees that
will have group rights to a specified group. This is used when an employee is in more than one group; and
any group rights the employee has will only be applied to the groups in which you specify here.

In the Groups panel, you can do the following:
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e  C(lick the Add button, to add groups to the security policy definition.

e Select a group from the list and click the Delete button, to remove the group from the security

policy definition.

Selecting View Criteria Options

5. Click on the View button to specify the View Criteria settings for users assigned to your security

profile.

Security Policies

H" Save & New

> cancel

Save & Close
Actions
MName
Employee
Criteria
Task elements
Client
Project
Event
Activity
Order
Lewvel
Employee/Template
Client
Project
Event
Activity

A
1A}
A
A

M7 Check Al

L[ Uncheck Al

Selection

Sort

Ascending
Ascending
Ascending
Ascending

Ascending

=) G o’ -
=4 r v i
Policy View Interface Elements Tasks Entries.
Area
Task Status Fields
E] Complete
E] Billable
E] On Hold
E] Cancelled
Dates
Show [[Juse dates
From
0 "
b
Filter Show current -
Show
Show
Days count

Always starttimesheet on

I Locks
28 Time Entry Options
Q Regional & Language

Unchecked -
Ignore -
Unchecked -

Unchecked -

m

Names -
7T -
Monday - g

Note: If you do not want users to change View Criteria settings on their timesheets then you'll need to
uncheck the “Criteria” checkbox in the Interface area of the security policy. Users assigned to the security
policy will not have the option to change the View Criteria when the “Criteria” option is unchecked.

Selecting the Interface Options

6. Click on the Interface button to specify which tabs and commands/functions should be shown and
which screen should be used as the Start-up view.
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Security Policies

L] [l
Save & New fe] Check Al - Locks
% | ACT) - :_l Q} = — -
0 ¥ cancel '_|—|_J Uncheck All | ’j ? | il v J >2: Time Entry Options

Save & Close Policy View Interface Elements Tasks Entries. '@ Regional & Language
Actions Selection Area

MName

Employee
Interface

Theme Blus -

m

Yes Startup View Yes Start-up View
System Configuration Reports
Options Print
Time Entry Options Report Options
Company Info Recalculate
E-mail Account View Criteria
Auditing Summary Report
Regional & Language Options MNew
User Accounts Save The Current Template
Change Password Display Templates
User Accounts Detail Report

Security Policies
Password Options
Activate and About/Updates

(a) Configuring Access

This screen has different panels that represent the various tabs of the Office Timesheets
application. Depending upon the areas that you want to provide access to, check the relevant
check boxes in the various panels.

TIP: Click the Check All button to check all the check boxes. Similarly, click the Uncheck All
button to clear all the check boxes.

TIP: Sometimes you may need to check most of the items, but keep only a few unchecked. A
quick way to do this is to click the Check All button (to check all the items) and then individually
uncheck the items you don’t want selected.

NOTE: Within each panel, there is a hierarchy of levels that corresponds to the tabs (bold items),
ribbon groups (1st level of indented items) and command/functions (2nd level of indented
items) of the Office Timesheets application. When you check or uncheck an option in a panel,
other related check boxes will also get checked or unchecked automatically.

For example, if you check the Change Password item, the system will automatically check the
User Accounts and System Configuration items as well (since you need access to the System
Configuration tab and the User Accounts ribbon group, in order to get access to the Change
Password command/function).

(b) Specifying which Screen should be shown by default at Start-up

Click on one of the radio buttons in the Start-up View column, to specify which screen should
initially be shown when the user logs in.

Note: In the case of the check boxes, you can select check boxes from as many of the panels as
required. However, you can select only one radio button in the Start-up View column, from all of
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the panels collectively. The button you select will determine the default opening screen that will
be displayed when the user logs in.

Note, however, that you have to provide access to the item you select in the Start-up View
column. In other words, you have to also check the item that you want to use for the default
opening screen. When you try to save a policy where you have selected an item in the Start-up
View column but have not checked the corresponding check box for the item (in the Yes column),
Office Timesheets will display the following error message:

| Microsoft Internet Explorer &

'} You cannot set Start-up View option for unauthosized pages.
.

Providing access to Element-related Functions

7. Click the Elements button to view the Elements panel.

Security Policies x

5 saveanew | Fgi checkan

- _ Locks
gy N o
gl x Cancel ’T:‘ Uncheck All ‘_ﬁl? -( Ij @“’ ﬂ ﬂl ‘z¢f Time Entry Options

Save & Close Policy View Interface Elements Tazks Entries. 9 Regional & Language

Actions Selection Area
Name

Employee

Elements
Yes Mone Self Group All
Add Employees
Edit Employees
Delete Employees
Add Templates
Edit Templates
Delete Templates
View/Modify Employee Rates
Add Elements
Edit Elements
Delete Elements
Add Expense Codes
Edit Expense Codes
Delete Expense Codes
Add Holidays
Edit Holidays
Delete Holidays

Ooooooooo oooooO

Use this panel to specify the element-related tasks that the user is permitted to perform.

The following table describes the various items in the Elements panel:

Check/Select this item to... Defe!ult Value
(if any)

Add Employees Allow the user to add Employee entries.

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Check/Select this item to... Defa_ult Value
(if any)

Edit Employees

Delete Employees

View/Modify Employee Rates

Add Elements

Edit Elements

Delete Elements

Add Expense Codes
Edit Expense Codes
Delete Expense Codes
Add Holidays

Edit Holidays

Delete Holidays

Super Delete for Elements
and Employees

Allow the user to make changes to Employee entries.
Allow the user to delete Employee entries.

Specify whether the user can view or modify Employee Rates.
You can only select one option here.

Select... To...
Disallow the user from viewing or modifying

M Employee Rates.

Self Allow the user to view or modify only his/her own
rates. None
Allow the user to view or modify the rates of
anyone in his/her group (or in the groups that

Group have been added to the security policy). (This

would be an ideal choice for Group managers or
Team leaders.)

Allow the user to view or modify the rates of any
All employee of the organization. (This would be an
ideal choice for Managers.)

Allow the user to add Element entries.

Allow the user to make changes to Element entries.
Allow the user to delete Element entries.

Allow the user to add Expense Code entries.

Allow the user to make changes to Expense Code entries.
Allow the user to delete Expense Codes entries.

Allow the user to add Holiday entries.

Allow the user to make changes to Holiday entries.

Allow the user to delete Holiday entries.

Allows the user to delete element items and employee records
with linked data (linked to groups, dependencies, time entries,
expense entries, etc. (use caution when granting access to this
function)

Providing access to Task-related Functions

8. Click the Tasks button to view the Tasks panel.

LLC
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Security Policies x

H Save & New

FE7 check Al m— = (@ Locks
fiaigg] j G =
X Cancel '_D Uncheck All Lﬂl} f' | i ! ] ﬂ s2:| Time Entry Options

Save & Close Policy  View  Interface  Elements = Tasks  Entries " Ruixeal & Languane
Actions Selection Area
MName
Employee
Tasks
Yes Mone Self Group All -
General Access to Data ® @ F F B
Add Tasks @ =
Edit Tasks @ ®
ViewMaodify Task Tracking A @

Delete Task Tracking ® @
Delete Tasks with Entries -
Delete Tasks without Entries
Copy Tasks

Mass Update Task Data
Re-generate Tasks

Edit Task Dates

Delete Template Tasks

Edit Task Status 1

Edit Task Status 2

Edit Task Status 3

Edit Task Status 4

Edit Task Status 5

m

CIOrIOIC)

oooooo

Use this panel to specify the task-related operations that the user is permitted to perform.

The following table describes the various items in the Tasks panel:

Default Value

Check/Select this item to... (if any)

Specify whether the user has general access to task-related
data. You can only select one option here.

Select... To...

Disallow the user from viewing or modifying task-
related data.

Self Allow the user to view or modify only his/her own

General Access to Data task-related data. None
Allow the user to view or modify the task-related
data of anyone in his/her group (or in the groups
Group that have been added to the security policy). (This
would be an ideal choice for Group managers or
Team leaders.)
Allow the user to view or modify the task-related

All data of any employee of the organization. (This
would be an ideal choice for Managers.)

None

Specify whether the user can add tasks. You can only select one

option here.
Select... To...
Add Tasks None Disallow the user from adding tasks. None
Self Allow the user to add only his/her own tasks.
Allow the user to add tasks for anyone in his/her
Group group (or in the groups that have been added to

the security policy). (This would be an ideal choice
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Check/Select this item to... Defa_ult Value
(if any)

for Group managers or Team leaders.)

Allow the user to add tasks for any employee of
All the organization. (This would be an ideal choice
for Managers.)

Specify whether the user can make changes to tasks. You can
only select one option here.

Select... To...
None Disallow the user from editing tasks.
Self Allow the user to edit only his/her own tasks.
Edit Tasks None

Allow the user to edit tasks for anyone in his/her
group (or in the groups that have been added to
the security policy). (This would be an ideal choice
for Group managers or Team leaders.)

Allow the user to edit tasks for any employee of

All the organization. (This would be an ideal choice
for Managers.)

Group

Specify whether the user can view or make changes to task
rates and hours. You can only select one option here.

Select... To...
N Disallow the user from viewing or modifying task
one )
tracking data.
Self Allow the user to view or modify only his/her own
View/Modify Task Tracking task tracking data. None

Allow the user to view or edit task tracking data
for anyone in his/her group (or in the groups that

Group have been added to the security policy). (This
would be an ideal choice for Group managers or
Team leaders.)

Allow the user to view or edit task tracking data
All for any employee of the organization. (This would
be an ideal choice for Managers.)

Specify whether the user can delete task rates and hours. You
can only select one option here.

Select... To...
None Disallow the user from deleting task tracking data.
Self Allow the user to delete only his/her own task

tracking data

Allow the user to delete task tracking data for
anyone in his/her group (or in the groups that

Group have been added to the security policy). (This
would be an ideal choice for Group managers or
Team leaders.)

Allow the user to delete task tracking data for any
All employee of the organization. (This would be an
ideal choice for Managers.)

Delete Task Tracking None

Delete Tasks with Entries Specify whether the user can delete tasks that contain entries or None
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Check/Select this item to... Defa_ult Value
(if any)

notes. You can only select one option here.

Select... To...

Disallow the user from deleting tasks with entries
or notes.

Allow the user to delete only his/her own tasks
with entries or notes.

Allow the user to delete tasks with entries or
notes of anyone in his/her group (or in the groups

Group that have been added to the security policy). (This
would be an ideal choice for Group managers or
Team leaders.)

Allow the user to delete tasks with entries or
All notes of any employee of the organization. (This
would be an ideal choice for Managers.)

None

Self

Specify whether the user can delete tasks that do not contain
entries or notes. You can only select one option here.

Select... To...
None Disallow the user from deleting empty tasks.
Self ,;-\Ilokv;/ the user to delete only his/her own empty
Delete Tasks without Entries asIES: None

Allow the user to delete empty tasks of anyone in
his/her group (or in the groups that have been

Group added to the security policy). (This would be an
ideal choice for Group managers or Team
leaders.)

Allow the user to delete empty tasks of any
All employee of the organization. (This would be an

ideal choice for Managers.)

Specify whether the user can copy tasks from one user’s
timesheet to one or more other user’s timesheets. You can only
select one option here.

Select... To...
None Disallow the user from copying tasks.
Self Allow the user to copy only his/her own tasks to
Copy Tasks other users. None

Allow the user to copy tasks between anyone in
his/her group (or in the groups that have been

Group added to the security policy). (This would be an
ideal choice for Group managers or Team
leaders.)

Allow the user to copy tasks between any
All employee of the organization. (This would be an

ideal choice for Managers.)

Specify whether the user can perform mass updation of task
entries. You can only select one option here.

Mass Update Task Data None
Select... To...

None Disallow the user from mass updating tasks.
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Check/Select this item to... Defa_ult Value
(if any)

Allow the user to mass update only his/her own
task entries.

Allow the user to mass update task entries of
anyone in his/her group (or in the groups that

Group have been added to the security policy). (This
would be an ideal choice for Group managers or
Team leaders.)

Allow the user to mass update task entries of any
All employee of the organization. (This would be an
ideal choice for Managers.)

Self

Specify whether the user can generate tasks from non-task
based entries. You can only select one option here.

Select... To...
None Disallow the user from re-generating tasks.
Self ,é-\allokv;/ the user to re-generate only his/her own
Re-generate Tasks oS- None

Allow the user to re-generate tasks for anyone in
his/her group (or in the groups that have been

Group added to the security policy). (This would be an
ideal choice for Group managers or Team
leaders.)

Allow the user to re-generate tasks for any
All employee of the organization. (This would be an

ideal choice for Managers.)

Specify whether the user can make changes to the task start
and end dates. You can only select one option here.

Select... To...

None Disallow the user from editing task dates.

Self Allow the user to edit only his/her own task dates.

Edit Task Dates Allow the user to edit task dates for anyone in None

his/her group (or in the groups that have been

Group added to the security policy). (This would be an
ideal choice for Group managers or Team
leaders.)
Allow the user to edit task dates for any employee

All of the organization. (This would be an ideal choice

for Managers.)

Edit Task Status 1 to Edit Task These are 15 user-defined task status fields. Specify whether the
Status 15 user can edit these task status items.

Providing access to Entry-related functions

9. Click the Entries button to view the Entries panel.
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Use this panel to specify the entry-related operations that the user is permitted to perform.

The following table describes the various items in the Entries panel:

Default

Value
(if any)

Check/Select this item to...

Specify whether the user can delete time entries. You
can only select one option here.

Select... To...
Disallow the user from deleting time
None :
entries.
Self Allow the user to delete only his/her own
Delete Time Entries time entries. None
Allow the user to delete time entries of
anyone in his/her group (or in the groups
Group that have been added to the security
policy). (This would be an ideal choice for
Group managers or Team leaders.)
Allow the user to delete time entries of
All any employee of the organization. (This
would be an ideal choice for Managers.)
Specify whether the user can delete expense entries.
You can only select one option here.
Delete Expense Entries None

Select... To...
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Default

Value
(if any)

Check/Select this item to...

Disallow the user from deleting expense

None .
entries.

Allow the user to delete only his/her own

Self .
expense entries.

Allow the user to delete expense entries
of anyone in his/her group (or in the
groups that have been added to the
security policy). (This would be an ideal
choice for Group managers or Team
leaders.)

Group

Allow the user to delete expense entries
of any employee of the organization.
(This would be an ideal choice for
Managers.)

All

Specify whether the user can perform mass updation
of time entries. You can only select one option here.

Select... To...

Disallow the user from mass updating
None . .

time entries.
Self Allow the user to mass update only

his/her own time entries.

Mass Update Time Entries Allow the user to mass update time None
entries of anyone in his/her group (or in
the groups that have been added to the

Group security policy). (This would be an ideal
choice for Group managers or Team
leaders.)

Allow the user to mass update time

All entries of any employee of the

organization. (This would be an ideal
choice for Managers.)

Specify whether the user can perform mass updation
of expense entries. You can only select one option

here.

Select... To...
Mass. Update Expense None Disallow the user from mass updating None
Entries expense entries.

Self Allow the user to mass update only

his/her own expense entries.

Allow the user to mass update expense
Group entries of anyone in his/her group (or in
the groups that have been added to the
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Require Start/Stop Times
Require Time Entry Notes

Require Existing Task

Edit Existing Entries

Edit Entries Outside
Prev/Cur/Next

Edit Entries in Previous
Period

Edit Entries in Current
Period

Check/Select this item to...

security policy). (This would be an ideal
choice for Group managers or Team
leaders.)

Allow the user to mass update expense
entries of any employee of the
organization. (This would be an ideal
choice for Managers.)

All

Force the user to enter start/stop times for task
entries.

Force the user to enter notes with each time entry.

Allow the user to make an entry only if a task exists
for that entry.

Allow the user to make changes to existing entries.

Note: Edit Existing Entries must be checked
in order to allow the user to edit entries. The
other options (Edit Entries

Outside Prev/Cur/Next, Edit Entries in
Previous Period, Edit Entries in Current
Period, and Edit Entries in Next

Period) simply define more specifically what
entries the user can edit.

Users will be able to make changes to entries
only if Edit Existing Entries is checked.

Allow the user to make changes to entries that do not
fall within the Previous, Current and Next reporting
period that is assigned to the user.

Note: This option allows the user to make
changes to existing entries; the user will not be
able to create new entries.

Allow the user to make changes to entries that fall in
the reporting period that is previous to the
current reporting period.

Note: This option allows the user to make
changes to existing entries; the user will not be
able to create new entries.

Allow the user to make changes to entries that fall in

Default
Value

(if any)
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Edit Entries in Next Period

Edit Entries Outside Task
Dates

Edit Entries Scope

Edit Entry Status 1 to Edit
Entry Status 15

Edit Approval Status

Default

Value
(if any)

Check/Select this item to...

the current reporting period.

Note: This option allows the user to only make
changes to existing entries; the user will not be
able to create new entries.

Allow the user to make changes to entries that fall in
the reporting period that comes after the
current reporting period.

Note: This option allows the user to only make
changes to existing entries; the user will not be
able to create new entries.

Allow the user to make changes to entries that fall
outside of a task’s start and end dates specified in the
Task dialog box.

Specify whether the user can make changes to the
scope of the entries. You can only select one option
here.

Select... To...

Disallow the user from editing the scope

None .
of the entries.

Allow the user to edit the scope of only

Sl his/her own entries.

Allow the user to edit the scope of the None

entries of anyone in his/her group (or in
the groups that have been added to the
security policy). (This would be an ideal
choice for Group managers or Team
leaders.)

Group

Allow the user to edit the scope of the
entries of any employee of the
organization. (This would be an ideal
choice for Managers.)

All

These are 15 user-defined entry status fields. Specify
whether the user can edit these entry status items.

Allow the user to make changes to the approval
status.

Providing access to Lock-related functions
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10. Click the Locks button to view the Locks panel.

Security Palicies.
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Actons

Hame

Locks

Yes Mone Sef Group Al
Lock Emplayees @ 0O O
Override Locks [

| save & Hew i
3 cancel
Crecka1  unch

- r 1

o] ; - I j— .
1 W ] = ! e
Poky  lerface  Elements  Tasks  Ennes | Locks | Time Enéry Options  Regionsld Language

area

Use this panel to specify the Lock-related operations that the user is permitted to perform.

The following table describes the various items in the Locks panel:

Lock Employees

Override Locks

Enforcing Time Entry Options

Specify whether the user can lock the entries made by

Check/Select this item to...

employees. You can only select one option here.

Select...

None

Self

Group

All

Allow the user to edit entries which have been locked.

To...

Disallow the user from locking the entries
made by employees.

Allow the user to lock only his/her own
entries.

Allow the user to lock the entries of
anyone in his/her group (or in the groups
that have been added to the security
policy). (This would be an ideal choice for
Group managers or Team leaders.)

Allow the user to lock the entries of any
employee of the organization. (This
would be an ideal choice for Managers.)

11. Click the Time Entry Options button to view the Time Entry Options panel.

Default

Value
(if any)

None
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Use this panel to enforce the Time Entry Options for all users who have not set their own Time Entry
Options (using the Time Entry button in the System Configuration tab).

The following table describes the various items in the Time Entry Options panel:

Check/Select this item to... Defa_ult Value
(if any)

Default start time for time Force the Time Entry dialog box to display the default start
entry time specified in the Time Entry Options screen.

Day View time intervals in Force the Day View screen to display the time using the
minutes interval specified in the Time Entry Options screen.

Force the Day View screen to begin display of time intervals
Day View first time with the first time slot as specified in the Time Entry Options
screen.

Force the Day View screen to end display of time intervals with
Day View last time the last time slot as specified in the Time Entry Options
screen.

Display the Time Spent Only field in the Time Entry dialog
box when an employee opens it from the Timesheet View
screen.

Time spent only on Timesheet
View

Force the Day View screen to use the time spent format

Time spent format specified in the Time Entry Options screen.

Force the Task Totals and Sheet Total on the Timesheet
Show totals by employee View to display the total for the user’s Reporting Period,
Reporting Period irrespective of the period that the user is currently viewing in
his/her Timesheet.

Note: Time entry options can either be set by individual users (if they are given access to the Time
Entry Option area of the System Configuration tab), or can be enforced via the Security Policy
assigned to the user.
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When these options are enforced via the Security Policy assigned to a user, he/she will no longer be
able to change the settings (even if the user has access to the System Configuration tab). As long as
the settings are enforced via the Security Policy, the options that have been enforced will appear
disabled or grayed out in System Configuration tab.

When the settings are enforced by a Security Policy assigned to some users, it only affects those users
who have not changed the default settings. If a user has changed the default settings, the user’s
settings are not affected by the enforcement. However, as long as the settings are enforced, the user
will not be able to change the settings.

Enforcing Regional and Language Options
12. Click the Regional & Language button to view the Regional & Language panel.

Security Policies x
e :
- = Iriga) = -, o =
o Y % J = Q@ e .
Save § Cose Check Al Unchack AR Polcy terface Elsmants. Tosks Entres Locks Time Estry Options Ragional 8 Language

Actions Selecton
Hame.

Regional & Language
Policy Enforced?

Date Disglay
Time Display

Cumency { Time Interval Display
Language

oooo

Use this panel to enforce the Regional Options for all users who have not set their own Regional Options
(using the Options button in the System Configuration tab).

The following table describes the various items in the Regional & Language panel:

Force the display of dates with the date display
format specified in the Regional Options screen.

Date Display

Time Displa Force the display of time values with the time display

play format specified in the Regional Options screen.
Force the display of currency or time values with the
currency/time interval display format specified in the
Regional Options screen.

Currency/Time Interval
Display

Force the use of the language specified in the

Language Regional Options screen.

Note: Regional and Language options can either be set by individual users (if they are given access to the
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Regional & Language area of the System Configuration tab), or can be enforced via the Security Policy
assigned to the user.

When these options are enforced via the Security Policy assigned to a user, he/she will no longer be able
to change the settings (even if the user has access to the System Configuration tab). As long as the settings
are enforced via the Security Policy, the options that have been enforced will appear disabled or grayed
out in System Configuration tab.

Note: When the settings are enforced by a Security Policy assigned to some users, it only affects those
users who have not changed the default settings. If a user has changed the default settings, the user’s
settings are not affected by the enforcement. However, as long as the settings are enforced, the user will
not be able to change the settings.

Saving the Security Policy

12. Once you have made all the selections (as described in the previous topics), do one of the following:

Click the Save & New button gi\llii ;c’hls Security Policy and start creating a new Security

Click the Save & Close button Save this Security Policy and return to the Security Policies

screen.
Click the Cancel button or the

Close button on the top right Return to the Security Policies screen without saving the new
corner of the Security Policy Security Policy.

dialog box

Using Security Policies to allow members from different groups to share data

Office Timesheets allows group-wise management of employee data. At the time of creating an employee
entry, you can assign the employee to one or more groups. An employee can share data only with other
employees who are members of the same group/groups as himself.

Since User B and User D are from different
groups, they cannot share data.
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When employees from two different groups need to work together on a project, you can create a temporary
grouping of the members by designing a security policy where you select both the groups and provide access
to the Group using the Tasks panel. You would then assign this security policy to the User Accounts of the
employees who need to work together. Once the project is finished, you can reassign their original security
policies.

Making Changes to a Security Policy

To make changes to a security policy:
1. Click on Security Policies in the System Configuration tab.
The Security Policies screen will appear.

) @ company Info
X

|="| E-mai Account
Time Entry Options =g

Options

Repots  Process Management

Systern Configuration

Accounting/Finance Reprezentative Add
Administrator
Employee 0; Ei

HR Reprezentative
Manager

Sample Delete
System Admin

1. Select a security policy from the list box and click the Open button.
2. Make changes to the security policy. (See Creating a Security Policy for more information.)

Do one of the following:
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Click the Save & New button Save the cl}anges that you .have rrllade to the Security Policy and
start creating a new Security Policy.

Click the Save & Close button Save the changes th_at you _halve made to the Security Policy and
return to the Security Policies Screen.

Click the Cancel button or the

Close button on the top right Return to the Security Policies screen without saving the
corner of the User Account dialog  changes that you have made to the Security Policy.
box

Deleting a Security Policy

To Delete a Security Policy:
1. Click on Security Policies in the System Configuration tab.

The Security Policies screen will appear.

k-" View Sheets Import / Export Reports Process Management | System Configuration
O @ Company Info |', &,J Uszer Accounts
:—% |="| E-mail Account %) Security Policies

Time Entry Options Options Change Password

& suditing
Opticns Regional Options User Accounts

== - Pazsword Options

Accounting/Finance Representative Add
Administrator

Employes o L=

HR Reprezentative
WManager

Sample

System Admin

2. Select a security policy from the list box and click the Delete button.
3. Click OK to delete the security policy or click Cancel if you do not wish to delete the security policy.

Note: If you attempt to delete a security policy that is currently assigned to a user account you will get
the following message:

[ Microsoft Internet Explorer m

' : ‘ou cannot delete this record(s) because it is in use.
-

In order to delete a security profile within Office Timesheets, it must not be assigned to any user account.
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Configuring Password Options

As a systems administrator, you can specify the minimum and maximum lengths permissible for passwords.
You can also specify whether a valid password should contain only characters (or letters) or a combination of
characters and numbers.

Password Options for Office Timesheets Hosted Version

To configure the Password Options for the Office Timesheets Hosted Version:

1. Click on Password Options in the System Configuration tab.
2. Specify the required password options and click the Save button.

y ) 9
‘\- Wiew Sheets Import/ Export Reports FProcess Management Systern Configuration
@ c Inf . = g8 User A ts
v @ Company Info i ¥ &~ User Accoun
3@ —="| E-mail Account _ @ 2 Security Policies
Time Entry Optione W A Optionz Change Pazsword |‘—\-';J T e |
Options Regional Options User Accounts

Password Options
If using Office Timesheets for Accounts and Passwords
Require combination of numbers and characters: []

Minimum character length of passwords: [E"
Maximum length of passwords: 14 |
Clear ] [ Reset ] [ Save

The following table provides more details about the components of the Password Options screen:

How to use the Item Defa.ult e
(if any)

Check this check box to specify that a valid password
should contain both letters and numbers. If this check box

Require combination of has been selected, Office Timesheets will not allow the
L Unchecked

numbers and characters users to set passwords containing only characters or only

numbers. The password has to contain a combination of

both numbers and characters.
Minimum character length From the drop-down list, select the minimum length for 0l[zero)
of passwords the passwords.
Maximum length of From the drop-down list, select the maximum length for 14
passwords the passwords.

Click the Clear button to delete all the values from the

helCleabution fields on the page.

Click the Reset button to undo your changes and restore
The Reset button the values entered in the fields back to what they were
when you last saved the page.
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Item How to use the Item Default Value
(if any)

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

NOTE: You can set the Minimum length and Maximum length fields to the same value to force all passwords
to be the same length. Office Timesheets enforces the Minimum length and Maximum length settings for new
passwords. In the case of existing passwords, Office Timesheets enforces the Minimum and Maximum length
only when you change the passwords.

Password Options for Office Timesheets Self-Installed Version

In the Self-Installed Version of Office Timesheets, you can specify whether to use Office Timesheets user login
and authentication, or Windows user login and authentication.

If you decide to use Windows authentication:

¢  You will need to configure IIS manually if you want Windows Authentication to work properly.

e You can use your Windows login username and password to log into Office Timesheets. There is no
need to have separate Office Timesheets usernames and passwords.

e Ifan employee does not have a Windows password, the employee must enter his/her Office
Timesheets password to log in. Otherwise, all employees will have to use their Windows username
and passwords to log in.

e Office Timesheets will not allow employees to access the Change Password screen. Employees must
maintain their passwords using Windows.

To Configure the Password Options:

1. Click on Password Options in the System Configuration tab.
2. Specify the required password options and click the Save button.

Configuring Office Timesheets to work with Windows Authentication

To use Windows Authentication to verify the login of Office Timesheets follow the instruction below
(***PLEASE NOTE*** - Access to the Process Management Tab and the System Configuration tab is
required. Contact the Office Timesheets Administrator for assistance with this if required):

1. Loginto Office Timesheets with an Administrator login credentials.
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File Edit ‘View Favorites Tools  Help
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,,
Office (@%)
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2. Next, go to the "System Configuration" tab and choose the "Password Options" button.
3. Select "Windows Authentication” from the drop down menu and then enter your network's domain
name in the "Windows domain name" field. Then select "Save" and log out of Office Timesheets.

U View Sheets Import § Export Repors Frocess Management | System Configuration |

%
Y,
Activate  Aboub/Update

T @ Ccompany Info , G4 User Accounts '1_:;‘-12"
fg&"ﬂ |="| E-mail Account L‘f_‘ Security Policies _ﬂ
Time Entry Options i FeE

BB | G Pt Bt et s e

Options Change Password e P gk

—— Use forusernames and passwaords

Windows Authentication b w
Windows domain name I |

*Mote: You should configure 1S manually if you
want Windows Authentication to work properly.

—— Ifusing Office Timesheets for Accounts and Passwords ——

*****Server 2003’ XP’ Vista********

4. Configure IIS manually: From the web server right click on "My Computer” and select "Manage",
which will bring up the "Computer Management" console.
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5. Expand "Services and Applications

)

"Default Web Sites".
6. Rightclick on "OTS"(default) or the Virtual name that was created during Office Timesheets
installation and select "Properties”. Locate and click on the "Directory Security” tab, choose “Edit”
from the "Authentication and access control” field. Within the "Authentication and access control”
dialog box check “Integrated Windows authentication”, and click OK to save changes. Please NOTE:
the "Enable anonymous access" option is NOT required, it can be either way (checked or unchecked).
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Use the following Windows user account for anonymous access:

Browse.

User name: I ISR LOS-OTSERVER

Password: I sssesssene

~Authenticated access
Far the following authentication methods, user name and password
are required when:

- anonymous access is disabled, or

- access is restricked using NTFS access contral lists

_"“—>|7 Integrated Windows authentication

ASP.MET

I™ Digest authentication for Windows domain servers
[ Basic authentication {password is sent in clear text)
[~ MET Passport authentication

Ii Select,,

Erefault damain;

Bealm: Select,,
0K Cancel | Help |
when done
JHE3 click "OK" 4

Directary Security

b=

Enable anonymous access and edit the

authentication methods for this resource, Edit... }._ . o

v

|—IP address and domain name restrictions

*rxxk Server 2008****

Right click on the "Computer"” icon and select "Manage", which will bring up the "Server Manager" console.

Expand "Roles", "Web Server (IIS)", "Internet Information Service (IIS) Manager", and expand the server
name. Expand "Sites" and "Default Web Sites".

Highlight "OTS"(default) or the Virtual name that was created during Office Timesheets installation. While in

"Features View", double-click "Authentication".
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1. Logback into Office Timesheets with the Administrator login.
Next click on the "System Configuration” tab and choose the "User Accounts" button. Select the "Add"

button and choose your Employee by clicking on the [...] button next to the "Employee" field. Enter in
the Employee's Windows Profile Password credentials and hit the Save & Close button.

User Account

[t save s tew

Save & Close x Cancel

Actions

Employee |
Security Policy | Administrator
Change Password

Password |
Confirm Password |

3. Go to the "Process Management" tab, then highlight and open the desired Employee.
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View Sheets Import/ Export Reports Process Management Systemn Configuration

i Employee = TaskRules =] Custom Fields =2 Customize Entry Status Fields

%07 Element tems... ﬁ Approval Process @.&}'f f;i Tazk Rate Fields _-:-3 Customize Approval Status Fields

g Expense by ﬁ Reporting Perinds DEhoc Lk aens 5_3 Customize Task Status Fields  g== Rate Tables

Edit Process Customize
Wanage Employee
—— Employee Groups —— Employee

) Add [ [add |

Open Open %

4. Enter the employee’s windows login in the "Windows Login" field.

Employee X

i S G302 4 2 =3

Save & Close Definiticn Rates Groups Dependencies Custom Fields
Actions Show
First Name admin|
ML admin
LastName |admin
radmin

Display Mame

E-Mail admin@company.com

Status :

Reporting Period | Weekly v|
Holidays Groups | {lo selection} |

Lock Dates

5. Re-enter the Office Timesheets URL (link) in the address bar. Office Timesheets is now configured to
use Window Authentication, so the user will see the "Start up” page that is configured in "Security
Policies".

Why is windows authentication not working?

If you are having trouble with windows authentication, please verify the following setting:

In the web.config file [c:\program files\Office Timesheets\original\] verify the authentication
mode="Windows'

Example:
<authentication mode="Windows">
<forms loginUrl="~ /Pages/login.aspx" defaultUrl="~ /Pages/login.aspx" />

</authentication>
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If it is currently set to 'Forms' please change to 'Windows.'; save the file; and retry.

Setting Up and Managing Processes

Before you can use Office Timesheets to record time and expense entries, you have to customize Office
Timesheets to adapt to your organization’s processes. You also have the option to define or set up other
details such as:

o list of holidays;

e thetaskrules;

e the approval process; and

e the reporting period used by your organization.

Use the Process Management tab to define the setup of the processes and the definition employees and work
items (project names, tasks/activities, etc.).

Using the functions of the Process Management tab, you can:

e Define the basic elements that make up the processes in your organization;

e Define custom fields for each of the basic elements;

o Define additional fields to keep track of task rates;

e Setup task status, entry status and approval status values;

e Define rate table fields to maintain details of employee pay rates;

e Setup a list of holiday groups and holidays;

e Define task rules;

o Define the steps in the approval process;

e Define and set up reporting periods;

e Setup employee groups and enter details of all the employees in your organization;

e Setup groups and enter details for all the basic elements that make up your organization’s processes;
e Setup groups and enter details for Timesheet Templates; and

e Setup expense groups and enter details of the various heads of expense used in your organization.

The Process Management tab

The Process Management tab contains all the functions needed to manage and customize Office Timesheets’
data and process framework for tracking time and expenses.

;, Employee j Task Rules. j Custom Fields . g Customize Approval Status Fields
P FLEEER E 3 2l - =
-9’3# Element tems... ﬁ LE Approval Process @ﬁ s, Task Rate Fields H Rate Tables
é_ﬁ Expense Holidays :ﬁ Reporting Periods Define Elementz -xﬁ Customize Task Status Fields
lﬁ Timesheet Templates == Customize Entry Status Fields
Edit Process Customize

The Process Management tab has three ribbon groups—Customize, Process and Edit—that contain the
commands needed to define and set up the processes in your organization.
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The following table describes what each of the commands in the Process Management tab does:

Define Elements

Custom Fields
Task Rate Fields

Customize Task Status
Fields

Customize Entry Status
Fields

Customize Approval
Status Fields

Rate Tables

Holidays

Task Rules

Approval Process

Reporting Periods

Employee

Element Items...

Expense

Define the hierarchy of the basic elements that make up the processes in your
organization.

Define custom fields for each of the basic elements.
Define additional fields to keep track of task rates.

Set up task status values to be displayed in the Status Fields panel of the Task
dialog box.

Set up entry status values to be displayed in the Status Fields panel of the Time
Entry dialog box.

Set up approval status values to be displayed in the Approval Status drop-down
list of the Time Entry dialog box.

Define rate table fields to maintain details of standard and overtime rates
payable to employees.

Set up a list of holiday groups and holidays.

Define the order in which the basic elements should appear in a task entry. Also
specify the dependencies of the basic elements on one another and whether the
elements are essential for the task entry.

Define the steps and the order of the steps in the approval process.

Define and set up the list of reporting periods that can be used in Timesheet
View.

Set up employee groups and create employee entries for all the employees in
your organization; enter the details of the employees and assign them to one or
more groups.

Set up groups and enter details for all the basic elements that were defined with
the Define Elements function.

Set up expense groups and enter details of the various heads of expense used in
your organization.

Understanding Office Timesheets Data and Process Framework

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 basically give the time entries meaning,
such as who performed the work and what type of work was done. You can define various Element Levels to
help you keep track of the time and money spent on a project or task. Within Office Timesheets you can create
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up to ten (10) Element Levels to define tasks. A task is comprised of a combination of an Employee and one
or more Element Items, that are defined at each Element Level.

By default, Office Timesheets is setup with four Element Levels:

Client
Project
Phase
Activity

B W e

Though Office Timesheets names these four Element Levels as Client, Project, Phase and Activity, you can give
any name you want to these elements. You can define upto ten Element Levels. The elements you define and
the names you give to these elements would depend upon:

o the level of detail you want in your reports; and
e the method of task-related time and expense data tracking that your organization follows.

For example, each task could be comprised as follows: employee + client + project + phase + activity +
expense.

User-Defined Element Levels

This would be your basic foundation for recording time and expense entries on the employee timesheets.
With such a setup you can easily create reports that will allow you to arrange data (sort, total, sub-total etc.
time, costs, expenses and so on) by employee, client, project, phase, and/or activity. Therefore, your definition
of Element Levels will become your basic framework or foundation for your organization’s time and expense
tracking.

Defining the Elements to Track Time and Expense Entries

Before you start recording your time and expense entries, you first need to define the structure of the task
elements in your organization. Element Levels are the primary foundation in which tasks are defined and
time is tracked.

To define your task element structure:

1. Click on Define Elements in the Process Management tab.
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The Define Elements screen will appear.

This screen allows you to define the hierarchical order of elements that form your task structure. In
Office Timesheets, the task structure begins with an Employee element and ends with an Expense
element. Office Timesheets allows you to define upto 10 levels of elements between these two elements.

Note: Though the Employee and Expense items are fixed, you can change the names of these items. For

4

example, you could change the label or name “Employees” to display as “Resources” or “Team Members”.
1. Check the check box next to an element you want to activate.

2. Type a name for the element in the Name text box.

3. Repeat the above two steps to define more elements.

4. Finally, click the Save button to create the elements.

The following table provides more details about the components of the Define Elements screen:

Item How to use the Item Default Value
(if any)

Check this check box to activate an element. Uncheck the
check box to deactivate an element.

NOTE: The Employee and Expense elements are
pre-defined and always active. You cannot
deactivate them.

Activate Element check box

TIP: If you deactivate an element (by unchecking
it) the details or entries of that element still remain
within Office Timesheets for reporting purposes.
They are just hidden from view. If you later re-
activate the element (by checking it), Office
Timesheets will once again display the details or
entries of that element.

Type a name for the element. The element names that you
define and activate here will appear in the Task dialog
box. They also appear in the drop-down menus that are
displayed when you click on the Element Items... and
Custom Fields buttons.

N
ame NOTE: The Name field can also be used to rename

the pre-defined Employee and Expense elements,
to some name that is more suitable to your
organization’s task structure. For example, you
could change the label or name “Employees” to
display as “Resources” or “Team Members”.

The Reset button Click the Reset button to undo your changes and restore
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Item How to use the Item Default Value
(if any)

the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Defining Custom Fields for the Task Elements

Once you have defined all the elements, you need to define custom fields to store the data for these elements.
Office Timesheets allows you to define upto ten (10) custom fields for each element (including the Employee
and Expense elements). Each element has its own unique screen where you can define the fields for the
selected element. To define custom fields:

1. Click on Custom Fields in the Process Management tab.
A drop-down menu appears that contains all the elements that you have defined.

5] custom Fields
Employee
Client
Project
Phase
Sub-task
Cost Center

Expenze

2. Click on an item in the drop-down menu to add custom fields to that item. For example, click on
Employee to add custom fields to the Employee element.

The Custom Field Definitions screen for the selected element appears.
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The following table provides more details about the components of the Custom Field Definitions screen:

Default
Item How to use the Item Value

(if any)

Check this check box in front of a custom field to use
that field. Uncheck the check box to stop using the
custom field.

TIP: If you deactivate a field (by unchecking it)

Use field the details or entries of that field still remain
within Office Timesheets for reporting
purposes. They are just hidden from view. If
you later re-activate the field (by checking it),
Office Timesheets will once again display the
details or entries of that field.

Type a name for the field. This name will appear in
the Custom Fields panel of the related element entry
dialog box. For example, if you are defining the
custom fields for Employees, the field names you
specify will be displayed in the Custom Fields panel
of the Employee dialog box.

Name

Select the type of the field from the Type drop-down
list. The type of the field determines the type of data
that can be stored in the field. The Type drop-down

list contains the following values—

Text
Date

Integer Text
Number

Type

Currency
List
E-mail Address

o O O 0O O O O

For more information about field types, see Custom
Field Types.
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Default

Item How to use the Item Value
(if any)

Click the Clear... button to delete the details that have
been entered in that custom field, from all the entries
that have been made by the users. For example, in the
Custom Field Definitions for Employee screen, if
The Clear... button you click the Clear... button in the same row as the
Birthdate field, Office Timesheets will delete the
birthdate details from all the Employee entries. In
other words, the Clear... button will reset the
contents of the field in all entries to its default value.

Click the Save button to save any changes you make
to the page.

NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember
to always click the Save button before you
move away from the page.

The Save button

TIP: If you do not want to save your changes,
move to some other page without clicking the
Save button.

Custom Field Types

While defining custom fields for the various elements, you have to select the type of the field from the Type
drop-down list. The type of the field determines the type of data that can be stored in the field. The Type
drop-down list contains the following values:

What happens if you select this value...

The user will be able to enter text and numbers into the field. However, it will all be
Text

treated as text.
Date The user will be able to enter only dates in the field. A date picker will appear when
the user clicks in a field of type Date.
The user will be able to enter only integers (or whole numbers) in the field. The
Integer number can be positive, negative or zero. Numbers with decimal points, such as 3.45
or -5.6223 will not be allowed.

The user will be able to enter any number in the field. The number can be an integer or

milo3s a number with a decimal fraction.

Currenc The user will be able to type only numbers in the field. The vlaue that the user types
Y will be stored as a currency with two decimal digits.

List The user will be presented with a drop-down list. The user will only be able to choose
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What happens if you select this value...

a value from the drop-down list.

When you select List from the Type drop-down list, a E] button will appear. Click on
the L= Ibutton to open the List Items dialog box.

List hems x

J aoa A Msve Vg
N/) o Edi ' Mgve Dawn
o I Deeie

Acsen Eat Wave

Use the List Items dialog box to add values to the drop-down list.

E-mail address The user will only be allowed to enter a properly formatted e-mail address in the field.

Defining Task Rate Field Labels

While entering Task details in the Task dialog box, Office Timesheets provides you with an area to enter the
Task Rates and Hours. With the exception of the Task Rate field, you can give your own user defined labels to
the other task rate fields.

Task ;4
I Seveasnew &7 .
Save & Close e -ﬁ Notes
Actions Show
Task Elements Task Stan and Due dates
Employes Anderson A Brian (L] | stanDate i1
Client Addiscn Labs =] Due Date 3
Project Accountstar D
o— Bus Anolyss D Task rates and hours
Task (o seiecton) = il 1 T
Cost Cenler {Ho selection} [:] Budgel oo e
Cost 0.00 .00
‘ Est 1o Complete 0.00 0.00
Statuses
[l Complete [IBilable
Clon Hala
[cancelied
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To define the Task Rate field labels:
1. Click on Task Rate Fields in the Process Management tab.

The Task Rate Fields screen will appear.

r View Sheets Impart/ Export Reponts Process Management Systemn Configuration Account Administration
J‘, Employee ” :2 Task Rules oy : Custom Fields == Cusiomize Entry Stats. Fields
‘:-i_';. Element kems. .. I'L"_‘= I:a Approval Process 'u:g_, ,:‘L Task Raie Fields f.!ﬁ Cusiomize Approval Status Fiekds
& Expense Hold3yS "9 Reparting Periods Define EemeniS o Customize Task Status Fiekis 3= Rate Tables
Edit Process Cusiomize

Tack Rate Fialds

1. [Budget

2 |Cost

3. |Est to Complete

By
default, Office Timesheets labels these fields as Budget, Cost and Est. to Complete. However, you can
rename these fields, if you wish.

2. Type the names for these fields in the text boxes provided and click the Save button.

The following table provides more details about the components of the Custom Field Definitions screen:

How to use the Item Def?““ el
(if any)

1. Type a name for the first user defined Task Rate field. Budget
2. Type a name for the second user defined Task Rate field. Cost
. . . Est. to
3. Type a name for the third user defined Task Rate field.
Complete

Click the Reset button to undo your changes and restore
The Reset button the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
The Save button always click the Save button before you move
away from the page.

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.
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Customizing Task Status Values

When making a task entry, you can indicate the status of the task, by checking one or more values in the
Status Fields panel of the Task dialog box. (You can also update the Task Status by using the Task Status
Fields in the Mass Update screen.)

Task x
H Save as new = r
' X concel i
Save & Close Task  Motes
Actions Show
Task Elements Task Start and Due dates
Employee anderson A Brian I StartDate | e
Client [trio selectiony |2 | Duepate |
Froject o selection} I
ehace Prap— (™) Task rates and hours
Task rate 0.00 | Getrate |
Subask fho selection; I (oetrme ]
0.00 0.00
Cost Canter {No selection} I ez ;
Cost 0.00 0.00
Est ta Complete |0.00 |[0.00
Status Fields
[CIcomplete [Isinable
] on Hold
O cancelled

The values in the Task Status Fields panel are user-defined. As a systems administrator, Office Timesheets
allows you to specify up to 15 Task Status values. To customize or set up Task Status values:

1. Click on Customize Task Status Fields in the Process Management tab.

The Customize Task Status Fields screen will appear.

%7 \ewsneets  ImportiEwport  Repos | Process System Account

&b Employee. ) TaskRukes =) CustomFieids. 17 Cuslomize Entry Stalus Fieids
O tmanne, || B BN ApwmvaiProces £ £, TaskRate Frics 48 Customize Asprova Satus Fiess

S xpense Holdoys 178 pagorngeaross || DOMOERTNIS |5 o gtunize Task Sistus Feis | 157 Rate Tables

Status name

EDDDDDDDDDDDﬁnﬂié

2. Addup to 15 status values in the text boxes.
3. Choose whether to lock tasks and entries for any of the status values.
4. Click the Save button to save the changes that you have made.
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The following table provides more details about the components of the Customize Task Status Fields
screen:

Item How to use the Item Default Value
(if any)

Type a Task Status value in the Status name text box. You
can specify upto 15 Task Status values. The values that

Status name you specify here will appear in the Status Fields panel of
the Task dialog box and the Task Status Fields panel of
the Mass Update dialog box.

Check this check box if you want to lock the task time and
expense entries when this status is selected from the
Status Fields panel in the Task dialog box.

Lock task and entries
Note: When an entry is locked, Office Timesheets
will not allow you to make any changes to the
entry.

Click the Reset button to undo your changes and restore
The Reset button the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Customizing Entry Status Values

When making a time entry, you can indicate the status of the entry, by selecting a value from the Status Fields
panel in the Time Entry dialog box. (You can also update the Time Entry Status by using the drop-down lists
of the Entry Status Fields panel in the Mass Update dialog box.)

The values in the Entry Status Fields panel are user-defined. As a systems administrator, Office Timesheets
allows you to specify upto 15 Time Entry Status values. To customize or set up Time Entry Status values:

1. Click on Customize Entry Status Fields in the Process Management tab.

The Customize Entry Status Fields screen will appear.
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> View Shaets Import/Expot  Repors Process Management System Configuration Account Administration

& Employee . 7 TeskRules = =] Custom Fiekds: | i Customae Entry Status Fieds
42 Element Rems s B Apacoval Process i # Task Rate Fiskds .8, Customize Approval Status Fiekis
& Expense Holdays 78 Reportng Pericas | DETNSERMENIS o v otomize Task Status Fiekis 55 Rate Tabkes:
Edit Process Customize
Customize Entry S1atus Flelds
Status name Lock
1. |Bilabie O
2 |Qvertime 0O
3. | Overtime_Shift Differential 1 0
4. |Overtime_Snift Differential 2 0
5 |
B, 0
T (m}
a O
8 O
10 0
1 0
12 O
13 O
14, O
15, ||

2. Add upto 15 status values in the text boxes.
3. Choose whether to lock entries for any of the status values.
4. Click the Save button to save the changes that you have made.

The following table provides more details about the components of the Customize Entry Status Fields
screen:

Item How to use the Item Default Value
(if any)

Type an Entry Status value in the text box. You can specify
upto 15 Entry Status values. The values that you specify

Status name here will appear in the Status Fields panel of the Time
Entry dialog box and the Entry Status Fields panel in the
Mass Update dialog box.

Check the Lock check box if you want to lock the time
entry when this status is selected from the Status Fields
panel of the Time Entry dialog box or from the Entry

K Status Fields panel in the Mass Update dialog box.
Loc

Note: When an entry is locked, Office Timesheets
will not allow you to make any changes to the
entry.

Click the Reset button to undo your changes and restore
The Reset button the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
The Save button Note: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
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Item How to use the Item Default Value
(if any)

always click the Save button before you move
away from the page.

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Customizing Approval Status Values

When making a time entry, you can indicate the approval status of the entry, by selecting a value from the
Approval Status drop-down list in the Time Entry dialog box. (You can also update the approval status by
using the Approval Status drop-down list in the Mass Update dialog box.)

The values in the Approval Status drop-down list are user-defined. As a systems administrator, Office
Timesheets allows you to specify up to 15 Approval Status values. To customize or set up Approval Status
values:

1. Click on Customize Approval Status Fields in the Process Management tab.

The Customize Approval Status Fields screen will appear.

y
"7 \iewsneets  impot/Expon  Repots | Process System C: Account
Gb Emcioyes ) TeskRues - 5] Custom Fiekts = Customize Entry Stotus Fiekds
iy Element hems. :r'..'".j [ Aporoval Process '3'-9" &, TaskRate Fiekds 8, Customize Approval Status Fiekds
&8 Expenss Holdays =3 Reporting Perioss Define Elements o 3 Customize Task Status Fiskds 3= Rate Tabiss:

Edit Process Customize

Customize Approval Status Fields.

,_
2
2
o

Status name
1. |No timesheet status
2 |submeted
3 Appraved
4 Rejected
5. |Resubmines
6
7
B
9
10
"
12
13
14
18,

o000 00000000R =0
I

olor
-
~ -
i
| —-_—
B |
-
-
s v
sas v
—
-
~—-—
-
~ -—

Add up to 15 status values in the text boxes.

Choose whether to lock entries for any of the status values.
Select a color for each of the defined status values.

Click the Save button to save the changes that you have made.

v N

The following table provides more details about the components of the Customize Approval Status Fields
screen:

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Item How to use the Item Default Value
(if any)

Type an Approval Status value in the text box. You can
specify upto 15 Approval Status values. The values that

Status name you specify here will appear in the Approval Status drop-
down list of the Time Entry and Mass Update dialog
boxes.

Check this check box if you want to lock the time entry
when this status is selected from the Approval Status
drop-down list.

Lock
Note: When an entry is locked, Office Timesheets
will not allow you to make any changes to the
entry.

From the Color drop-down list, select the color to be used
for the time and expense entries (in the timesheets and
expense sheets) when this status value is selected from
the Approval Status drop-down list.

Color Black

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Defining Rate Table Labels

Office Timesheets contains five employee rate tables. These rate tables appear in the Rates panel of the
Employee dialog box.

By default, the rate tables are labeled A thru E. However, you can give your own names for these tables. To
define or set up Rate Table labels:

1. Click on Rate Tables in the Process Management tab.

The Define Rate Tables screen will appear.
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ID._ | Shift Differental 1
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2. Specify the Rate Table labels in the text boxes.
3. Click the Save button to save the changes that you have made.

The following table provides more details about the components of the Define Rate Tables screen:

How to use the Item D“"f““ VElle
(if any)

A. Type the name for the first rate table A
B. Type the name for the second rate table B
C. Type the name for the third rate table C
D. Type the name for the fourth rate table D
E. Type the name for the fifth rate table E

Click the Reset button to undo your changes and restore
The Reset button the values entered in the fields back to what they were
when you last saved the page.

Click the Save button to save any changes you make to the
page.
NOTE: If you move to some other page before
clicking the Save button, the changes you have
made will be discarded. Therefore, remember to
always click the Save button before you move
away from the page.

The Save button

TIP: If you do not want to save your changes, move
to some other page without clicking the Save
button.

Holidays and Holiday Groups

Office Timesheets allows you to create Holiday Groups and add holiday entries to these groups. You can then
assign these Holiday Groups to Employees, and set certain rules around those holidays. When you assign a
Holiday Group to an Employee, the holidays which are members of the Holiday Group can be displayed on the
employee's timesheets.
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Holiday Groups are useful for organizations that have offices in different parts of the world. You could create
a different Holiday Group for each office that is in a different country, listing the holidays of that country. You
can then quickly assign the list of holidays to employees from an office in a particular country, by assigning
the Holiday Group to each of those employees. (See Adding an Employee entry for more information on
assigning a Holiday Group to an employee.)

Note: You can assign a Holiday Group to an employee using the Employee panel of the Employee dialog box.

Use the Holidays screen to set up the List of Holidays and Holiday Groups:

y
b ViewSheels  ImporiExpot  Repods | Process Management |  System Configuralion  Account Administeation
& Employee = 7 TaskRukes G 7] Custom Fiekds =2 Customize Entry Status Fiekds
= 35 5 s 2 5 z
s Element tems. i B Approval Process o 3, Task Rate Fieks 1.8, Customze Approval Status Fiekls
& Expense Holdsy® | 72 RepartngPeriogs | DETERMENS Lo ootomize Task Status Fields 5 Rate Tables
Eot Process Customze
Hollgays

Haliday Groups Holidays
{an Add l Anzac Day (AUS) ~
(Australia August (UK} (England and VWales)
Canstts Open

UK - Korthem kelang
UK - Scotiand
Unied Kingdom - England and Wales
Unied States

Al (AUS)

Battle of the Boyne (UK) (Northern ireland)
Baoxing Day (AUS)

Baxing Day (CH)

Baxing Day (UK) (England and Walss})

i

Delete

Christmas (US)

Christmas Day {AUS)

Christmas Day (CN}

Easter Manday (AUS)

Easter Manday (UK) (England and Wales)

Easter Manday (UK) (Hosthern relsnd)

Easter Saturday (AUS)

Good Friday (AUS)

Good Frigay (CN) ~

The following table provides more details about the components of the Holidays screen:

Lists all the Holiday Groups that have been defined. When
you click on a Holiday Group in this panel, the list in the
Holidays panel will change to show only those holidays
which belong to the selected group.

Default Value
(if any)

The Holiday Groups panel

The Add Button Click the Add button to create a new Holiday Group.
Select a Holiday Group from the list and click the Open
SRellpensation button to view or change the details of the Holiday Group.
Select a Holiday Group from the list and click the Delete
button to delete the selected Holiday Group.
The Delete Button
Note: Only the group gets deleted. The holidays
that are members of the group do not get deleted.
The Holidays panel Lists all the Holidays that have been defined.
The Add Button Click the Add button to create a new Holiday entry.
The Open Button Select a Holiday from the list and click the Open button to
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Default Value

Item How to use the Item .
(if any)

view or change the details of the Holiday.

Select a Holiday from the list and click the Delete button

LB A to delete the selected Holiday.

Creating a Holiday Entry

To create a Holiday entry:
1. Click on Holidays in the Process Management tab.

The Holidays screen will appear.

b View Sheets Import / Export Reports Process System C Account,
G Employee T TaskRules ; =T Custom Fiskis: 2% Customize Entry Status Fieds
7 Element tems B B ApsrovalProcess {*}" & Task Aste Fiekds .8, customize Approval Status Fiells

& Expense T Reportng Periods || DETMEERMENS 3 o tomize Task Stabus Fiekls 5 Rate Tables
E Process Customize

Hoidays

—— Holiday Groups — Holidays
(A0 l Add I Anzac Day (AUS) ~
Australia | August (UK) (England and Wales) 1l
Canada Open August (UK) (Nerther Feland)

UK - Horthem irelang August (UK) (Seotand)

UK - Scotland Australa Day (AUS)

United Kingdom - England and Walez Delete Battie of the Boyne (UK} {Northern reland) _ |_Delete
Unted States Boxing Day (AUS) E

Baxing Day (CH)

Boxing Day (UK) (England and Wales}

Boxing Day (UK) {Norther ireland)

Baxing Day (UK) (Scotiand)

Canada Day (CN)

Chnstmas (UK} (England and Wales)

Christmas (UK) (Northern ireland)

Christmas (UK} (Scotland}

Christmas {US}

Christmas Day (AUS)

Christmas Day (CN)

Easter Monday (AUS)

Easter Monday (UK) (England and Wales)

Easter Monday (UK) (Morthern rsiand)

Easter Salurday (AUS)

Good Friday (AUS)

Good Friday (CH) i

bk

2. Click the Add button in the Holidays panel.

The Holiday dialog box will appear.
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| Haoliday x

]
= save & new . :
L—j—‘ K cancel | |
Save & Close Holiday Groups ‘
Actions Show |
MName
Date Range
Indicate On Views
Date [ oarz12007 [
Through [ 'E
Lock Dates ¥

3. Inthe Name box, type a unique name for the Holiday entry.

4. Check the Date Range check box if the holiday extends to two or more days. If the Holiday only lasts
for one day then leave this box unchecked.

5. Check the Indicate on Views check box if you want the holiday to be displayed on the Timesheet and
the Expense sheet.

Note: If you check the Indicate on Views check box, the day(s) of the holidays of the group will be shown with
a blue shading on the Timesheet and Expense sheet.

6. In the Date field, specify the date of the holiday using the date picker.
7. Inthe Through field, specify the last date of the holiday using the date picker.

Note: The Through field appears only if you have checked the Date Range check box.

8. Check the Lock Dates check box if you want to disallow any time entries for the duration of the
holiday. If the Lock Dates check box is checked, Office Timesheets will not allow the user to make any
time entries on any of the holiday’s dates.

9. Click on the Groups button to display the Groups panel of the Holiday dialog box.

Holiday x
H Save & New —
x Cancel _]
Save & Close Holiday Groups
Actions Show

Is not a member of

Australia

Canada

UK - Nerthern Ireland

UK - Scotland

United Kingdom - England and Wales

Remove

Is a member of

United States
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TIP: Click on the Holiday button if you want to go back to the Holiday panel.
Use the Groups panel to add the holiday to one or more existing Holiday Groups.

10. To add the holiday to an existing group, select the group name in the Is not a member of panel and
click the Add button.

The group name will shift from the Is not a member of panel to the Is a member of panel.

TIP: To add the holiday to multiple groups, you can select multiple group names before clicking the Add
button. To do this, in the Is not a member of panel, click on a group name and then hold down the Ctrl key
and click on the names of the other groups that you want to add the holiday to. Then, release the Ctrl key
and click the Add button.

11. To remove the holiday from a group, select the group name in the Is a member of panel and click the
Remove button.

The group name will shift from the Is a member of panel to the Is not a member of panel.

TIP: To remove the holiday from multiple groups, you can select multiple group names before clicking
the Remove button. To do this, in the Is a member of panel, click on a group name and then hold down the
Ctrl key and click on the names of the other groups that you want to remove the holiday from. Then,
release the Ctrl key and click the Remove button.

12. Finally, do one of the following...

e,

Click the Save & New button Save this Holiday entry and start creating a new Holiday entry.
Click the Save & Close button Save this Holiday entry and return to the Holidays screen.
Click the Cancel button or the

Close button on the top right
corner of the Holiday dialog box

Return to the Holidays screen without saving the new Holiday
entry.

Viewing or Making Changes to a Holiday Entry

To view or make changes to a Holiday entry:
1. Click on the Holidays icon in the Process Management tab.

The Holidays screen will appear.
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b ‘View Sheets Import/ Export Reports Process System Account.
& Enployee T Task Rules =T Custom Fiekds 222 Customize Entry Status Fields

) Element Rems. 5 B sporovalProcess %" 4 TaskRate Fisids 38 Customze Aparoval Status Fields
& Boemse HOMBYS 7 Reportng Perigs | DEMMEERMERIS S ostomize Task Status Fiskls 5= Rate Tables
Edt Process Customize

—— Holiday Groups — Holidays
AR Add Anzac Day (AUS) - Add
|\Australs ;] August (UK} (England and Wales) [l L—“J
Canasa August (UK} (Norhern reland)
UK - Nerthern Ireland August (UK} (Scotiand)
UK - Scotiand Australa Day (AUS)
Unted Kingdom - England and Vaies Battie of the Bayne (UK} (Nortnem reland) |
Unted States Boxing Day (AUS) 7

Baxing Day (CH)
Baxing Day (UK) (England and Wales)

Baxing Day (UK) iNorthern keiand)

Baxing Day (UK) (Scatiand)

Canada Day (CN)

Christmas (UK) (England and Wales)

Chiristmas (UK) (Narthern Feland)

Christmas (UK) (Seotiand)

Christmas (US)

Cnristmas Day (AUS)

Christmas Day (CN)

Enster Manday (AUS)

Easter Manday (UK} (England and Wales)

Easter Manday (UK} (Horthern Ireland)

Esster Saturday (AUS)

Good Friday (AUS)

Good Friday (CH) ]

2. Inthe Holidays panel, select a Holiday and click the Open button.

The Holiday dialog box will appear.

Holiday x

H Save & New

x Cancel :&! _J

Save & Close Holiday Groups
Actions Show
Mame Boxing Day (UK) (Scotland}
Date Range O
Indicate On Views
Date 1202672007 |
Lock Dates O

3. Make the required changes to the Holiday entry. (See Creating a Holiday Entry for more details about
the parts of the Holiday dialog box.)
4. Finally, do one of the following...

Click the Save & New button Sane the changes to the Holiday entry and start creating a new

Holiday entry.

Click the Save & Close button Sav? the changes to the Holiday entry and return to the
Holidays screen.

Click the Cancel button or the

Close button on the top right Return to the Holidays screen without saving your changes.

corner of the Holiday dialog box
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Deleting a Holiday Entry

To delete a Holiday entry:

1. Click on the Holidays icon in the Process Management tab.

The Holidays screen will appear...

b~ 4

ViewSheels  Impot/Expot  Repofts | Process System C: Account
& Employes ) ToskFRules . =T Custom Fields. 27| Customize Enlry Status Fieis
W Element ters B5 | B Approval Process '3%" 2, Task Rate Fields .9, customize Approval Status Fields
S Expense HOMBYS | 79 Reporting Periods || DTMEERMBNS o) oustomice Task Status Fiekls 5= Rafe Tabkes:
Eot Process Customze
Holidays
—— Holiday Groups —— Holidays

] Add Anzac Day (AUS) Al Add
|Austraka August (UK} (England and Wales) il L—"]
Canads Open August (UK) (Northern retand)
UK - Morthern ireland August (UK) (Scotiand}

UK - Scotiand Australa Day (AUS)

United Kingdom - England and Wales Delete Battie of the Boyne (UK) (Northern reland)
Unied States Baxing Day (AUS) :

Baxeing Day (CH)
Baxing Day (UK) (England and Walss)

Baxing Day (UK) {Nerthern Ireland)
Boxing Day (UK) (Scotiana)

Canada Day (CN)

Christmas. (UK) (England and Wales)
Christmas. (UK) {Northesn ireland)
Chrigtmas (UK) (Scotiand)

Christmas (US)

Christmas Day {AUS)

Christmas Day (CN)

Easter Monday (AUS)

Easter Manday (UK) (England and Wales)
Easter Mongay (UK) (Horhern ireiand)
Easter Saturday (AUS)

Good Erday (AUS)

Good Friday (CN) ]

2. Inthe Holidays panel, select a Holiday and click the Delete button.

Office Timesheets will display the following message:

| Microsoft Internet Explorer

5\ ? ) ‘fou are about to delete selected item(s). Continue?

| [ Cancel

[ ok

3. Click OK to delete the Holiday entry; or click Cancel if you do not wish to delete the Holiday entry.

Creating a Holiday Group Entry

Once you have created the Holiday entries, you need to allot them to one or more Holiday Groups. You can
then assign these Holiday Groups to employees, so that the holidays appear on their Timesheets and Expense
sheets.

Holiday Groups are also useful for organizations that have offices in different parts of the world. You could
create a different Holiday Group for each office that is in a different country, listing the holidays of that
country. You can then quickly assign the list of holidays to employees from an office in a particular country,
by assigning the Holiday Group to each those employees. (See Adding an Employee entry for more
information on assigning a Holiday Group to an employee.)
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To create a Holiday Group entry:
1. Click on the Holidays icon in the Process Management tab.

The Holidays screen will appear ...

_‘:-_*' ViewSheels  Import/Expert  Reports | Process | systemc Account
i Employee T Task Rules Il 5] Custom Fisids 2722 Customize Entry Status Fieids
%47 Element Bems... & parovalProcess %‘ & TaskRate Fiekds .8, Customize Approval Status Fiekls
& Expense Holdays | 78 ReportngPerogs || DeTMSERMENS g o csomize Task Status Fiekis 5 Rate Tabkes
Edit Process Customize
— Holiday Groups. —— Holidays
1A Add Anzac Doy (AUS) - Add
Australis [an ) August (UK} (Engiand and Wales) [l [poe )
Canaca OE. I | fugust (UK) (Nerihern reland) EE ]
UK - Morthern reland | August (UK) (Seotiand)
UK - Scotiand | Australia Day (AUS)
Unted Kngdom - England and Wales Delete | Battie of the Boyne (UK) (Northern ireland) | [ Delete
United States Boxing Day (AUS) i

Baxing Day (CH)

Baxing Day (UK) (Engiand and Wales)
Bexing Day (UK) (Northern Ireland)
Boxing Day (UK) (Scotiand)

Canada Day (CH)

Chnstmas (UK} (England and Wales)
Christmas (UK (Northern reland)
Christmas (UK} (Scotiand)

Christmas (US)

Christmas Day (AUS)

Christmas Day (CN}

Easter Monday (AUS)

Easter Manday (UX) (Engiand and Wales)
Easter Monday (UK) (Northern Ireisnd)
Easter Saturday (AUS)

Good Friday (AUS) 2
Good Friday (CH) =l

2. Click the Add button in the Holiday Groups panel.

The Holiday Group dialog box will appear-...

Holiday Group x

b= save & New

x Cancel

Save & Close

Actions

-~ Group Name

~ MNotingroup ———— ~—— In group

Anzac Day (AUS)

August (UK) (England and Wales)
August (UK) (Morthern Ireland}
August (UK) (Scotland)

Australia Day (AUS)

Battle of the Boyne (UK} (Northern Irel
Boxing Day (AUS) Rem
Boxing Day (CN)

Boxing Day (UK) (England and Wales)
Boxing Day (UK} (Northern Ireland}
Boxing Day (UK) (Scotland) H

!E

3. Inthe Group Name box, type a unique name for the Holiday Group entry.
4. To add holidays to the group, select the holiday name in the Not in group panel and click the Add button.

The group name will shift from the Not in group panel to the In group panel.
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TIP: To add multiple holidays to the group, you can select multiple holiday names before clicking the Add
button. To do this, in the Not in group panel, click on a holiday name and then hold down the Ctrl key and
click on the names of the other holidays that you want to add to the group. Then, release the Ctrl key and click
the Add button.

5. Toremove a holiday from the group, select the holiday name in the Not in group panel and click the
Remove button.

The group name will shift from the Not in group panel to the In group panel.

TIP: To remove multiple holidays from the group, you can select multiple holiday names before clicking the
Remove button. To do this, in the In group panel, click on a holiday name and then hold down the Ctrl key and
click on the names of the other holidays that you want to remove from the group. Then, release the Ctrl key
and click the Remove button.

6. Finally, do one of the following...

Click the Save & New button Save this Holiday Group entry and start creating a new Holiday
Group entry.

Save this Holiday Group entry and return to the Holidays
screen.

Click the Save & Close button

Click the Cancel button or the
Close button on the top right
corner of the Holiday dialog box

Return to the Holidays screen without saving the new Holiday
Group entry.

Viewing or Making Changes to a Holiday Group Entry

To view or make changes to a Holiday Group entry:
1. Click on the Holidays icon in the Process Management tab.

The Holidays screen will appear ...
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"7 \iewsheets  Import/Expont  Reports Process

Account Administration

& Employes
%7 Element tems.

e Expense
Edt

ﬁ T Task Rules

Approval Process
HOMAYE 79 Reporting Periods
Process

Syslem C:
T Custom Fiekds
& TaskRate Fields

2.2 Customze Entry Status Fields
5.9, Customize Approval Status Fields

Defie Elements  y 24 Customize Tsk Status Fiskls 35 Rate Tables

Customize

—— Holiday Groups

—— Holidays

AR

Australia

Canada

UK - Northern ireland

UK - Scotiand

United Kingdom - England and Wales
United States

|Mﬂ|

Opan

Delate

Anzac Day (AUS)

August (UK) (England and Wales)

August (UK) (Northern reland)

August (UK) (Seotiand}

Austraia Day (4US)

Battle of the Boyne (UK} (Northern reland)
Boxing Day (AUS)

Baxing Day (CH)

Baxing Day (UK) (England and Walks)

Delete

I

Baxing Day (LK) (Normer ireana)
Boxing Day (UK) (Scotiand)

Canada Day (CN)

Christmas (UK} (England and Viales)
Christmas (UK) (Northern ireland)
Christmas (UK) (Scotland)

Chrigtmas (US)

Christmas Day (AUS)

Christmas Day {CN}

Easter Monday (AUS)

Easter Monday (UK) (England and Wales)
Easter Monday (UK) {Northem ireland)
Easter Saturday (AUS)

Good Friday (AUS)

Good Friday (CN) |

2. Inthe Holiday Groups panel, select a Holiday and click the Open button.

The Holiday Group dialog box will appear-..

Holiday Group

H Save & New

x Cancel

Save & Close

Actions

Group Mame
United States

Notin group

Anzac Day (AUS)

August (UK) (England and Wales)
August (UK) (Northern Ireland)
August (UK) (Scotland)

Australia Day (&US)

R

In group

Christmas (US)
Independence Day (US)
Labor Day (US)

Martin Luther King Day (US)
Memorial Day (US)

Battle of the Boyne (UK) (Northern Irek
Boxing Day (AUS)

Boxing Day (CN}

Boxing Day (UK} (England and Wales)
Boxing Day (UK} (Northern Ireland}
Boxing Day (UK} (Scotland) il

New Years (US)
Prezident's Day (US)
Thankgiving (US)

EE

3. Make the required changes to the Holiday Group entry. (See Creating a Holiday Group Entry for more
details about the parts of the Holiday Group dialog box.)
4. Finally, do one of the following...

Click the Save & New button Save the.changes to the Holiday Group entry and start creating a
new Holiday Group entry.

Click the Save & Close button SaV(_a the changes to the Holiday Group entry and return to the
Holidays screen.

Click the Cancel button or the Return to the Holidays screen without saving your changes.
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Close button on the top right
corner of the Holiday
Group dialog box

Deleting a Holiday Group Entry

To delete a Holiday Group entry:
1. Click on the Holidays icon in the Process Management tab.

The Holidays screen will appear ...

7 viewsneets  Impon/Bxpot  Reports Pro System Account,
& Employes ) Task Rules - 5] Custom Fiskis. =7 Customize Eniry Status Fieiss
g Boment bems. f5] B approvalProcess ‘%’ 3, Tosk Rate Fickis 38, customize Aporoval Stotus Fiekls
& Epense Hokdoy | 1 eportag Perods 133 Cusiorrae Tast Sahus Fes. 1 Rl Tables
2 Frocess Customize

Define Elements

— iy P —— Holidays

o Add Anzac Day (AUS) r
(fustats - ugust (UK) (England and Viakes) B
Canacs [August (UK (Nortnern reiand)
UK - Horther keians ‘ugust (UK (Seotisnd)
UK - Scata usireta Day (AUS)
Unted Kingdom - Engiand and Wales Batte of the Boyne (UK) (Northern reland) Delete
Unted States Baoxng Day (AUS) 1
Baxng Dy (CH)
Baicing Day (UK) (England sad Wakss)
Baxng Day (UK) (Northern keians)
Baxing Day (UK) (Scatiang)
Canada Day (CH)
Chrstmas (UK) (Engiand ans Wales)

ik

Chiistmas (UK (Northern Feland)
Christmas (UK] (Scotand)

Chrisimas (US)

Chistmas Day (AUS)

Christmas Day (CH)

Easter Manday (AUS)

Easter Monday (UK) (England and Wales)

Easter Mongay (UK) (Northern reiand)

Easter Saturday (AUS)

Gooa Friday (AUS)

Good Friday (CH) E]

2. Inthe Holiday Groups panel, select a Holiday Group and click the Delete button.

Office Timesheets will display the following message:

 Microsoft Internet Explorer &

N ? ) You are about to delete selected item(s). Continue?

[ OK ,|[ Cancel ]

3. Click OK to delete the Holiday Group entry; or click Cancel if you do not wish to delete the Holiday
Group entry.

NOTE: You cannot delete a group that has some holidays assigned to it. If you try to delete such a group,
Office Timesheets will display the following message:

| Microsoft Internet Explorer &

' : You cannot delete this group(s) because it is in use.
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To delete such a group, you will first have to remove the holidays from the group. (See Viewing or Making
Changes to a Holiday Group entry for more details on how to remove a holiday from a group.)

Defining Task Rules and Dependencies

Task rules control how tasks are created within Office Timesheets. They require that certain task element
levels be included during task creation. This ensures that a company’s rules for proper task creation are
enforced.

Using element level dependencies, you can specify the order of the elements available for task creation where
each element depends upon a previously entered element level. Essentially, dependencies allow you to define
what elements can and cannot be used for creating tasks based on previous element level selections. This
helps companies enforce certain policies for creating tasks and reduces errors by not allowing individuals to
create incorrect tasks.

TIP: The Task Rules screen allows you to only define the element level dependencies. In other words, it
allows you to select the order of the elements in a Task entry. You have to also define the actual element item
entries that can be used for a particular task. To do this, specify them as dependencies in the Dependencies
panel of the corresponding Element Item entry. For example, if Client depends on Employee, then for each
employee, in the dependencies panel of the Employee dialog box, you will have to select the Client or Client
Group entries that the employee can use in his/her Task entries.

To define Task Rules and Dependencies:
1. Click on Task Rules in the Process Management tab.
The Task Rules screen appears.

T yiewsheets Import/Export Reports Pracess Management System Configuration Account Administration

& Employes oy | o Tk Ruies s =] custom Fiekds =;2| Customize Enry Status Fislds
iy Element Rems,, B B asprovalProcess o 2| Task Rsis Fislas §.8, Customize Approval Status Fieiss
&2 Expense ot i Reporting Perinds D #.¢] Customize Task Status Fisldls g+ Rate Tabls
Edit Process Customize
[Juse level dependency rules
[ Use required rules
Order

:Le'.-elnrﬂer Dependent on Raquired: Move Up

Employee No level i | Move Down

Client Employes z |

Project
| Phase No level Z‘ O

Sub-task Ne lewed v- E

Cost Center Ho level E |
| Expense Ha lewel i‘ E

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



2. Specify the order and dependency of the elements. You can also indicate which are required
elements.
3. Click the Save button to save the Task Rules and Dependencies that you have defined.

NOTE: If tasks and entries were created in Office Timesheets before defining required rules and
dependencies, any future editing of such tasks or entries will enforce the established task rules and
dependencies. For example, you have just made Client a required level, and you have a time entry which
contains no client. In future, when you edit this time entry, Office Timesheets will not let you save it until
you select a Client.

The following table provides more details about the components of the Task Rules screen:

Item How to use the Item

Check the Use level dependency rules check box if you want Office
Timesheets to enforce the level dependency rules that you have
defined. If level dependency rules are enforced, then while making a
Task entry, Office Timesheets will not allow you to select an item until
the item that it depends on has been selected.

Use level dependency

; For example, if you have specified that “Project” depends upon
rules

“Client”, while making a Task entry, Office Timesheets will not allow
you to select a Project until you first select a Client.

NOTE: If you uncheck the Use level dependency rules check
box, Office Timesheets will not enforce the level dependency
rules even though you may have defined them.

Check the Use required rules check box if you want Office
Timesheets to enforce the required rules that you have defined.

For example, if you specify that ‘Client’ is required, Office Timesheets
will not allow you to save a task entry if you have not selected a

Use required rules ‘Client’. Since ‘Client’ is required, you will be able to save the entry
only after you have selected a Client.

NOTE: If you uncheck the Use required rules check box,
Office Timesheets will not enforce the required rules even
though you may have defined them.

The Order panel displays all the elements that you have defined in the
Define Elements screen. Using the buttons in the Order panel, you

felondenpanel can define the order of the elements. You can also specify the level
dependency and required rules.
All the elements of a task that you have defined in the Define
Level order

Elements screen appear in this column. You can specify the order in
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Default

How to use the Item Value
(if any)

which the elements should appear in the Task dialog box. The order
you select affects the way in which level dependencies are defined.
For example, if Project is dependent on Client, then Client must appear
before Project in the level order.

If an element depends on some other element, from the Dependent
on drop-down list for that element, select the name of the other
element. For example, if Project depends on Client, select Client from
the Dependent on drop-down list of Project.

Note: An element can be dependent upon any element that
appears before (i.e. above) it in the Order panel and not
necessarily the element that just precedes it. For example, in
the above figure, we can specify that Cost Center is
dependent on Client.

For any element, the Dependent on drop-down list contains the
names of the elements that appear before (above) it in the Order

panel.
Level ander Dependent on Requared
Employee Molevel |
Clisnt Empleyes 7] [#]
Project Empoyee  [w]
[ ]

Sub-1ask

Dependenton 1
Caost Cender O
Expense (|

Diependent on Required

Ernployee Nokewvel v
Cliend Emplowas _V-l |E|
Project Empioyes :] [#]
Phase No bl ﬂ O
Sub-lask No level £| |
|

E T | T S
Expénse Enrplnyse |

Chera

Progct

Fhase

Sult-188k

TIP: Select ‘No level’ from the Dependent on drop-down list
if you want to remove a previously defined dependency. For
example, if you had earlier specified that Project is dependent
on Client, but now decide that that dependency is no longer
required, select ‘No level’ from the Dependent on drop-
down list of the Project row.
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Default

Item How to use the Item Value
(if any)

Check the Required check box next to an element, to indicate that it is
arequired element.

For example, if you specify that ‘Client’ is required, while making a
Task entry, Office Timesheets will not allow you to save the entry if

Required you have not selected a ‘Client’. Since Client is required, you will be
able to save the entry only after you have selected a Client.

NOTE: The Required check box is grayed out for Employee.
This is because an Employee is always required for a Task
entry.

Click on the name of any element and then click the Move Up button

ieHovelipondton to move the element one position higher in the level order.

Click on the name of any element and then click the Move Down

The Move Down n s .
Silovsioniins button to move the element one position lower in the level order.

Click the Save button to save any changes you make to the page.

NOTE: If you move to some other page before clicking the
Save button, the changes you have made will be discarded.

The Save button Therefore, remember to always click the Save button before
you move away from the page.

TIP: If you do not want to save your changes, move to some
other page without clicking the Save button.

Understanding Approval Process Workflows

At the end of a reporting period, employees usually submit their Timesheets and Expense sheets to their
manager. The manger then reviews each employee’s entries for the reporting period and approves or rejects
the Timesheet or Expense sheet. The Office Timesheets approval process allows an employee to electronically
submit a Timesheet or Expense sheet to their manager. The manager can then track and manage the
employee's Timesheets or Expense sheets in Office Timesheets.

The approval process consists of a series of approval process steps that an Office Timesheets administrator
defines. You can make an approval process step follow one or more previously defined approval process
steps to create a workflow. The workflow creates a sequence of approval process steps that an employee's
Timesheet or Expense sheet must complete before it meets your company’s requirements for final timesheet
approval.

The Office Timesheets approval process allows an employee to electronically submit a timesheet to the
manager. The manager can then track and manage the employee's timesheets in Office Timesheets.

Office Timesheets allows you to:
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o define the steps in the approval process;

o define the order of the steps in the approval process;

e specify whether to lock the entries once a step has been applied;

e send email notifications to the employees and/or group managers;

e setone or more Time Entry Status fields when a step has been applied; and
e setone or more Expense Entry Status fields when a step has been applied.

Managing your Approval Process Workflow

The approval process consists of a series of approval process steps that an Office Timesheets administrator
defines. You can make an approval process step follow one or more previously defined approval process
steps to create a workflow. The workflow creates a sequence of approval process steps that an employee's
timesheet must complete before it meets your company’s requirements for final timesheet approval.

Use the Approval Process screen to manage your Approval Process Workflow.

e View Sheels Impart/ Export Repors Process Management System Configuration Account Administration
& Empioyes iy TaskPRules _ "5 Custom Fiekis 212! Customize Entry Status Fieils
%3} Element tems.. HE | A Approvel Process ‘:ﬁ" 4], TaskRate Fieids .9, customize Apgroval Status Fiekis
@ Expense bt P Reporting Periods Lok - =.¢] Customize Tosk Status Fiekds  3== Rate Tables

Edit Process Customize
Approval Process
Approval Steps -
|[#poroved Add
Rejected
Re.Subetted
Submited

The following table provides more details about the components of the Approval Process screen:

How to use the Item Defa.ult e
(if any)

The list box in this panel contains a list of all the approval

EEELPRIORESE Penane] steps defined so far (in alphabetical order).

Click the Add button to add a new approval step to the

The Add button
workflow.
Select an approval step in the list box and click the Open
The Open button button to view or make changes to the approval step.
The Delete button Select an approval step in the list box and click the Delete

button to delete the approval step.
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Adding an Approval Step Entry

The approval process consists of a series of approval process steps that an Office Timesheets administrator
defines. You can make an approval process step follow one or more previously defined approval process
steps to create a workflow. The workflow creates a sequence of approval process steps that an employee's
timesheet must complete before it meets your company’s requirements for final timesheet approval.

To add an Approval Step entry:

1. Click on Approval Process in the Process Management tab.
The Approval Process screen appears...

_"_“’ View Sheels Impaort / Export Reporis  Process Management | System Configuralion Account Administration

& Emoioyes 2 Task Rules =] Custom Fleids 2| Customize Entry Status Fleids
%5 Elementtems... Fﬁ | [ AsprovaiProcsss | % ¥, TaskRate Fiexs <8, customize Approval Status Fiskds
& Exponse HoldayS 9 Reporting Periods || DETMEEETERMS 5 ¢ ciomize Task Siatus Fields g Rate Tables
Edit Process Customize
—— Approval Steps
Approved Add
Rected
Re-Subentisa
Submitted
[helete

2. Click the Add button.

The Approval Step dialog box appears...
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Approval Step x

H Save & New - -_‘_E‘,-L Time entries
H ¥ cancel - = = | Expense entries
Save & Close Definition Email Notifications
Actions Wiew

General Details
Mame | Submited

Follows

Approved -
Rejected
Re-Submited

Follows the "auto status™ timesheet status

Lock Options

@ Do not set Employee lock date

_/ BetEmployee lock date to end of period

_/ Set Employee lock date to end of previous period
Availability

[] Available to Employee managers
[¥] Available to Employee

Electronic Signatures

@ This step has no Employee’s electronic signature
_ Requires Employee’s electronic signature
Undo Employee's signature when this step is applied

Type a unique name for the Approval Step in the Name text box.
In the Follows panel, specify where the current step will appear in the entire approval process
workflow.

NOTE: While marking the timesheet for approval, as each step is applied, the step that has been defined
to follow the last applied step will appear in the Action drop-down list of the Approval Process dialog box.
For example, when the employee first marks the timesheet for approval, only those steps that have been
defined to ‘follow the “auto status” timesheet status’ will appear in the drop-down list. Then, when the
manager views the Action drop-down list, only those steps that have been defined to follow the first step
will be visible in the drop-down list, and so on.

5.

If the step you are currently defining is the first step in the approval process workflow, check the
Follows the “auto status” timesheet status check box. The “auto status” timesheet status is the default
status that is assigned to a timesheet before any of the approval steps have been applied. Thus, the
first approval step will always have to follow the “auto status” timesheet status.

If the step you are currently defining is not the first step in the approval process workflow, from the
Follows list box, select the step that comes before the current step. For example, if you are currently
defining the fourth step, select the third step in the Follows list box. This indicates to Office
Timesheets that the step you are currently defining comes after the third step.
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TIP: At times, you may want the step you are currently defining to appear after some previously defined
step (or steps) as well as in the first step of the approval process workflow. For example, you may want
the current step that you are defining to appear after the third step as well as in the first step of the
approval process. In such a situation, select the third step in the Follows list box and also check the
Follows the “auto status” timesheet status check box.

7. Inthe Lock Options grouping, specify whether the Employee should be prevented from adding
entries to the timesheet once he/she has applied this approval process step in the Approval Process
dialog box. Click on one of the following:

Leave the Employee lock date as it is. Do not change the Employee lock date.

Do not set
Employee lock NOTE: When the Employee lock date is set, Office Timesheets will not
date allow the Employee to make any entries in the timesheet for dates
that fall prior to the lock date.
S0 Prevent the employee from making any more entries in the timesheet for the
lock date to end .
. current period.
of period
A T 50 Prevent the employee from making any more entries in the timesheet for the
lock date to end . . . L .
. previous period. The employee can still make entries in the timesheet for the
of previous .
. current period.
period

8. Inthe Availability grouping, select whether the step you are currently defining is available only for
employees, only for managers or for both employees and managers.

Available to This step is available only to those users who have been defined as Managers.
Employee (See Employees and Employee Groups for more information about assigning
managers managerial status to an Employee.)

Available to

Employee This step is available only to Employees and not to Managers.

TIP: Check both the check boxes if you want the step to be available to both Employees as well as Managers.

Specifying the Email Notification Settings

9. Click on the Email Notifications button to view the Email Notifications panel.

In the Email Notifications panel you can specify whether the employee and/or group manager(s) need to
be notified when this step is applied during the approval process. You can also type the contents of the
email that will be sent.

The following table describes the various items in the Email Notifications panel:
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Default

Item How to use the Item Value
(if any)

Use the contents of this panel to specify whether a
notification has to be sent to the employee and to
type the contents of the notification.

Employee Notifications
panel

Check the Notify Employee when step is applied
check box if you want a notification to be sent to the
employee when this step is applied. For example, if
the step you are defining is for managers, when this
step is applied by a manager, a notification could be
sent to the employee, so that the employee gets to
know about the status of the timesheet.

Notify Employee when step
is applied

While preparing the notification message, select a
token from the Token drop-down list to insert it into
the subject or body of the message. The Token drop-
down list contains the following tokens—

Appearson  What happens to it

Token... the screen when the message is
as... sent...

Employee [Employee Will get replaced with the

Name Name] employee’s name.

Manager [Manager Will get replaced with the

Name Name] manager’s name.

Will get replaced with the
Start Date [Start Date] starting date of the
Reporting Period.

Will get replaced with the
Token EndDate [End Date] ending date of the
Reporting Period.

Will get replaced with the
Type [Type] type of sheet (i.e. Time or
Expense).

NOTE: A Token is a special code that you can
insert into the subject and body of the
message. Tokens are similar to Merge Fields or
Merge Codes used in your Word Processing
software’s Mail Merge feature. When Office
Timesheets sends the message, it replaces the
token with the value of the token. For example,
if you type “Dear ” and insert the Employee
Name token, you will see “Dear [Employee
Name]” on your screen. However, when this
message is sent to an employee (say, Chris), in
the message it will appear as “Dear Chris”.

Email Subject Type the subject of the notification message.
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The Add Subject Token
button

The Email body text box

The Add Message Token
button

Group Manager
Notifications panel

Notify group manager(s)
when step is applied

Token

How to use the Item

Select a token from the Token drop-down list and
click the Add Subject Token button, to add the
selected token to the Email Subject at the current

cursor location.

Type the text of the notification message.

While typing the body matter of the notification
message, select a token from the Token drop-down
list and click the Add Message Token button, to add
the selected token to the body of the message at the

current cursor location.

Use the contents of this panel to specify whether a
notification has to be sent to the group manager and
to type the contents of the notification.

Check the Notify group manager(s) when step is
applied check box if you want a notification to be
sent to the group manager(s) when this step is
applied. For example, if the step you are defining is
for employees, when this step is applied by an
employee, a notification could be sent to the group
manager, so that the manager gets to know about the

status of the timesheet.

While preparing the notification message, select a
token from the Token drop-down list to insert it into
the subject or body of the message. The Token drop-
down list contains the following tokens—

Appears on
the screen
as...

Token...
Employee [Employee
Name Name]
Manager [Manager

Name Name]

Start Date [Start Date]

End Date [End Date]

Type [Type]

What happens to it
when the message is
sent...

Will get replaced with the
employee’s name.

Will get replaced with the
manager’s name.

Will get replaced with the
starting date of the
Reporting Period.

Will get replaced with the
ending date of the
Reporting Period.

Will get replaced with the
type of sheet (i.e. Time or
Expense).

Default

Value
(if any)
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Default

Item How to use the Item Value
(if any)

NOTE: A Token is a special code that you can
insert into the subject and body of the
message. Tokens are similar to Merge Fields or
Merge Codes used in your Word Processing
software’s Mail Merge feature. When Office
Timesheets sends the message, it replaces the
token with the value of the token. For example,
if you type “Dear ” and insert the Manager
Name token, you will see “Dear [Manager
Name]” on your screen. However, when this
message is sent to a manager (say, Chris), in
the message it will appear as “Dear Chris”.

Email Subject Type the subject of the notification message.

Select a token from the Token drop-down list and
The Add Subject Token click the Add Subject Token button, to add the
button selected token to the Email Subject at the current
cursor location.

The Email body text box Type the text of the notification message.

While typing the body matter of the notification
message, select a token from the Token drop-down
list and click the Add Message Token button, to add
the selected token to the body of the message at the
current cursor location.

The Add Message Token
button

Setting Time Entry Status Fields

10. Click on the Time entries button to view the Time entries panel.
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Approval Step x

| H’ Save & New - (:I:)'il Time entries
g x Cancel _ '_, = p_,il Expense entries
Save & Close Definition Email Notifications

Actions WView

Time Entry Status Fields

Set Time Entry Approval Status to

Billable
Overtime
Overtime_Shift Differential 1 | Leave as is ||
Overtime_Shift Differential 2 | Leave as s ||

Use the Time entries panel to set any of the status fields of the Time Entry dialog box when this approval
step is applied.

The following table describes the various items in the Time entries panel:

Default

Value
(if any)

How to use the Item

Specify whether the Time Entry Approval Status
field should be changed, or left as is, when this
approval step is applied. The Set Time Entry
Approval Status to drop-down list contains the
approval statuses that have been defined in the
Customize Approval Status Fields screen.

NOTE: If you don’t want the Time Entry
Approval Status field to be changed, select
“Leave as is” from the drop-down list.

Set Time Entry Approval

The rest of the items in the Time entries panel are
Status to

the names of the user defined Entry Status Fields
that you defined in the Customize Entry Status
Fields screen. For each of these items, you can specify
whether the status field in the Time Entry dialog box
should be set (checked), unset (unchecked), or left as
is, when this approval step is applied. The drop-down
list for each of the items contains the following
values—

Value... Select this value to...

Leave as Leave the value of the entry status field
is unchanged.
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Default

Item How to use the Item Value
(if any)
Yes Check the value of the entry status field.
Uncheck the value of the entry status
No .
field.

NOTE: If you don’t want the Time Entry Status
field to be changed, select “Leave as is” from the
drop-down list.

Setting Expense Entry Status Fields

11. Click on the Expense entries button to view the Expense entries panel.

Approval Step x
| HSave& New . :j .:=. (g'ﬂ Time entries
¥ cancel == = Lo |Expense entries
Save & Close Definition Email Notifications
Actionz View

Expense Entry Status Fields

Set Expense Entry Approval Status to
Billable Leave asis v
Cvertime
Overtime_Shift Differential 1
Overtime_Shift Differential 2 Leave asis v

Use the Expense entries panel to set any of the status fields of the Expense Entry dialog box when this
approval step is applied.

The following table describes the various items in the Expense entries panel:

Default

Value
(if any)

How to use the Item

Specify whether the Expense Entry Approval Status
field should be changed, or left as is, when this
approval step is applied. The Set Expense Entry
Approval Status to drop-down list contains the
approval statuses that have been defined in the
Customize Approval Status Fields screen.

Set Expense Entry
Approval Status to

NOTE: If you don’t want the Expense Entry
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Default

Item How to use the Item Value
(if any)

Approval Status field to be changed, select
“Leave as is” from the drop-down list.

The rest of the items in the Expense entries panel
are the names of the user defined Entry Status Fields
that you defined in the Customize Entry Status
Fields screen. For each of these items, you can specify
whether the status field in the Expense Entry dialog
box should be set (checked), unset (unchecked), or
left as is, when this approval step is applied. The
drop-down list for each of the items contains the

following values—
Value... Select this value to...
Leave as Leave the value of the entry status field
is unchanged.
Yes Check the value of the entry status field.
Uncheck the value of the entry status
No .
field.

NOTE: If you don’t want the Expense Entry
Status field to be changed, select “Leave as is”
from the drop-down list.

Saving the Approval Step Entry

Once you have made all the selections (as described in the previous topics), do one of the following:

e,

Click the Save & New button Save this Approval Step entry and start creating a new Approval
Step entry.
Click the Save & Close button Save this Approval Step entry and return to the Approval

Process screen.

Click the Cancel button or the

Close button on the top right Return to the Approval Process screen without saving the new
corner of the Approval Step Approval Step entry.
dialog box

Viewing or Making Changes to an Approval Step Entry
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To view or make changes to an Approval Step entry:
1. Click on the Approval Process icon in the Process Management tab.

The Approval Process screen will appear...

e View Sheels Import | Export Reporis Process Management System C Account
& Employes sy TaskRules . "= Custom Fieids 2™ Customize Entry Status Fiekis
%45 Element tems.. HE | [} Asproval Process k- & TaskRate Fieids &8, customize Approval Status Fiekds
@ Expense i _2 Reporiing Pericds gemsa " =] Customize Task Status Fiekds 2= Rats Tables
Edit Process Customize
Approval Process
Approval Steps =
|[Approved Add
g (oo )
Re.Submited

Submitted

2. Select an Approval Step from the list box and click the Open button.
3. Make changes to the Approval Step entry. (See Adding an Approval Step entry for more information.)
4. Finally, do one of the following:

Click the Save & New button Save the cl.langes you have made to the Approval Step entry and
start creating a new Approval Step entry.
Save the changes you have made to the Approval Step entry and

o Ee c2HO Lo return to the Approval Process screen.

Click the Cancel button or the

Close button on the top right Return to the Approval Process screen without saving the
corner of the Approval Step changes you have made to the Approval Step entry.
dialog box

Deleting an Approval Step Entry

To Delete an Approval Step entry:
1. Click on the Approval Process icon in the Process Management tab.

The Approval Process screen will appear...
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-7 View Sheels Import | Export Reports Process System C Account
& Envioyes 2 TeskRules =] Custom Fiekds +72| Customize Enry Status Fieids
‘Q'R_;) Element tems... "‘z_?'ﬂ | Eﬁ Approval Process. | c%" &, Task Rate Fieids. 5_9 Customize Approval Status Fisids
& Expense HOKSYS T Reporting Periods =.%] Customize Tosk Status Fieds 5 Rate Tables
Edt Process Customize

i
Define Elements

2. Select an Approval Step from the list box and click the Delete button.

Office Timesheets will ask whether you really want to delete the Approval Step entry...

| Microsoft Internet Explorer X

\ ? ) You are about to delete selected item(s). Continue?

[ OK ,|’ Cancel ]

3. Click OK to delete the Approval Step entry; or click Cancel if you do not wish to delete the Approval
Step entry.

NOTE: You cannot delete an Approval Step entry that is currently being used. If you try to delete such an
entry, Office Timesheets will display the following message:

[ Microsoft Internet Explorer w

" E ‘You cannot delete this record(s) because itis in use.

To delete such an entry, you will first have to stop using the Approval Step. (See Viewing or Making
Changes to an Approval Step entry for more details.)

Managing Reporting Periods

A Reporting Period is a pre-defined period of time during which the employee prepares a timesheet,
recording his/her time and expense details. The employee has to submit the timesheet to his/her manager at
the end of the Reporting Period.

Use the Reporting Periods screen to manage your Reporting Periods.
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& Expense Haldays | =9 pegoriing Periods Dofine Eloments .3 ¢, oiomize Task Stalus Fiekds 32 Rate Tables
Edit Process Customize
Reporting Periods
{
bt [ Ad |
|semonmy

Weekly

Delete

The following table provides more details about the components of the Reporting Periods screen:

How to use the Item Defa!ult VElle
(if any)

The Reporting Periods panel

The Add button

The Open button

The Delete button

Adding a Reporting Period

To add a Reporting Period:

The list box in this panel contains a list of all the reporting
periods defined so far (in alphabetical order).

Click the Add button to define a new reporting period.
Select a reporting period in the list box and click the Open
button to view or make changes to the definition of the

reporting period.

Select a reporting period in the list box and click the
Delete button to delete the reporting period entry.

1. Click on the Reporting Periods icon in the Process Management tab.

The Reporting Period screen appears...
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7 \iewSheels  Impot/Expot  Repors | Frocess | systemc y Account

& Empioyee ii o—" ] TaskRukes : T custom Fieids #:2/ Customize Entry Status Fielss:

Ty Elementems... | 3 asprovaprocess @") 3, TaskRate Fiekds i8 Customize Approval Status Fiekis

& Expense VS | = Reporing Periods || DETEERTSNE o) o ctomize Task Status Fisids 3+ Rate Tabies

Edit Process Cusiomze

[BiWeekly Add

Monthly _._._l

| Semmi-Monthly Open l

Weskly
Delate I

2. Click the Add button.

The Reporting Period dialog box appears...

Reporting Period x
| I save s tiew [ '
RIS e
Save & Close Definion ~ TimesheetRules  Employee Notifications  Manager Notifications
| Actions | Area |
‘ Name ‘
—— Time Zone
\ | {No selection) v
| —— Work days
Reporting Cycle F ltntey
Start date oarz2rz007 | [“Imonday
i —_—— Tuesday
ot L Wednesday
Thursday
Friday
[ saturday

w

In the Name panel, type a unique name for the Reporting Period.

Select your time zone from the Time Zone drop down list.

5. Select a value from the Reporting Cycle drop-down list. The Reporting Cycle indicates how often the
employees will have to submit their timesheets for approval. The Reporting Cycle drop-down list
contains the following values:

-

e Weekly

e Semi-Monthly (1-15, 16-Last)
e User-defined Semi-Monthly

e Monthly (1-Last)

e Monthly (16-15)
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e Bi-weekly
e Custom

Depending upon the value you select from the Reporting Cycle drop-down list, you may also have to provide
some more information as described in the following table:

If you select... You will have to also...

Weekly Select the starting day of the week from the Start day drop-down list.

Specify the Split Day. The Split Day is typically for Semi_Monthly reporting
User-defined periods where there are two (2) reporting periods in a month. The Split Day is
Semi-Monthly the day which “splits” the month into two periods. For example, the Split Day

could either be the 15th or the 16th.
Bi-weekly Select the Start date using the Date Picker.

Select the Start date using the Date Picker and also specify the Length (in days)

Custom of the Reporting Cycle.

6. Inthe Work days panel, check the days of the week which are work days.

Specifying Timesheet Rules for the Reporting Period

7. Click on the Timesheet Rules button to specify the Timesheet Rules for this Reporting Period.

The Timesheet Rules panel appears...

Reporting Period x
| save & Hew ; = — =
3 cancel |ESESE| Lf,j
Save & Close Definion | TimesheetRules  Employee Notifications  Manager Nofifications
Actions Area

Name

[JEmployees assigned to this Reporting Period use approval process?
[ only employee can submit hismer imesheet?
[] Allow timesheets to be submitted before they are due.

Timesheets are due 0 dayis | betore [v] the end of their Reporting Period

Timesheets are overdue 0 days after the end of their Reporting Period

8. Check the Employees assigned to this Reporting Period use approval process? check box if you want the
employees who are assigned to this Reporting Period to follow the approval process and submit
Timesheets at the end of each Reporting Period.
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9. Check the Only Employee can submit his/her timesheet? check box if you want to disallow any other
user from submitting the employee’s timesheet. If this check box is unchecked, any user with rights
to the employee’s timesheet and the Employee Approval button (in the Timesheet view) can submit
the employee’s timesheet.

10. Check the Allow timesheets to be submitted before they are due? check box if you want to allow
employees to submit their timesheets before they are due.

OR

Uncheck the Allow timesheets to be submitted before they are due? check box if you do not want
employees to submit their timesheets before they are due.

11. Specify whether the Timesheets become due before or after the end of the Reporting Period. Type the
number of days in the text box, and select ‘before’ or ‘after’ from the drop-down list.
12. Type the number of days in the text box to specify when the Timesheets become overdue.

Specifying Employee Notification Settings
13. Click on the Employee Notifications button to specify the Employee Notification settings.

The Employee Notifications panel appears...

Reporting Period x

HSH\‘E & New o .

. 0 |
3 cancel e o=t | I = J
Save & Close Definition Timesheet Rules Employee Notifications Manager Notifications

Actions Area

Name

Employee Notifications

I notify employee when timeshests are due

Email Subject Add Subject Token

Token | Employes Name [v| |_Add Message Token

I notity employee when timeshests are averdue.

Email Subject Add Subject Token

Token | Employee Name |v| | Add Message Token

Use the contents of this panel to specify whether a notification has to be sent to the employee and to type the
contents of the notification. The Employee Notifications panel is divided into two halves:

e In the upper half of the Employee Notifications panel, specify the details of the notification to be sent
when the timesheets are due.

e In the lower half of the Employee Notifications panel, specify the details of the notification to be sent
when the timesheets are overdue.
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The following table describes the various items in the Employee Notifications panel:

Default

Item How to use the Item Value
(if any)

Check the Notify Employee when timesheets are

Notify Employee when due check box if you want a notification to be sent to
timesheets are due the employee when timesheets are due from the
employee.

While preparing the notification message, select a
token from the Token drop-down list to insert it into
the subject or body of the message. The Token drop-
down list contains the following tokens:

Appearson  What happens to it

Token... the screen when the message is
as... sent...

Employee [Employee Will get replaced with the

Name Name] employee’s name.

Manager [Manager Will get replaced with the

Name Name] manager’s name.

Will get replaced with the
Start Date [Start Date] starting date of the

Reporting Period.

Will get replaced with the
End Date [End Date] ending date of the

Reporting Period.

Token

NOTE: A Token is a special code that you can
insert into the subject and body of the
message. Tokens are similar to Merge Fields or
Merge Codes used in your Word Processing
software’s Mail Merge feature. When Office
Timesheets sends the message, it replaces the
token with the value of the token. For example,
if you type “Dear ” and insert the Employee
Name token, you will see “Dear [Employee
Name]” on your screen. However, when this
message is sent to an employee (say, Chris), in
the message it will appear as “Dear Chris”.

Email Subject Type the subject of the notification message.

Select a token from the Token drop-down list and
The Add Subject Token click the Add Subject Token button, to add the
button selected token to the Email Subject at the current
cursor location.

The Email body text box Type the text of the notification message.
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Default

Value
(if any)

Item How to use the Item

While typing the body matter of the notification
message, select a token from the Token drop-down

:ll:ftg:d Message Token list and click the Add Message Token button, to add
the selected token to the body of the message at the
current cursor location.

Check the Notify Employee when timesheets are

Notify Employee when overdue check box if you want a notification to be

timesheets are overdue sent to the employee when timesheets are overdue

from the employee.

Specifying Manager Notification Settings

14. Click on the Manager Notifications button to specify the Manager Notification settings.

The Group Manager Notifications panel appears...

Reporting Period x
HSBV&&NEW == - i 5
X cancel SEE &
Save & Close Definition Timesheet Rules Emgloye= Notifications Manager Nofifications
Actions. Area

Mame

Group Manager Notifications
I motify when timeshests are due.

Email Subject | Add Subject Token

Token | Employee Name q Add M Token
[ motify when i are overdue.

Email Subject | Add Subject Token

Token | Employee Name [v| [ Add M Token

Use the contents of this panel to specify whether a notification has to be sent to the employee and to type the
contents of the notification. The Group Manager Notifications panel is divided into two halves:

e In the upper half of the Group Manager Notifications panel, specify the details of the notification to be
sent when the timesheets are due.

e In the lower half of the Group Manager Notifications panel, specify the details of the notification to be
sent when the timesheets are overdue.
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The following table describes the various items in the Group Manager Notifications panel:

Default

Item How to use the Item Value
(if any)

Check the Notify manager when timesheets are

Notify manager when due check box if you want a notification to be sent to
timesheets are due the manager when timesheets are due from the
employee.

While preparing the notification message, select a
token from the Token drop-down list to insert it into
the subject or body of the message. The Token drop-
down list contains the following tokens—

Appearson  What happens to it

Token... the screen when the message is
as... sent...

Employee [Employee Will get replaced with the

Name Name] employee’s name.

Manager [Manager Will get replaced with the

Name Name] manager’s name.

Will get replaced with the
Start Date [Start Date] starting date of the

Reporting Period.

Will get replaced with the
End Date [End Date] ending date of the

Reporting Period.

Token

NOTE: A Token is a special code that you can
insert into the subject and body of the
message. Tokens are similar to Merge Fields or
Merge Codes used in your Word Processing
software’s Mail Merge feature. When Office
Timesheets sends the message, it replaces the
token with the value of the token. For example,
if you type “Dear ” and insert the Employee
Name token, you will see “Dear [Employee
Name]” on your screen. However, when this
message is sent to an employee (say, Chris), in
the message it will appear as “Dear Chris”.

Email Subject Type the subject of the notification message.

Select a token from the Token drop-down list and
The Add Subject Token click the Add Subject Token button, to add the
button selected token to the Email Subject at the current
cursor location.

The Email body text box Type the text of the notification message.
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Default

Value
(if any)

Item How to use the Item

While typing the body matter of the notification
message, select a token from the Token drop-down

:::ftg:d Message Token list and click the Add Message Token button, to add
the selected token to the body of the message at the
current cursor location.

Check the Notify manager when timesheets are

Notify manager when overdue check box if you want a notification to be

timesheets are overdue sent to the manager when timesheets are overdue

from the employee.

Saving the Reporting Period Entry

15. Once you have made all the selections (as described in the previous topics), do one of the
following:

Click the Save & New button Save th.1s Repqrtmg Period entry and start creating a new

Reporting Period entry.
Click the Save & Close button SaV(? this Reporting Period entry and return to the Reporting
Periods screen.

Click the Cancel button or the

Close button on the top right Return to the Reporting Periods screen without saving the new
corner of the Reporting Period Reporting Period entry.
dialog box

Viewing or Making Changes to a Reporting Period Entry

To view or make changes to a Reporting Period entry:
1. Click on the Reporting Periods icon in the Process Management tab.

The Reporting Period screen appears...
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b View Sheets Import f Export Repons Process Systemn C. Account

& Emplayee ] TaskRuies = TS Custom Fiekds s Customize Entry Status Fieite
Wi Element tems e & asproval Process w £, sk Rate Fieks 28, customize Approval Status Fieis
& Expense Holdays | = Regorting Periods DofeEloments .o ¢ uiomiza Task Status Fiskls =
Edit Process Customze
f
oot i
| SemiMonthly Open
Weekly

2. Select a Reporting Period from the list box and click the Open button.
3. Make changes to the Reporting Period. (See Adding a Reporting Period for more information.)
4. Finally, do one of the following...

Save the changes you have made to the Reporting Period entry

AL S BV L LA o and start creating a new Reporting Periods entry.

Save the changes you have made to the Reporting Period entry

o e c2HO Lo and return to the Reporting Periods screen.

Click the Cancel button or the

Close button on the top right Return to the Reporting Periods screen without saving the
corner of the Reporting Period changes you have made to the Reporting Period entry.
dialog box

Deleting a Reporting Period Entry

To Delete a Reporting Period entry:

1. Click on the Reporting Periods icon in the Process Management tab.

The Reporting Period screen appears...

"7 \iewSheets  Impot/Epot  Repods | Process System C Account
B Employee T TaskRuies = "5 Custom Fields 2= Customize Entry Status Fiekis
Sy Element Rems.., ﬁ A Anproval Process u‘?}" |, Tesk Rate Fieds 58, customize Aoproval Status Fiekis
& Expense Holdays | o Reportng Periods || DSTMOEEMENIE o o siomize Task Stalus Fields 51 Rale Tables
Edit Process Customize
Reporting Periods
f
5 -
| SemMontnyy Open
Weekly

2. Select a Reporting Period from the list box and click the Delete button.
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Office Timesheets will ask whether you really want to delete the Reporting Period entry.

Microsoft Internet Explorer

\‘_?/ ‘You are about to delete selected item(s). Continue?

[ oK |[ Cancel ]

3. Click OK to delete the Reporting Period entry; or click Cancel if you do not wish to delete the
Reporting Period entry.

NOTE: You cannot delete a Reporting Period entry that is currently being used. If you try to delete such
an entry, Office Timesheets will display the following message:

Microsoft Internet Explorer

! E ‘You cannot delete this record(s) because it is in use,
-

To delete such an entry, you will first have to stop using the Reporting Period. (See Viewing or Making
Changes to a Reporting Period entry for more details.)

Employees and Employee Groups

You have to create an Employee entry 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.

NOTE: There is a difference between Users and Employees.

A user is an employee who has been assigned a User Account. You must assign a User Account to each
employee that will access the Office Timesheets application. The total number of user accounts allowed by
Office Timesheets License Activation Manager will depend on how many User Account licenses have been
purchased from Lookout Software. For example, if an organization purchases 50 licenses from Lookout
Software, the organizations will get a license code for Office Timesheets that will allow 50 User Account
assignments.

However, you do not need to assign a User Account to all of your employees. There is no need to assign a User
Account to an employee who will not be using Office Timesheets. Office Timesheets allows you to enter data
for employees that do not have a User Account. However, these details will have to be entered by a licensed
user of Office Timesheets.

Thus, all users are employees but all employees need not be users.

WARNING: While Office Timesheets allows you to enter data for employees that do not have a User Account,
it is a strict violation of the Office Timesheets Software License Agreement to share User Accounts. For
example, if several employees all access Office Timesheets using the same login or User Account name, it is a
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violation of the Office Timesheets Software License Agreement. Office Timesheets includes validation that
does not allow more than one simultaneous login of a User Account.

Use the Manage Employee screen to manage your Employee and Employee Group entries.

7 Viewsheets  Impor/Ewont  Reporls Process Management System Configuration  Account Administration
&b Employee T TaskRules o "= Custom Fieids s Customize Entry Status Fiekds
2 Element Tems.. % & Approval Process \&E, 4, TamkRate Freids &9, customize Approval Status Fieids
& Expenze i 15 Reporting Periods Define Elements . ) Cstomize Task Status Fieids 3= Rate Tables
Edi Process Customize
Manage Employee
Employee Groups Employee

fn [svon o [
AccountingFinance Canon C Cedrik

Busiess Deveopment Cart K. Lauren
| Decumentation | | Paimeri M, Christopher

|Enginesring Develnpment | |Stevens S Wark

Enginesring Development {AUS) . Thempsen M. Erica

Engineering Development {CN) |
Engineering Development (UK)
plementation Sarvices
Information Technolgy

Proguct Marketing and Management
Pubic Relations

Qualty Assurance

Testing by Sunil Suresh

Z Group

Filter View | a1 ~]

The following table provides more details about the components of the Manage Employee screen:

Default Value
(if any)

How to use the Item

This panel displays the list of Employee entries that have
Employee panel been made till now. It also has buttons to add, view/edit
and delete Employee entries.
The Add button Click the Add button to add a new Employee entry.

Select an Employee entry in the list box and click the Open

fielpeniiaies button to view or make changes to the Employee entry.
Select an Employee entry in the list box and click the
Qlebeleiciaton Delete button to delete the Employee entry.
Select whether to view only active entries, inactive entries
or all entries.
Filter View TIP: When employees go on leave, you can mark All

their status as “Inactive”. Then, you can reduce the
number of entries displayed in the list box by
selecting “Active Only” in the Filter View drop-
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Default Value

Item How to use the Item

(if any)
down list. When you do this, Office Timesheets

will display the names of only those employees

whose status is “Active”. When employees return

from their vacation, you can set their status back
to “Active”.

This panel displays the list of Employee Groups that have
Employee Groups panel been defined till now. It also has buttons to add, view/edit
and delete Employee Groups.
The Add button Click the Add button to add a new Employee Group.
Select an Employee Group entry in the list box and
The Open button click the Open button to view or make changes to the
Employee Group entry.

Select an Employee Group entry in the list box and click

Lo B the Delete button to delete the Employee Group entry.

Adding an Employee Entry

Note: Only systems administrators can add Employee entries.
To add an Employee entry:
1. Click on the Employee icon in the Process Management tab.

The Manage Employee screen will appear-...

r
“ e’ View Sheels Import / Export Reports. Process Management System C Account
&b Employee . ] TaskRules = "= Custom Fields #:7 Customize Entry Status Fisids
2 Element Rems.. :—j B Aporoval Process "f?g" i, TaskRate Fields 48, Customize Approval Status Fies
& Expense Holdays =% Reperting Periods Defiie Elements o % Customize Task Status Fieids 3= Rate Tables
Egt Process Customize
Manage Employee
Employee Groups Employee

o s » o
Accounting/Finance i | Canon C Cedrik

otk | e

| Paimeri N, Chrstophes
I | Stevens S Mark

Engineering Development (AUS) | Thompsen 1. Erica
Engineering Development (CN}

Engneering Development (UK}

Implementation Services

nformation Technology

Product Marketing and Management

Pubic Relations

Qualty Assurance

Testing by Sunil Suresh

Z Group

Fitter View | An ~]
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2. Click the Add button in the Employee panel.

The Employee dialog box will appear...

Employee x
H Save & New fl
| = e ==
m" x Cancel B|: 4% jﬁ] B ;
| Save & Close Definition Rates Groups Dependencies Custom Fields Electronic Signature
Actions Show
First Mame Brian
ML A
Last Name Anderson
Display Name Anderson & Brian
E-Mail brian_a_anderson@quorumeng.com
Status Active
Reporting Period Weekly -
Holiday Group United States -
Manager {No selection} -
Lock Dates
Time Entry

Expense Entry

Do not allow Time andfor Expense Enfries prior to these datesl
Approval Start Date 0621201
Do not show Time andior Expense Sheets prior to this date.

In the Definition panel, type the name and e-mail address of the employee. Also, select the status,
reporting period, holiday group and lock dates for time and expense entries.

The following table describes the various items in the Definition panel:

Default

Value
(if any)

Item How to use the Item

In the First Name field, type the first name of the

First Name employee. Eg: Paul
In the MLL field, type the middle initials of the
employee. Eg: J.
M.L
Note: You can enter a maximum of five (5)
characters in the M.I. field.
Last Name In the Last Name field, type the last name of the
employee. Eg: Ford
The Display Name field shows how the name of the Displays
Displav N employee will appear within the various screens and whatever
Isplay Name reports of Office Timesheets. you have
typed in the
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Default

Item How to use the Item Value
(if any)
Note: By default, the Display Name field will Last Name,
automatically display the last name, middle M.I and
initial and first name that you have typed in First Name
the Last Name, M.I. and First Name fields, fields,
respectively. (Eg: Ford ]. Paul.) However, you respectively.

can change this value to anything else that you
want. (Eg: If you have two employees, one
named “Paul Jackson Ford” and the other
named “Paul Johnson Ford”, by default both
would have a Display Name of “Ford J. Paul”.
Therefore, to avoid confusion, you could
change the Display Name of the second entry
to “Ford Johnson Paul”.)

. In the E-Mail field, type the e-mail address of the
E-Mail

employee.

From the Status drop-down list, select whether the
employee entry is “active” or “inactive”.

Status TIP: When employees go on leave, you can Active
mark their status as “Inactive”. When
employees return from their vacation, you can
set their status back to “Active”.

From the Reporting Period drop-down list, select
the Reporting Period for the employee. Employees
have to submit their Timesheets at the end of each
Reporting Period.

NOTE: The Reporting Period drop-down list {No
contains the Reporting Periods that you have selection}
defined in the Reporting Periods screen.

Reporting Period

TIP: Select “{No selection}” if you do not want
to assign any Reporting Period for the
employee.

From the Holiday Group drop-down list, select the

Holiday Group you want to assign to the employee.

Holiday Groups are useful for organizations that have

offices in different parts of the world. You could

create a different Holiday Group for each office that is {No

in a different country, listing the holidays of that selection}
country. You can then quickly assign the list of

holidays to employees from an office in a particular

country, by assigning the Holiday Group to each those

employees. (See Holidays and Holiday Groups for

Holiday Group
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Default

Value
(if any)

Item How to use the Item

more information.)

NOTE: The Holiday Group drop-down list
contains the names of the Holiday Groups that
you have defined using the Holiday screen.

TIP: Select “{No selection}” if you do not want
to assign any Holiday Group to the employee.

In the Lock Dates panel specify starting time entry
and expense entry dates. Office Timesheets will not
allow the employee to make any entries that are prior
to the dates that you specify here.

Lock Dates

In the Time Entry field, using the Date Picker, select
the starting date for time entries.

Time Entry 1/1/1900

NOTE: Office Timesheets will not allow the
employee to make any time entries that are
prior to the date that you specify here.

In the Expense Entry field, using the Date Picker,
select the starting date for expense entries.

Expense Entry 1/1/1900

NOTE: Office Timesheets will not allow the
employee to make any expense entries that
are prior to the date that you specify here.

Sets the date in which the approval process will start

Qeprergicuehace for the specified employee.

Setting the Pay Rates for the Employee

3. Click on the Rates button to display the Rates panel.

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Employee

Lt save & New =
‘il - ; =
X cancel 8 = ﬂfa

Save & Close Defintion  Rates

E=]

Groups  Dependencies  Custom Fields

Actions Show
Rates
Pay Rate Overhead Cost Billing Shift Differentia | Shift Differentia
Effective date Standard rate Overtime rate
0.00 0.00
Jazi) 0.00 0.00
iz} 0.00 0.00
1) 0.00 0.00
gz 0.00 0.00
Jazi) 0.00 0.00
iz} 0.00 0.00
51} 0.00 0.00
iz 0.00 0.00
i) 0.00 0.00

Use the Rates panel to enter the standard and overtime pay rates for the employee.

There are five (5) tabs in the Rates panel.

NOTE: The titles of the tabs are defined in the Define Rate Tables screen.

In each tab, you can specify the Standard pay rate and the Overtime pay rate for the employee.

NOTE: Office Timesheets allows you to maintain upto 10 sets of rates in
each tab. When you first make the employee entry, fill in the rates in the first
row. Use the remaining rows to enter the employee’s pay rates in future,
when the employee’s pay rate changes.

The following example shows what you would need to do to keep track of an

employee’s pay rate changes:
On...

On 1-Jan-2007, an employee
joins is paid at a standard rate
of $4.

On 1-Jul-2007, the employee is
given an increment and his pay
rate rises to $6.

Make the following entry...

When you create the Employee entry, you
would type 4.00 in the Standard rate
column of the first row.

Edit the Employee’s entry. In the Rates
panel in the first column of the second
row, select 1-Jul-07 using the Date Picker.
Type 6.00 in the Standard rate column of
the second row. Save the changes. From
this point onwards, the employee’s pay is
calculated @ $6 if the date of the entry is
1-Jul-07 or later, and @ $4 if the date is
prior to 1-Jul-07.
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On 1-Jan-2009 the employee is
again given a further increment
and his pay rate becomes $8.

Edit the Employee’s entry. In the Rates
panel in the first column of the third row,
select 1-Jan-09 using the Date Picker.

Type 8.00 in the Standard rate column of
the third row. Save the changes. From
this point onwards, the employee’s pay is
calculated @ $8 if the date of the entry is
1-Jan-09 or later; @ $6 if the date of the
entry is between 1-Jul-07 and 1-Jan-09,
and @ $4 if the date is prior to 1-Jul-07.

TIP: Click on the Clear button in any row, to clear or delete the values in that row.

Assigning the Employee to One or More Groups

4. Click on the Groups button to display the Groups panel.

Employee x
H Save & New —— =
s == ~ i
Q"l x Cancel ;% E"/{g —
Save & Close Definition Rates. Groups Dependencies Custom Fields
Actions Show

Is not a member of Is a member of

Accounting/Finance

Business Development
Documentation

Engineering Development
Engineering Development (AUS)
Engineering Development (CN)
Engineering Development (UK)

Implementation Services
Informatien Technology

Product Marketing and Management

Public Relations

Qualty Assurance
Testing by Sunil Suresh

Use the Groups panel to assign the employee to one or more groups.

The following table describes the various items in the Groups panel:

How to use the Item

Item

The Is not a member of panel displays the Employee
Groups (if any) that have not been assigned to the
employee.

Is not a member of

Is a member of The Is a member of panel displays the Employee
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Default

Item How to use the Item Value
(if any)

Groups (if any) that have been assigned to the
employee.

NOTE: If you are creating a new entry, the Is a
member of panel will be empty until you
assign the employee to a group.

Click the New Group button to create a new
employee group and make the employee a member of
that group. (See Creating Employee Groups for
more details about creating a new Employee Group.)

The New Group button

Select one or more group names from the Is not a
member of panel and click the Add button to add the
Employee to those groups.

The Add butt
€ utton When you click the Add button, the group names that

you have selected will shift to the Is a member of
panel, indicating that the employee is now a member
of those groups.

Select one or more group names from the Is a
member of panel and click the Remove button to
remove the Employee from those groups.

The Remove button .
When you click the Remove button, the group names

that you have selected will shift to the Is not a
member of panel, indicating that the employee is no
longer a member of those groups.

Specifying Dependent Element Items and Groups

5. Click on the Dependencies button to display the Dependencies panel.
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Employee

H Save & New

lg—-‘ X cancel

Save & Close
Actions

Dependent Element

Definition Rates. Groups Dependencies Custom Fields

Show

[ crient

™)

Element ltem and Group Dependencies

[roup Paying Cients
Addizon Labs

| Add
Delete

Elements In Group

WMemorez

Wicrosolve

Use the Dependencies panel to define the dependent element items and groups that can be used by the

employee in the task entries.

NOTE: You have to specify the dependent element items and groups only if you have previously defined
certain elements to be dependent upon the Employee item in the Task Rules screen. (See Defining Task

Rules and Dependencies for more information on specifying Task Rules and setting the order of the

entries.)

The following table describes the various items in the Dependencies panel:

NOTE: These items will appear in the Dependencies panel only if you have previously defined certain
elements to be dependent upon the Employee item in the Task Rules screen. (See Defining Task Rules and

Dependencies for more information.)

Item

Dependent Element

Element Item and Group

Dependencies

Default

Value
(if any)

How to use the Item

All the elements that you have defined as dependent
upon the Employee item in the Task Rules screen
will appear in the Dependent Element drop-down
list. Select each item in turn and use the Add button
to add the Dependent Element Items and Groups that
can be used by the employee in the task entries.

The Element Item and Group Dependencies panel
displays all the dependent element items and groups
that you have set up for the employee. Use the Add
and Delete buttons to add entries to, or delete entries
from, this panel.
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Default

Item How to use the Item Value

(if any)

Click the Add button to add dependent element items
and groups. Select the items and groups from the
Select element box that appears and click OK.

Seled element x

v X
oK Cancel
Actions
Group
Paying Cherils ]

Mames
[ e rrer W e s T
Memorez

Micresohie

Stalus | acve | Showas | Aborevatons |

The Add button

To add a group to the Element Item and Group
Dependencies panel:

1. Select the group name from the Group drop-
down list. The names of the items that belong
to the selected group will appear in the
Names panel.

2. To select a name, click on the name.
OR

To select the entire group, click on {Group}
in the Names panel.

3. Click OK.

The selected name or group will be added to the
Element Item and Group Dependencies panel.

To remove an item from the Element Item and
Group Dependencies panel, select the item and click

The Delete button the Delete button. Office Timesheets will ask whether
you really want to delete the entry.
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Default

Item How to use the Item Value
(if any)

[Micmsof’t Internet Explorer E

\ ? ) You are about to delete selected item(s). Continue?

l OK J [ Cancel

Click OK to delete the selected entry.

When you click on a Group item in the Element Item
and Group Dependencies panel, the members of
that group will be displayed in the Elements in
Group panel.

Employee *®

o Py | p— -
X cances | J £ |
ait A Close Defaben  Raes  Omuss  Deperderces  Cuskse el
s s
Dependent Element
(=] ]

Eleernt e and Group Dependencies

Elements in Group

Mersshe

NOTE: Though you may define the dependent
items & groups here, they will only be
enforced if you have checked the Use level
dependency rules check box in the Task
Rules screen.

Note: These items will appear in the Dependencies panel only if you have previously defined certain
elements to be dependent upon the Employee item in the Task Rules screen. (See Defining Task Rules and
Dependencies for more information.)

Entering Other Details about the Employee

6. Click on the Custom Fields button to display the Custom Fields panel.
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Employee x

H Save & New

g"l x Cancel @ J Eﬁg E
Save & Close Definition Ratez Groups Dependencies Custom Fields
Actions Show
Customn Fields
Employee Type lo selection} v |
Work Extension
Start Date sz
Employment Status {No selection} [v |
Home Fhone
Mobile Phone

Emergency Contact
Emergency Contact Phone 1
Emergency Contact Phone 2

Birthday sz

Use the Custom Fields panel to enter other details about the Employee such as the birthdate of the
Employee, contact numbers, starting date etc.

NOTE: The fields that you see in the Custom Fields panel are the same fields that you set up in the Custom
Field Definitions for Employee screen. (See Defining Custom Fields for the Task Elements for more
information on setting up custom fields for Employee entries.)

Saving the Employee Entry

7. Once you have made all the selections and specified all the details (as described in the previous
topics); do one of the following:

Click the Save & New button gi::y this Employee entry and start creating a new Employee

Click the Save & Close button Save this Employee entry and return to the Manage Employee

screen.
Click the Cancel button or the

Close button on the top right Return to the Manage Employee screen without saving the new
corner of the Employee dialog Employee entry.

box

Viewing or Making Changes to an Employee Entry

NOTE: Only systems administrators can make changes to Employee entries.

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



To view or make changes to an Employee entry:
1. Click on the Employee icon in the Process Management tab.

The Manage Employee screen appears...

wr

View Sheets  Import/Expot  Reports Process g System Config Account
& Employee . 7 TaskRules s C&] Custom Fiekis s Customize Entry Status Fiekis
Az Element Rems.. ﬁ & Aporoval Process ":?9" i, TaskRate Fieits 48, Customize Approval Status Fieids.
& Expense R 5 Reperting Periods Lt :4] Customize Task Status Fieids 3+ Rate Tables
Eot Cu
Manage Employee
Employee Groups Employee
o s L
Accounting/Finance i |Canan € Cedrik
Eusksess Devaiopmenl [L0en ] | | fcurk . Lauren

|Paimeri i, Chrstophes

[Engineering Develogment ]| | Stevens S Mark
Engnsering Deveisgment (4U5) [ Delete ] || mompsonis Enca

Engineering Deveiopment (N}

Engneering Development (UK)
Implementation Services
Wformation Techaciogy

Froduct Marketing and Management
Publc Relations

Qualty Assurance

Testing by Swnil Suresh

Z Group

Filter View | A1 ~]

2. Select an Employee entry from the Employee panel and click the Open button.
3. Make changes to the Employee entry.
4. Finally, do one of the following...

Save the changes you have made to the Employee entry and

Click the Save & New button .
start creating a new Employee entry.

Save the changes you have made to the Employee entry and

tikitnobine £ EHbsp o return to the Manage Employee screen.

Click the Cancel button or the

Close button on the top right Return to the Manage Employee screen without saving the
corner of the Employee dialog changes you have made to the Employee entry.
box

Inactivate an Employee from Office Timesheets

To mark an employee “Inactive” you must first remove them from the User Accounts list. You can then open the
Employee record for the specified employee and mark them “Inactive”. Here’s the procedure:

1. Log into Office Timesheets and click on the System Configuration tab.
2. Click on the User Accounts icon in the User Accounts ribbon group.
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Select the specified employee you wish to remove from the User Accounts list and click the Delete button.
(Note: You are not deleting the employee record here. You are only removing the employee’s ability to
log into Office Timesheets...a.k.a. their “User Account”. This also frees up the license so that it can be used
by the former employee’s replacement).

Next, click on the Process Management.

Click on the Employee icon in the Edit ribbon group.

Double-click on the employee’s name in the Employee list.

From the Employee dialog set the Employee’s status to “Inactive”; and click Save & Close.

No vk

Deleting an Employee Entry

To Delete an Employee entry:
1. Click on the Employee icon in the Process Management tab.

The Manage Employee screen appears...

o7 \iewsheets  Impon/Epot  Reports | Frocess Manag System Config

Account
@b Employes 5 TaskRules g =] Custom Fieids s Customize Entry Status Fiskis
Wi} Element Rems.. % & Aperoval Process \:—'ué" 4 TaskRate Fisits 8, customize Approval Status Fieds
& expense R S5 Reporting Periods Define Elements . 51 Cystomizs Task Staius Fleiss 3= Rate Tables
Edt Process Customize
Manage Employee
Employee Groups Employee

o e
Accounting/Finance | Cann € Cedrik

Busiess Devehoment Icurk . Looren
Documentation | | PaimeriM, Christogher

I Stevens 5 Mark
Engneering Development (AUS) Thomgson M. Erica Delete

Engineering Development (TN}
Enginesring Development (UK)
Implementation Services
hformation Technology

Product Warketing and Management
Publc Relations

Qualty Assurance

Testing by Suni Suresh

Z Group

Filter View | a1

2. Select an Employee entry from the Employee panel and click the Delete button.

Office Timesheets will ask whether you really want to delete the Employee entry.

Microsoft Internet Explorer

\ ? ) ‘fou are about to delete selected item(s). Continue?

Cancel

3.

Click OK to delete the Employee entry or click Cancel if you do not wish to delete the Employee
entry.
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Creating an Employee Group Entry

If there are many employees in your organization, you can create groups and assign employees to these
groups for easy management of the employees’ data and entries. For example, you could create groups for—

e Employees working on a common project.

e Employees working in a common department, say a group for all employees of the Animation
department.

e Employees from a particular branch, say a group for all employees of your office in another country.

To create an Employee Group entry:
1. Click on the Employee icon in the Process Management tab.

The Manage Employee screen will appear-...

e View Sheets Import | Export Reports Process System (
@ Employee 7 TaskRules "5 Custom Fielis 7= Cuslomize Entry Status Fieids
Wty Element tems.. ﬁ A Asgroval Process % |4 TaskRate Fieids. ,‘;3 Customize Approval Status Fieids
&8 Expense R 2 Reporting Periads Define Elements. o % ¢, iomize Task Status Fieids
Process. Customize
Employee Groups ~—— Empioyee =
{40 N Add Anderson A Lioyd Add
AccountingfFinance |t Canen C Cedrk o)
Business Development Open Clark K. Lauren Open
- Paimeri M. Chrstopher
Stevens S Mark
Thompson W. Erica

{CNy
UKy

Sarvices

Pubic Relations

Qualty Assurance
Testing by Sunil Suresh
Z Group

Product Marketing and lanagement

2. Click the Add button in the Employee Groups panel.

Fitter View | ar el

The Employee Group dialog box will appear...

Employee Group

|t save & ew

X cancel

Save & Close

Actions.

F Group Name

Notin group

Anderson A Brian
Anderson A. Lioyd
Anderson L Thomas

In group

Aston C. Tara
Brown H. Alan
Canon € Cedric
Clark K. Lauren
Cooger . James
Cooprider H. Dan
Costa E. Hatinew
Fabiano H. Ryan
r Group Manager
I | )
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The following table describes the various items in the Employee Group dialog box:

Default

Item How to use the Item Value
(if any)

Group Name Type a unique name for the group.

Not in erou The Not in group panel displays the names of

group employees who have not been assigned to the group.
The In group panel displays the names of employees
who have already been assigned to the group.

In grou
group NOTE: If you are creating a new entry, the In

group panel will be empty until you add
members to the group.

Select one or more employee names from the Not in
group panel and click the Add button to add the
employees to the group.

The Add butt
€ utton When you click the Add button, the employee names

that you have selected will shift to the In group
panel, indicating that the employees are now
members of the group.

Select one or more employee names from the In
group panel and click the Remove button to remove
the employees from the group.

The Remove button
When you click the Remove button, the employee

names that you have selected will shift to the Not in
group panel, indicating that the employees are no
longer members of the group.

If you want to assign a manager for the group, click

the E] button in the Group Manager panel and
select an employee as a manager.

NOTE: Office Timesheets uses the group
manager during the approval process. When
you make an employee a group manager, the

Group Manager employee is responsible for reviewing and
approving the timesheets for each member of
the group.

TIP: The person you select as the group
manager need not be a part of the group. This
allows you to assign a group manager without
changing existing employee groups that you
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Default

Value
(if any)

Item How to use the Item

may have set up for other features such as task
rules.

3. Once you have made all the selections and specified the other details, do one of the following:

Save this Employee Group entry and start creating a new

Click the Save & New button
Employee Group entry.

Save this Employee Group entry and return to the Manage

Click the Save & Close button
Employee screen.

Click the Cancel button or the

Close button on the top right Return to the Manage Employee screen without saving the new
corner of the Employee Group Employee Group entry.
dialog box

TIP: Once you have created Employee Groups and assigned employees to groups, you can quickly locate
an employee’s entry, if you know which group he/she belongs to. When you click on the group name in
the Employee Groups panel, the names of only those employees who belong to that group will be
displayed in the Employee panel. You can thus quickly locate the desired employee entry.

TIP: If you click on {All} in the Employee Groups panel, Office Timesheets will display the names of all the
employees.

Viewing or Making Changes to an Employee Group Entry

To view or make changes to an Employee Group entry:
1. Click on the Employee icon in the Process Management tab.

The Manage Employee screen appears...
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7  \iewSneets  Impot/Epot  Repoms | Process Manag System Config Account
=

& Employee ) TaskRules o =] Custom Fiekis £ customize Entry Status Fiskis
Az Blement Rems.. % & approval Process "“‘;',é’ \, TaskRate Fieids 48, customize Approval Status Fieids
& Expense Haliys 9 Reporting Periods Define Bloments %) Customize Task Status Fleids 3 Rate Tables
Edit Process Customize
Manage Employee
Employee Groups Employee

o (e Lo i)
Accounting/Finance Canan C Cedrik

Business Development Clark K. Lauren

| Paimeri N, Christopher |
Stevens 5 Mark
e ) Thompson M. Erica

Engineering Dwevelopment (CN)

Enginesring Development (UK}

Imglementation Services

hiormation Technology

Product Warketing and Management

Publc Relations

Quaity Assurance:

Testing by Sunil Suresh

Z Group

[
Fitter View | a1 >l

2. Select an Employee Group entry from the Employee Groups panel and click the Open button.
3. Make changes to the Employee Group entry.
4. Finally, do one of the following...

Click the Save & New button Save the chang.es you have made to the Employee Group entry
and start creating a new Employee Group entry.
Save the changes you have made to the Employee Group entry

RSP SVEC A ari o and return to the Manage Employee screen.

Click the Cancel button or the

Close button on the top right Return to the Manage Employee screen without saving the
corner of the Employee Group changes you have made to the Employee Group entry.
dialog box

Deleting an Employee Group Entry

To Delete an Employee Group entry:
1. Click on the Employee icon in the Process Management tab.

The Manage Employee screen appears...
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7 \iewsneets  impon/Emon  Repons Process System Account.

@ Employee ) TaskRuls i =] Custom Fiekss. £ Customize Entry Status Fiskas
i Element tems.. ﬁ & aporoval Process ‘“j" |} TaskRate Fields +8, Cusiomize Approval Staius Fields
& Expenas Holdays = pagerting Pericds Define Eloments -5} ¢ stormize Task Status Fielis 35 Rate Tables
Edit Process Customize

Employee Graups Employee

i (i ]| | [iromnon o
Canan C Cedrk

Business Development Open Clark K. Lauren Open

Paimeri N, Christopher

Stevens S Mark
Delete Thompsen M. Erica E

Docur

Deveiopment (AUS)
Development {CH)

ing Development (UK}
Serviees
hformation Technciogy

Froduct Marketing and Management
Publc Relstions

Qualty Assurance

Testing by Suni Suresh

1z Group

2. Select an Employee Group from the Employee Groups panel and click the Delete button.

Office Timesheets will ask whether you really want to delete the Employee Group entry.

Microsoft Internet Explorer )

5 ? J ‘fou are about to delete selected item(s). Continue?

Cancel

3. Click OK to delete the Employee Group entry or click Cancel if you do not wish to delete the
Employee Group entry.

NOTE: You cannot delete a group that has some employees assigned to it. If you try to delete such a
group, Office Timesheets will display the following message:

Microsoft Internet Explorer m

' ‘You cannot delete this group(s) because it is in use.
LI

To delete such a group, you will first have to remove the employees from the group.

Element Items and Element Item Groups

Task elements create the primary structure of tasks within Office Timesheets. Office Timesheets allows you to
define up to ten element items.

Once your task element levels have been defined, you can create element items at each element level, which
will then allow you to create task entries.

You can also create element item groups to help manage the element item entries.
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Use the Manage {Element} screen to add/edit/delete {Element} entries and {Element} Group entries.

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

%7 ViewSheets  Impot/Expot  Reports FProcess Management System Configuration  Account Administration
& Employes ) TaskRuies G "I Custom Fields == Customize Entry Status Fiekds
iy Element tems.. HAl B Asproval Process o &, Task Rate Fiekds £8, customize Approval Status Fisids
S Expense Helday® ) Reporting Periods. | oS EMEMS L3 Customize Task Status Fiels 37 Rate Tables

Edit Process Customize
Himgn Chent

—— Client Graups - -—— Client — -
n [_Add Addison Labs, e [Cadd_]
Paying Clents [—] Alstom Technology, Incorporated §

Fro-Bano Open AutoLink Engineering, Pic. Open

Prospectie Clients | BlackRock Manutacturing Partners, Inc. |

Work Exchange Biueprint Energy Systems, inc. k
[_Delete ] | facoht view Electic company

Critical Mass Technologies, inc.
Customapp Incorporated

DCS Enterprises

Flexible Technologies, inc.
GecCon international, Pic.
Highger Bio-Tech, Inc.

Insight Hews Corporation

Lieivave, inc

Memorez, Incorporated
Microscive Corporation
WA

Hlction Enginesring, e
PNC Management, nc.
Powerlp Software, nc.
PQS, Incorporated
Quorum Ventures, LLC.
Rohr Capital Group, Pl
Thomas & Partners, LLC.
TransCon Systems, Inc.
Tried, Incorporated
WiskTek, Fic.

VisiTek, Inc.

Webner Microsystems, Inc.

| FilterView | ax v

NOTE: Since these are all user-defined elements, each organization may have its own items. However,
whatever you may call the items, the screens will be somewhat similar. As an example, we have provided
figures from the Manage Client screen. Though the screens may be slightly different for you (depending upon
the custom fields defined), the steps to be followed will be the same for any item under the Element Items...
button.

The following table provides more details about the components of the Manage {Element} screen:

Default Value

Item How to use the Item .
(if any)

The {Element} panel is displayed on the right-half of the
Manage {Element} screen. This panel displays the list of
{Element} entries that have been made till now. It also has
buttons to add, view/edit and delete {Element} entries.

{Element} panel

The Add button Click the Add button to add a new {Element} entry.

Select an {Element} entry in the list box and click the
The Open button Open button to view or make changes to the {Element}
entry.

Select an {Element} entry in the list box and click the

figielcteliurs Delete button to delete the {Element} entry.
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Item How to use the Item Default Value
(if any)

Filter View

{Element} Groups panel

The Add button

The Open button

The Delete button

Adding an Element Item Entry

To add an {Element} entry:

Select whether to view only active entries, inactive entries All
or all entries.

The {Element} Groups panel is displayed on the left-half
of the Manage {Element} screen. This panel displays the
list of {Element} Groups that have been defined till now.
It also has buttons to add, view/edit and delete {Element}
Groups.

Click the Add button to add a new {Element} Group.

Select an {Element} Group entry in the list box and click
the Open button to view or make changes to the
{Element} Group entry.

Select an {Element} Group entry in the list box and
click the Delete button to delete the {Element} Group
entry.

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

1. Click on Element Items.

.. in the Process Management tab.

A drop-down menu appears that contains the elements that you have previously defined.

é"’% Sign Out =

~ View Sheets Import ! Export
& Employee :2 Task
| iz Element tems... ! Dj =

Holidays
Client X

Project
Fhaze

Sub-task

Cost Center
[[Business Development
Documentation
||Engineering Development
ingering Nevelnnment (A11F

j@ Repos

Process §

Note: The element items on your screen may be different from the element items that appear in the
above figure, since these are all user-defined elements.

2. Click on an element item in the drop-down menu to open the Manage {Element} screen. For example,
click on Client to open the Manage Client screen.

141
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NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”. Replace this with the
name of the element that you click on. For example, if you click on “Client”, the Manage Client screen will
appear, whereas if you click on “Project”, the Manage Project screen will be displayed.

%7 ewSheels  Impot/Expod  Repes | Process System © Accaunt
B Employes T Task Rules = T custom Fieiss =:%=! Customize Entry Status Fieks
ik, Element hams.. :ﬁ A approval Process (‘5" | TaskRate Fekis i8, Customize Approval Status Fieids
& Expense HlSSYS S ResortingPeriogs | T eCEMEME L% Customize Task Staus Fiells 1 Rate Tables

Edit Process Customize

—— Client Groups. —— Client

AR Add Addison Labs, nc. Add
|Paying Cients —I Amtom Technslogy, Incorporated
|Fro-Bano Open AutoLink Engineering, P, [_open_|
| Prospective Clents BlaciRock Manufacturing Partners, Inc.
| work Exchange Buegrint Energy Systems, nc.

Dalete Bright View Eleclric Company Delete

Criical Mass Technologies, hc.
CustomApp corporated
DCS Enterprises

Flexbie Technologies, nc.
GeoCon hternational. Pic
Highper Bio-Tech, Inc
Insight News Corporation
IntelPower, incarporated
LeevVave, inc.

Memorez. ncorporated
Microscive Corporation
WA

Hlgtian Engineering, inc.
PNC Management, Inc.
Powerllp Software, nc.
PQS, incorporated
Quorum Ventures, LLC.
Robr Cagital Group, Pic.
Thamas & Partners, LLC.
TransCen Systems, ne.
TriNet, ncarperated
ViskTek, Pic

VisTex, inc

Webner Microsystems, Inc.

Filterview | a1 v

NOTE: Since the element items are user-defined, each organization may have its own element items. Bear
in mind that since these are all user-defined elements, the items on your screen may be different from the
items that appear in the figures on these pages. As an example, in these pages we will see how to manage
(add/edit/delete) Client entries. Though the screens may be different, the steps to be followed will be the
same for any item under the Element Items... button.

3. Click the Add button in the {Element} panel.

The {Element} dialog box will appear ...

Client x
HSave & New
=8 =
x Cancel =] |
Save & Close Element Groups Dependencies Custom Fields
Actions Show
Element
MName \
Abbreviation |

Status
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4. In the Element panel, type a name and an abbreviated name for the {Element}. Also, select the status
of the item—Active or Inactive.

The following table describes the various items in the Element panel:

Default

Value
(if any)

How to use the Item

Type a unique name for the {Element}. For example, if
Name you are adding a Client entry, type a name for the
Client.

Type an abbreviated name for the {Element}. For
example, if you are adding a Client entry, type an
Abbreviation abbreviated name for the Client. This abbreviated
name will be displayed on screens where there is
insufficient space to display the full name.

From the Status drop-down list, select the status of

Status i A« i
the entry—whether it is “Active” or “Inactive”.

Active

Assigning the Element Item to one or more Groups

5. Click on the Groups button to display the Groups panel.

Client x
H Save & New
= =

! x Cancel E"/{g | — =1

Save & Close Element Groupe Dependencies Custom Fields
Actions Show
Is not a member of Is a member of

Paying Clients
Pro-Bono
Prospective Clients
Work Exchange

Use the Groups panel to assign the {Element} to one or more groups.

The following table describes the various items in the Groups panel:

How to use the Item
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Default

Item How to use the Item Value
(if any)

The Is not a member of panel displays the {Element}
Is not a member of Groups (if any) that have not been assigned to the
{Element}.

The Is a member of panel displays the {Element}
Groups (if any) that have been assigned to the
{Element}.

Is a member of
Note: If you are creating a new {Element}
entry, the Is a member of panel will be empty
until you assign the {Element} to a group.

Select one or more group names from the Is not a
member of panel and click the Add button to add the
{Element} to those groups.

The Add butt
€ utton When you click the Add button, the group names that

you have selected will shift to the Is a member of
panel, indicating that the {Element} is now a member
of those groups.

Select one or more group names from the Is a
member of panel and click the Remove button to
remove the {Element} from those groups.

The Remove button
When you click the Remove button, the group names

that you have selected will shift to the Is not a
member of panel, indicating that the {Element} is no
longer a member of those groups.

Specifying Dependency Element Items and Groups

6. Click on the Dependencies button to display the Dependencies panel.

Client x

&
W ol o WEEE

Save & Close Element Groups Dependencies Custom Fields
Actions. Show
Dependent Element

Expense [v]

Element Item and Group Dependencies

Add

Elements In Group

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Use the Dependencies panel to define the dependent element items and groups that can be used by an
employee while making the task entries.

NOTE: You have to specify the dependent element items and groups only if you have previously defined
certain elements to be dependent upon the {Element} item in the Task Rules screen.

The following table describes the various items in the Dependencies panel:

NOTE: These items will appear in the Dependencies panel only if you have previously defined certain
elements to be dependent upon the {Element} item in the Task Rules screen.

Default

Value
(if any)

How to use the Item

All the elements that you have defined as dependent upon
the {Element} item in the Task Rules screen will appear in
the Dependent Element drop-down list. Select each item in
turn and use the Add button to add the Dependent Element
Items and Groups that can be used by the employee while
making the task entries.

NOTE: The items that appear in this drop-down list

Dependent Element are taken from the Task Rules screen. If, in the Task
Rules screen, you have specified certain elements to
be dependent upon this Element Item, those
elements will appear in the Dependent Element
drop-down list. For example, if in the Task Rules
screen, you have specified that Expense is
dependent upon Client, then, when making a Client
entry, Expense will appear in the Dependent
Element drop-down list.

The Element Item and Group Dependencies panel
Element Item and displays all the dependent element items and groups that
Group Dependencies you have set up for the {Element}. Use the Add and Delete

buttons to add entries to, or delete entries from, this panel.

Click the Add button to add dependent element items and
groups. Select the items and groups from the Select item

The Add button dialog box that appears and click OK.
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The Delete button

Default

How to use the Item Value
(if any)
Seled element x
oK Cancel
Actons
Group
uPs u-l
MNaris
T =
UPS Ground
UPS. Chernight
Status | Acte |

To add a group to the Element Item and Group
Dependencies panel:

1. Select the group name from the Group drop-down
list. The names of the items that belong to the
selected group will appear in the Names panel.

2. To select a name, click on the name.
OR

To select the entire group, click on {Group} in the
Names panel.

3. Click OK.

The selected name or group will be added to the Element
Item and Group Dependencies panel.

To remove an item from the Element Item and Group
Dependencies panel, select the item and click the Delete
button. Office Timesheets will ask whether you really want
to delete the entry.

(Microsoft Internet Explorer

\:.’/I ‘fou are about to delete selected item(s). Continue?

|[ Cancel ]

[ ok

Click OK to delete the selected entry.
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Default

Item How to use the Item Value
(if any)

When you click on a Group item in the Element Item and
Group Dependencies panel, the members of that group will
be displayed in the Elements in Group panel.

Caent x
i e e _ a —
3 cancel il 4 33 —=}
Sarve & Close Clement Groups Depenerces Costom Feics
Actors Show
Dependent Element
Expiend El
Element Hem and Group Dependencies
¥ B_Add )
Dalata

Elements in Group

[Elgments In Group

UFS Grownd
UPS Qvamight

NOTE: Though you may define the dependent items &
groups here, they will only be enforced if you have
checked the Use level dependency rules check box in
the Task Rules screen.

Entering Other Details About the Element Item

7. Click on the Custom Fields button to display the Custom Fields panel.

Client x
H Save & New =
X cancel 1 =5 =
Save & Close Element Groups Dependencies Custom Fields
Actions Show
Custom Fields
Contact {No selection}

Address 1
Address Line 2
Address Line 3
City
State/Province
ZipiPostal Code
Country

Phone

Fax
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Use the Custom Fields panel to enter other details about the {Element}.

NOTE: The fields that you see in the Custom Fields panel are the same fields that you set up in the Custom
Field Definitions for {Element} screen.

Saving the Element Item Entry

Once you have made all the selections and specified all the details (as described in the previous topics), do
one of the following:

Click the Save & New button zraljc/:ythls {Element} entry and start creating a new {Element}

Click the Save & Close button Save this {Element} entry and return to the Manage {Element}

screen.
Click the Cancel button or the

Close button on the top right Return to the Manage {Element} screen without saving the new
corner of the {Element} dialog {Element} entry.

box

Viewing or Making Changes to an Element Item Entry

NOTE: Only systems administrators can make changes to Element Item entries.
To view or make changes to an {Element} entry:

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

1. Click on Element Items... in the Process Management tab.

A drop-down menu appears that contains the elements that you have previously defined...

'r,“;’ Sign Out =

View Sheets Import / Export
E: Employes :2 Tazk

| % Element ttems... ﬁ Appr

Holidays

Client

= Project
Phase
Sub-task

Cost Center

duziness Developme
Diocumentation

Engineering Development
S e ¥

\Fnaineering Develonment (AL
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NOTE: The element items on your screen may be different from the element items that appear in the
above figure, since these are all user-defined elements.

2. Click on an element item in the drop-down menu to open the Manage {Element} screen. For example,
click on Client to open the Manage Client screen.

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”. Replace this with the
name of the element that you click on. For example, if you click on “Client”, the Manage Client screen will
appear, whereas if you click on “Project”, the Manage Project screen will be displayed.

“w.

View Sheets import/Export  Reports Process k System Aeeount
@ Employee . T TaskRules G T Custom Fields #i=| Customize Entry Stotus Fiekis
- e S, &
“Wp Element fems. 5 [ approval Process @ i, Task Rate Fetis. 8, Customize Approval Status Fields
& Bowense Holdeys T ReportngPerogs | oSS 3 Customize Task Status Fislis 1 Rate Tabies
Edit Process Customize
Manage Client
Client Groups Client
=0 Add Addison Labs, hc. Add
Paying Chents Alstom Technolagy, Incorporated
Bro-Bong Open AutoLink Enginesring, Pic.
Prospective Chents BlackRock Manufacturing Partners, inc.
Work Exchange Blueprint Energy Systems, nc.
([ Delete | | |Brint view Eectnc Comany

Creical Mass Technologies, inc.
Customapp Incorporated
DCS Enterprises

Flexile Technologies, nc.
GeoCon infernational, Pic.
Highper Bio-Tech, Inc.
Insight News Corporation
InteiPower, Incorparated
Leewave, nc.

Memorez, incorporated
Microsolve Corporation

Hlotion Engineering, bnc.
NG Management, inc.
Powerllp Software, hc.
PQS, incorporated
Quorum Ventures, LLC.
Rohr Cagital Group, Pic.
Thomas & Pariners, LLC.
TransCen Systems, Inc.
Triliet, Incarporated
ViskTek, Pic.

VisiTek Inc.
|Webaer Microsystems, Inc.

Filler View | A1 ~]

NOTE: Since the element items are user-defined, each organization may have its own element items. Bear
in mind that since these are all user-defined elements, the items on your screen may be different from the
items that appear in the figures on these pages. As an example, in these pages we will see how to manage
(add/edit/delete) Client entries. Though the screens may be different, the steps to be followed will be the
same for any item under the Element Items... button.

3. Select an {Element} entry from the list in the {Element} panel and click the Open button.
4. Make changes to the {Element} entry.
5. Finally, do one of the following...

Click the Save & New button Save the c}.langes that you have made to the {Element} entry and
start creating a new {Element} entry.

Click the Save & Close button Save the changes that you have made to the {Element} entry and
return to the Manage {Element} screen.
Click the Cancel button or the
Close button on the top right
corner of the {Element} dialog

Return to the Manage {Element} screen without saving the
changes that you have made to the {Element} entry.
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box

Deleting an Element Item Entry

To delete an {Element} entry:

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

1. Click on Element Items... in the Process Management tab.

A drop-down menu appears that contains the elements that you have previously defined.

éﬁ’a Sign Out =

View Sheets  Import/ Export

g: Employee

| *9@} Element ftems... ﬁ

Holidays

Client

L Project

Phase

Sub-tazk

Cost Center
usiness Uevelopmel
Documentation

Engineering Development

NOTE: The element items on your screen may be different from the element items that appear in the
above figure, since these are all user-defined elements.

2. Click on an element item in the drop-down menu to open the Manage {Element} screen. For example,

click on Client to open the Manage Client screen.

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”. Replace this with the
name of the element that you click on. For example, if you click on “Client”, the Manage Client screen will
appear, whereas if you click on “Project”, the Manage Project screen will be displayed.
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N7 yewsneets  impot/Emon  Repors | Process System Ci Account Administration

& Employee T TaskRuks T Custom Fieids == Customize Entry Status Fiskls
gy Element Rems... ﬁ B AvprovalProcess @5’ 18] TaskRale Fields i.8) Customize Aproval Status Fields
& Expense Holdays 78 Peporting Periogs || DSTMSERMENIS o o cbomize Task Status Fields g7 Rate Tabies

—— Client = 1
Add | | [Addison Lats, hc Add
Alstom
Open_ | | |autoLink Engs P, Open
BlackRock Manutacturng Partners, Inc.
Work Exchangs Blaeprint Enargy Systems, inc.
Delete Bright View Electric Company Delete

Criical Mass Technologies, Inc.
Customapp Incorporated
DCS Enterprises.

Flexible Technologles, inc.
GeoCon internaticnal, Pic.
Highper Bio-Tech, Inc.
Insight Hews Corporation
InteliPower, incorporated
LieWWave, inc.

Memorez, Incorporated
Microscie Corporation
LY

MNiction Engineering, Inc.
PNC Management, hic.
PowerUp Software, inc.
PQS. Incorporated
Quorum Ventures, LLC.
Rabr Capital Growp, Pl
| Thomas & Partners, LLC.
TransCon Systems, Inc.
Triet, incorporated

ViskTak, Pic.
VisiTek, Inc.
T N
| FilerView |1 v

3. Select an {Element} entry from the list in the {Element} panel and click the Delete button.

Office Timesheets will ask whether you really want to delete the {Element} entry.

\ ? ) You are about to delete selected item(s). Continue?

EOKQ[Canoa]

4. Click OK to delete the {Element} entry or click Cancel if you do not wish to delete the {Element}

entry.

Creating an Element Item Group Entry

To add an {Element} Group entry:

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

1. Click on Element Items... in the Process Management tab.

A drop-down menu appears that contains the elements that you have previously defined...
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Sign Out ~
o
View Sheets Import] Export
& Employee i 2 Task
3 Eement tems... | ‘*E B o0
e | Holidays -
Client ¥ B Renq
Project o=
Prase
Sub-task B
Cost Center
"[Business Develsprent
Documentation
||Engineering Development

NOTE: The element items on your screen may be different from the element items that appear in the
above figure, since these are all user-defined elements.

2. Click on an element item in the drop-down menu to open the Manage {Element} screen. For example,
click on Client to open the Manage Client screen.

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”. Replace this with the
name of the element that you click on. For example, if you click on “Client”, the Manage Client screen will
appear, whereas if you click on “Project”, the Manage Project screen will be displayed.

h

r

ViewSheels  Impot/Ewpot  Reports | Process N System Account

& Erpioyes . Tl ToskRules G =] Custom Fiekds = Customize Entry Stotus Fields

iy Element tems. s [ AsorovalProcess < 12 Tosk Rate Feids 8 Customize Agproval Status Fiekds

& Exense Holfors 78 RepotingPeriogs | DTTREETEMS S Customize Task Status Fieks 5+ Rate Tables
eat Process Customizs

Manage Client
Client Groups - Client

A0 Add Adgison Labs, hc Add

Faying Cients istom Technoiogy, Icorperated

Fro-Bon0 Open utoLink Enginssrng, Pic. Open

Prospeciice Clenia. BlaciRock Manufacluring Pariners, Inc

Work Exchange Bueprint Enargy Systems, nc

Crical Mass Technologes, inc.

Customapp ncorporated
DCS Enterprises

Fiexchis Technoiogies, nc
Geoton itemational, P
Highper 8o Tech, Inc.
insight Hews Carporation
IntesPower, Incorporated
Leewvave, e

Memorez, incorporatea
Microsolve Corparation
A

Nitation Enginsering, ke
PNE Management, hc.
Powerup Software, nc.
POS, Incorporated
Quorum Ventures, LLC.
Rotr Cagital Group, Pl
Thomas & Fartners, LLC
TransCn Systems, inc
Triet, Imcarporated
ViskTex. Pic

VaTex inc.

|Weboes icrosystens, inc.

Filter View | a1 ~|

NOTE: Since the element items are user-defined, each organization may have its own element items. Bear
in mind that since these are all user-defined elements, the items on your screen may be different from the
items that appear in the figures on these pages. As an example, in these pages we will see how to manage
(add/edit/delete) Client entries. Though the screens may be different, the steps to be followed will be the
same for any item under the Element Items... button.

3. Click the Add button in the {Element} Group panel.

The {Element} Group dialog box will appear...

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Client Group x

5 save s new
X cancel

|
Save & Close
Actions.

Group Name

Notin group In group

[Addison Labs, Inc. ~

|Alstom Technology, Incorporated

|AutoLink Engineering, Pic. o
g Partners,

Blueprin ms, Inc
Bright View Electric Company
Criical Mass Technologies, nc. Remove
Customipp
DCS Enterprises

Flexble Technologes, Inc.

GeoCen international, PIc [v]

The following table describes the various items in the Employee Group dialog box:

How to use the Item

Group Name Type a unique name for the group.

The Not in group panel displays the names of
Not in group {Elements} which have not been assigned to the
group.

The In group panel displays the names of {Elements}
which have already been assigned to the group.

In grou
group NOTE: If you are creating a new entry, the In

group panel will be empty until you add
{Elements} to the group.

Select one or more {Elements} names from the Not in
group panel and click the Add button to add the
{Elements} to the group.

The Add butt
€ utton When you click the Add button, the {Element} names

that you have selected will shift to the In group
panel, indicating that the {Elements} are now
members of the group.

Select one or more {Elements} names from the In
group panel and click the Remove button to remove
the {Elements} from the group.

The Remove button
When you click the Remove button, the {Element}

names that you have selected will shift to the Not in
group panel, indicating that the {Elements} are no
longer members of the group.

4. Once you have made all the selections and specified the other details, do one of the following:
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e,

Click the Save & New button Save this {Element} Group entry and start creating a new
{Element} Group entry.
Save this {Element} Group entry and return to the Manage

Click the Save & Close button {Element} screen.

Click the Cancel button or the

Close button on the top right Return to the Manage {Element} screen without saving the new
corner of the {Element} Group {Element} Group entry.
dialog box

TIP: Once you have created {Element} Groups and assigned {Elements} to the groups, you can quickly locate
an {Element} entry, if you know which group it belongs to. When you click on the group name in the
{Element} Groups panel, the names of only those {Elements} who belong to that group will be displayed in the
{Element} panel. You can thus quickly locate the desired {Element} entry.

TIP: If you click on {All} in the {Element} Groups panel, Office Timesheets will display the names of all the
{Element} entries in the {Element} panel.

Viewing or Making Changes to an Element Item Group Entry

To view or make changes to an {Element} Group entry:

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

1. Click on Element Items... in the Process Management tab.

A drop-down menu appears that contains the elements that you have previously defined.

63 Sign Out +

View Sheets Import ! Export
g: Employes :2 Task
| % Element tems... | ﬁ @ Appr
Client il ZH Repo
Process

Project

Phase

Sub-task

Cost Center
[[Business Development
Documentation

||Enginesring Development
|Enagineering Nevelonment (41151

NOTE: The element items on your screen may be different from the element items that appear in the
above figure, since these are all user-defined elements.

2. Click on an element item in the drop-down menu to open the Manage {Element} screen. For example,
click on Client to open the Manage Client screen.
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NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”. Replace this with the
name of the element that you click on. For example, if you click on “Client”, the Manage Client screen will
appear, whereas if you click on “Project”, the Manage Project screen will be displayed.

y
& View Sheets Import / Export Reports Process System C i Account
B Enplyes ] TaskRules G T Custom Fields =7 Customize Entry Status Fislds
iy, Element fems. Al &Y asprovalProcess =1 £, Tesk Rate Feiss i.8, custonize Agproval Status Feids
S Expense Holdays B Reporing Periods || DeTMSERMEMS 3 o stomize Task Status Fiekis g+ Rebe Tebles
Edit Process Customize
Manage Chent
—— Client Groups - - Client — -
lian Add Addison Labs, lnc. Add
Paying Clents k Alstom Technslagy, Incerparated E
Fro-Bono Open AutoLink Engineering, Pic. Open
Prospective Chents BactRock Manufacturing Partnars, inc.
Work Exchange Bleprint Energy Systems, inc.
[_Delete Bright View Eleciric Campany Daleto

Crtical Mass Technologies, nc
Customapp Incorporated
DCS Enterprises

Flexible Technologies, Inc.
Geoton nternational, Pic
Highger Bic-Tech, Inc
Insight Hews Corporation
InteliPower, Incorparated
Liewave, inc

Memorez, Incorporated
Microscive Corporation
[

Motion Engineering, nc.
PNC Management, Inc.
Powerllp Seftware, Inc.
POS, Incorporated
Quorum Ventures, LLE.
Rohr Capital Group, Pic.
Thomas & Partners, LLC.
TransCon Systems, nc.
Triet, ncorporated
ViakTek, Pic.

WisiTex, Inc.

Webner Nicrasystems, Inc.

| FiterView [an >

NOTE: Since the element items are user-defined, each organization may have its own element items. Bear
in mind that since these are all user-defined elements, the items on your screen may be different from the
items that appear in the figures on these pages. As an example, in these pages we will see how to manage
(add/edit/delete) Client entries. Though the screens may be different, the steps to be followed will be the
same for any item under the Element Items... button.

3. Select an {Element} Group entry from the list in the {Element} Group panel and click the Open
button.

4. Make changes to the {Element} Group entry. (See Creating an Element Item Group entry for more
information.)

5. Finally, do one of the following...

S, P

Save the changes that you have made to the {Element} Group

o co NG Lo entry and start creating a new {Element} Group entry.

Save the changes that you have made to the {Element} Group

tikitnobine £ EHbsp o entry and return to the Manage {Element} screen.

Click the Cancel button or the

Close button on the top right Return to the Manage {Element} screen without saving the
corner of the {Element} Group changes that you have made to the {Element} Group entry.
dialog box
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Deleting an Element Item Group Entry

To delete an {Element} Group entry:

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”.

1. Click on Element Items... in the Process Management tab.

A drop-down menu appears that contains the elements that you have previously defined.

/ ]' Sign Out =
" ViewsSheets  Import/Export

‘*, Employes e :: Task!
|'\3€;} Element tems... | ﬁ L-a Appri
| Holidays

Clent £ Repol
Project Process |

Phase
Sub-task

Cost Center
[[Businezs Development
|| Documentation
||Engineering Development
L Fnaineering Develonment (41151

NOTE: The element items on your screen may be different from the element items that appear in the
above figure, since these are all user-defined elements.

2. Click on an element item in the drop-down menu to open the Manage {Element} screen. For example,
click on Client to open the Manage Client screen.

NOTE: Since the element items are user-defined, each organization may have its own element items.
Therefore, in these pages, we have referred to the element item as “{Element}”. Replace this with the
name of the element that you click on. For example, if you click on “Client”, the Manage Client screen will
appear, whereas if you click on “Project”, the Manage Project screen will be displayed.
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7 iewsSheets  Impor/Emod  Reports Process System C Account

B Employes T TaskRukes = "I Custom Fieids £ Customize Entry Status Fisids
by Element hems.. "‘.4;3] [ Apsroval Process (15" 2, ToskRate Fiekis £.8, Customize Approval Status Fieids
S Expense HeldayS 78 Regoing Periods | DS EEMEME 5 o gtomize Task Status Fiekds 5 Rate Tables

Process Customize

—— Client Groups -~ Client
Ay [ Add | | [Addison Labs, ke Add
|Paying Chents Alstem gy !_‘J
Bro-Bona Open AutoLink Enginering, Pic Open
|Prospective Clients. Partners, Inc.
| Work Exchange Biueprint Energy Systems, inc.
Delete Bright View Electric Comoany Delete

Critical Mass Technologies, inc.
CustomApp lcorporated
DCS Enterprises

Flexcble Technologles, inc.
GeoCon International, Pic.
Highper Bio-Tech, Inc.
Insight News Corporatian
InteliPower, Incorparated
Lesiave, e

Memorez, incorporated
Microscive Corporaton

HMotion Engineering, Inc.
PNC Wanagement, inc.
Powerlp Software, Inc.
PQS, Incorporated
Quorum Ventures, LLC.
Robr Capital Growp, Plc.
Thomas & Partners, LLC.
TransCen Systems, Inc:
TriNet, Incorporated
ViskTek, Pic

VisiTek inc.

Webner Microsystems, inc.

Filter View | a1 2

NOTE: Since the element items are user-defined, each organization may have its own element items. Bear
in mind that since these are all user-defined elements, the items on your screen may be different from the
items that appear in the figures on these pages. As an example, in these pages we will see how to manage
(add/edit/delete) Client entries. Though the screens may be different, the steps to be followed will be the
same for any item under the Element Items... button.

3. Select an {Element} Group entry from the list in the {Element} Groups panel and click the Delete
button.

Office Timesheets will ask whether you really want to delete the {Element} Group entry.

| Microsoft Internet Explorer X

\ ? ) You are about to delete selected item(s). Continue?

k Ok J[ Cancel ]

NOTE: You cannot delete a group that has some entries assigned to it. If you try to delete such a group,
Office Timesheets will display the following message:

' Microsoft Internet Explorer (%)

' : ‘fou cannot delete this group(s) because it is in use.

To delete such a group, you will first have to remove the entries from the group.
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Expense Items and Expense Item Groups

Expense Items are user defined names and/or codes for categorizing expense types within an organization.
Expense Items are typically used to correspond with special General Ledger (GL) account codes that have
been setup in a company’s accounting system so that expenses may be properly categorized, tracked,
reported and/or reconciled.

Expense items may also be organized into groups just like employees and other element items. For example,
you might create an Expense Group named “Travel & Entertainment” to categorize all travel & entertainment
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.

Use the Manage Expense screen to add/edit/delete Expense Items and Expense Groups.

7 viewSheets  Impot/Espot  Reports | Process Management |  System Ci i Account
& Ergloyes 7 TaskRules G T CustomFieids =:2 Customize Entry Status Fisids
U Element tems :'\"_ﬂ] EA Aporoval Process = £|, Tosk Rate Fiekds 18, Customize Apgroval Status Fieids
& Expense HoldayS 79 Reportng Periods | DSTE ERMENS S Customize Task Status Fels 35 Rate Tables
Edt Process Customize
Manage Expense
—— Expense Groups - Expense
fian Add Airfare Add
s T | — T
[_Open ] | courer Open
Entertainment
FedEx Overnight
Delete FedEx Standard
Internet
Lodgng
Meais
Office Sugplies
Phone
Postage
Prrting
Rental Car
Shiping (Non-Standard)
UPS Ground
UPS Overnight
| Filter View | an ~]

The following table provides more details about the components of the Manage Expense screen:

Item How to use the Item Default Value
(if any)

This panel displays the list of Expense Items that have
Expense panel been made till now. It also has buttons to add, view/edit
and delete Expense Items.

The Add button Click the Add button to add a new Expense Item.

The Open button Select an Expense Item in the list box and click the Open
p button to view or make changes to the Expense Item.
Select an Expense Item in the list box and click the Delete

Rlieeletdtacon button to delete the Expense Item.
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How to use the Item Defa!ult el
(if any)

Select whether to view only active entries, inactive entries

or all entries. All

Filter View

This panel displays the list of Expense Groups that have
Expense Groups panel been defined till now. It also has buttons to add, view/edit
and delete Expense Groups.
The Add button Click the Add button to add a new Expense Group.
Select an Expense Group entry in the list box and click the
The Open button Open button to view or make changes to the Expense
Group entry.

Select an Expense Group entry in the list box and click the

LI R Delete button to delete the Expense Group entry.

Adding an Expense Item Entry

To add an Expense Item entry:
1. Click on the Expense icon in the Process Management tab.

The Manage Expense screen will appear...

"‘- F Wiew Sheels Import { Export Repars Process Management System Configuration Account Administration
G Employes 7J TaskRules G T Custom Fieids 22| Customize Entry Status Fields
By Element tems B3 [ approvaiProcess = 2], ToskRate Feids i8, Customize Apgroval Status Fiekds
@ Expense Hokioyn T8 Reporting Pericds Onfme Conone =] Custormize Task Status Felds ;== Raote Tables
Edit Process Customize
Manage Expanse
—— Expense Groups - - Expense —
) Add Airfare Add
i ST || r— [_po )
Courer Open
Entertainmant
FedEs Overnight
FedEx Standard
Internet
Lodging
Meais
Office Supphes
Phone
Postage

Printing

Rental Car

Shipping (Nan-Standard)
UPS Ground

UPS Overnight

| Fitter view | an |

2. Click the Add button in the Expense panel.

The Expense dialog box will appear...
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Expense x

|t save & new
x Cancel _J E
Save & Close Definition Groups Custom Fields
Action Show
Expense
Name |
Description

Sas [ Acte [v]

Price 0.00

Quantity 1.00
Markup / Markdown | 0.00
Tax 0.00

3. Inthe Expense panel, type a name and a description for the expense item. Also, select the status of
the item—Active or Inactive.

4. In the Price text box, enter a default price for the expense item.

5. In the Quantity text box, enter a default quantity for the expense item.

6. In the Markup/Markdown text box, type the markup or markdown rate. Use positive values to
markup and negative values to markdown.

7. Inthe Tax text box, enter the tax rate applicable for the expense item.

NOTE: It is not necessary to enter values for Price, Quantity, Markup/Markdown and Tax. These values
are optional and can be left blank. The actual value for these fields can be entered by a Timesheet user at
the time of recording an expense.

Assigning the Expense Item to One or More Groups

8. Click on the Groups button to display the Groups panel.

Expense X

4| EE

H Save & New

=

i x Cancel ==
Save & Close Definition Groups Custom Figlds
Action Show
- Is not a member of - Is a member of

ups

Remaove

Use the Groups panel to assign the expense to one or more groups.

The following table describes the various items in the Groups panel:

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Item

Is not a member of

Is a member of

The Add button

The Remove button

How to use the Item

The Is not a member of panel displays the Expense
Groups (if any) that have not been assigned to the
expense item.

The Is a member of panel displays the Expense
Groups (if any) that have been assigned to the
expense item.

NOTE: If you are creating a new entry, the Is a
member of panel will be empty until you
assign the expense item to a group.

Select one or more group names from the Is not a
member of panel and click the Add button to make
the expense item entry a part of those groups.

When you click the Add button, the group names that
you have selected will shift to the Is a member of
panel, indicating that the expense item is now a
member of those groups.

Select one or more group names from the Is a
member of panel and click the Remove button to
remove the expense item entry from those groups.

When you click the Remove button, the group names
that you have selected will shift to the Is not a
member of panel, indicating that the expense item is
no longer a member of those groups.

Entering Other Details About the Expense Item

9. Click on the Custom Fields button to display the Custom Fields panel.

Expense

H’ Save & New

X Cancel

Save & Close
Action
Custom Fields
Expense ID
GL Account Code
Audit Code

Definition Groups Custom Fields

Show

{No =election} |» I

Use the Custom Fields panel to enter other details about the expense item.

Default
Value

(if any)
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NOTE: The fields that you see in the Custom Fields panel are the same fields that you set up in the Custom

Field Definitions for {Element} screen.

Saving the Expense Item Entry

10. Once you have made all the selections and specified all the details (as described in the previous

topics), do one of the following...

Save this Expense Item entry and start creating a new Expense

Click the Save & New button
Item entry.

Click the Save & Close button
Expense screen.

Click the Cancel button or the
Close button on the top right

corner of the Expense dialog box Expense Item entry.

Viewing or Making Changes to an Expense Item Entry

To view or make changes to an Expense Item entry:

1. Click on the Expense icon in the Process Management tab.

The Manage Expense screen appears...

s View Sheels Import / Export Repors Process Account

System C:

& Ervioyes ZJ TaskRukes & = Custom Fiesss =22 Customize Entry Status Fields.
Wy Bement lems. 5 B Approval Process T4 2], ToskRate Fiekds B Customize Approval Stalus Fiekls
& Expense HoldayS 78 Reportig Perods | DETISERMENIS W% Costomize Task Status Fiekds 3% Rate Tables
Edt Process Customize
Manage Expense
—— Expense Groups - Expense
(AR Add Airfare Add
& —— | — [ )
[Lopen ] | | courer Open
Entertainment
FedEx Overnight
Fedtx Standard

Intermet
Lodgng.

Hess

Office Supples

Pnone

Fostage

Printng

Rental Car

Shipping (Non-Standard)
UPS Ground

UPS Ovemignt

| Filter View | an

Select an Expense Item entry from the Expense panel and click the Open button.
Make changes to the Expense Item entry.

2.
3.
4. Finally, do one of the following...

Save this Expense Item entry and return to the Manage

Return to the Manage Expense screen without saving the new
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Click the Save & New button Save the cl}anges you have made to the Expense Item entry and
start creating a new Expense Item entry.
Save the changes you have made to the Expense Item entry and

tikitnotine £ EHbsp o return to the Manage Expense screen.

Click the Cancel button or the
Close button on the top right
corner of the Expense dialog box

Return to the Manage Expense screen without saving the
changes you have made to the Expense Item entry.

Deleting an Expense Item Entry

To Delete an Expense Item entry:
1. Click on the Expense icon in the Process Management tab.

The Manage Expense screen appears...

T yiew sheets Import | Export Repors Procass ) Systern C i Account
& Employes T ToskRules — =] Custom Fields 2.2 Customize Entry Status Fickds.
) Element tems E [ Approvel Process ‘1’;" ], ToskRate Fiekls B, Custormize Aparoval Status Fisids
S Expense HeloyS 79 Reporting Periods | DS EEMENIS o5 Cstomize Tosk Status Fiells 3 Rote Tables
Edit Process Customize
Manage Expense
—— Expense Groups —— Expense
AR Add Airfare. Add |
UPS Computer Equipment
Courr
Entertainment
FedEx Overnight
Fedex standare
Intermet
Lodging
Meals
Office Supgles
Phane
Postage
Printing
Rental Car
Shipping (Non-Standard}
UPS Ground
UPS Dvernight
| Filterview | s v

2. Select an Expense Item entry from the Expense panel and click the Delete button.

Office Timesheets will ask whether you really want to delete the Expense Item entry.

Microsoft Internet Explorer <]

5\ ? ) ‘fou are about to delete selected item(s). Continue?

[ OK. J[ Cancel ]
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3. Click OK to delete the Expense Item entry or click Cancel if you do not wish to delete the Expense
Item entry.

NOTE: You cannot delete an Expense Item entry which is being used. If you try to delete such an entry,
Office Timesheets will display the following message:

[ ic nternet Explorer E

! : You cannot delete this record(s) because it is in use.

Creating an Expense Group Entry

Expense items may also be organized into groups just like employees and other element items. For example,
you might create an Expense Group named “Travel & Entertainment” to categorize all travel & entertainment
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.

To create an Expense Group entry:
1. Click on the Expense icon in the Process Management tab.

The Manage Expense screen will appear...

7 viewsSheets  Impo/Export  Reports | Process System C Account Administration
& Erployes T Task Rules . [ customFieids. 22| Customize Entry Status Fields
W Element ems.. ﬁ B Approval Process %" 1], Tosk Rate Fieids 58, customize Approval Status Fields
& Expense Holdsys 79 ReportigPerinds |~ oS ERMENIS L Costomize Task Status Fields 3 Rate Tables

Edit Process Custamize

— Groups ——Ei
] Add Airfare Add |
UPS Compuier Equipment

| Entertainment

L FedEx Ovemnight

Delete FedEx Standard Delete I
Internet
Ladging
Heas
Office Supples.
Phone
Postage
Printing
Rieral Car
Shipping (Non-Stancard)
UPS Ground
UPS Overnight
|
*| Filter View | an |

2. Click the Add button in the Expense Groups panel.
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The Expense Group dialog box will appear...

Expense Group

H Save & New

x Cancel

]
Save & Close
Action
Group Mame

Motin group

Airfare

Computer Equipment
Courier
Entertainment
FedEx Overnight
FedEx Standard
Internet

Lodging

Meals

Office Supplies.

Phone M

In group

The following table describes the various items in the Expense Group dialog box:

Item

Group Name

Not in group

In group

The Add button

The Remove button

How to use the Item

Type a unique name for the group.

The Not in group panel displays the names of
Expense Items that have not been assigned to the

group.

The In group panel displays the names of Expense
Items that have already been assigned to the group.

Note: If you are creating a new entry, the In
group panel will be empty until you add
Expense Items to the group.

Select one or more Expense Items from the Not in
group panel and click the Add button to add the
Expense Items to the group.

When you click the Add button, the Expense Items
that you have selected will shift to the In group
panel, indicating that the Expense Items are now
members of the group.

Select one or more Expense Items from the In group
panel and click the Remove button to remove the
Expense Items from the group.

When you click the Remove button, the Expense
Items that you have selected will shift to the Not in

Default
Value

(if any)
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Default

Value
(if any)

Item How to use the Item

group panel, indicating that the Expense Items are no
longer members of the group.

3. Once you have made all the selections and specified the other details, do one of the following:

Save this Expense Group entry and start creating a new Expense

Click the Save & New button
Group entry.

Save this Expense Group entry and return to the Manage

Click the Save & Close button
Expense screen.

Click the Cancel button or the

Close button on the top right Return to the Manage Expense screen without saving the new
corner of the Expense Group Expense Group entry.
dialog box

TIP: Once you have created Expense Groups and assigned expense items to the groups, you can quickly locate
an expense entry, if you know which group it belongs to. When you click on the group name in the Expense
Groups panel, the names of only those expense items that belong to the selected group will be displayed in the
Expense panel. You can thus quickly locate the desired expense item entry.

TIP: If you click on {All} in the Expense Groups panel, Office Timesheets will display the names of all the
expense items.

Viewing or Making Changes to an Expense Group Entry

To view or make changes to an Expense Group entry:
1. Click on the Expense icon in the Process Management tab.

The Manage Expense screen appears...
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N7 Viewsheels  import/Export  Reports Procass System C Account

G Ervioyee 70 TaskRules G 5] custom Fieids 2 customze Entry Status Fieiss.
) Element Rterms. EE A AssovalProcess =7 2|, ToskRate Fieks 58, Customize Aparoval Status Fickis
S Bpense HOMEYS ) RepotngPerids | DoTe EEMEME Sl Customize Task Status Fieids g Rate Tables
Edt Process Customize
Manage Expense
~ Expense Groups - -—— Expense —
(AR Add Airfare l Add
uPs Computer Equipment
-mm Courier Open
Entertainment
FedEx Overnight
Fed Sandarg
Internet
Lodging
Meais
Office Supples
Phone:
Postage
Printing
Reental Car
Shipping (Non-Standard)
UPS Ground
UPS Overnignt
| Filter View [ an v

2. Select an Expense Group entry from the Expense Groups panel and click the Open button.
3. Make changes to the Expense Group entry.
4. Finally, do one of the following...

Click the Save & New button Save the cl.langes you have made to the Expense Item entry and
start creating a new Expense Group entry.

Click the Save & Close button Save the changes you have made to the Expense Group entry
and return to the Manage Expense screen.

Click the Cancel button or the

Close button on the top right Return to the Manage Expense screen without saving the
corner of the Expense Group changes you have made to the Expense Group entry.
dialog box

Deleting an Expense Group Entry

To Delete an Expense Group entry:
1. Click on the Expense icon in the Process Management tab.

The Manage Expense screen appears...
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7 yiewsSheels  ImportiBwport  Reports | Process Management System Configuration  Account Administration

& Ervloyee ) TaskRules = = Custom Fielss =i Customize Entry Status Fields
U Element fems.. ﬁ B Approval Frocess. %" |£] Task Rate Fislds 9, Customize Apgroval Status Fieids
& Expense HoldayS 79 Reporting Periods | oS EEMEMIS 05 Customize Task Status Fields 3 Rate Tables
Process Customize
—— Expense Groups —— Expense
&0 Add Airfare add |
UPS Compuler Equipment
| Entertainment
’ FedEx Owvernight
Delete FedEx Standard E

Internet

Lodging

Meals

Office Supples

Phone

Postage

Printing

Rental Car

Shipping (Mon-Standard)

UPS Ground

UPS Overnight

“| Filter View | an _-;]

2. Select an Expense Group entry from the Expense Groups panel and click the Delete button.

Office Timesheets will ask whether you really want to delete the Expense Group entry...

3. Click OK to delete the Expense Group entry or click Cancel if you do not wish to delete the Expense
Group entry.

NOTE: You cannot delete a group that has some expense items assigned to it. Office Timesheets will
display the following message if you try to delete such a group ...

/ ' : ‘You cannot delete this group{s) because itis in use.

To delete such a group, you will first have to remove the expense items from the group.

Timesheets Templates

The Timesheet Templates feature allows you layout a list of tasks and copy them to Employees, Employee
Groups and/or other Timesheet Templates. To ensure project success many companies or organizational
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departments use a standardized set of phases and tasks for most of their project. The Timesheet Templates
feature allows you to layout your standardized task list for projects so you can more quickly pick and choose
which of those tasks will be used on selected projects; and then assign those project tasks to employee more
quickly and efficiently.

Most organizations also need a standardized set of non-project related tasks placed on their employee
timesheets such as general administrative task codes (training, internal meetings, etc.); paid and non-paid
leave tasks codes (vacation, sick time, maternity leave, etc.); and more. Timesheet Templates is a great feature
for managing these standardized tasks; and allows you to copy them to a new employee’s timesheet in a
matter of seconds.

Timesheet Template Administration

Timesheet Templates work similar to Employee and Employee Timesheets. Templates or Template Names
are added, grouped, modified, and/or deleted from the from the Process Management area of Office
Timesheets; while Timesheet Template tasks are created and managed from the View Sheets tab.

Adding New Templates

To add a new Timesheet Template:

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

2. Click the Add button in the Timesheet Template column.

3. Typein a Name and Abbreviation for the Timesheet Template; and click Save & Close (or Save &
New if you wish to immediately create another Timesheet Template).

Y

;‘ Employee [ led] Timesheet Templates |

View Sheets Import / Export Repors Frocess Management System
=) Task Rules

- E-.
ﬁ E Approval Process LT

":*‘;3‘_;, Element ftems. ..

:% Expense e o E Reporting Periods Uetme s
Edit Process
Timesheet Template
Templates Groups - [ Timesheet Tem

A Add BlagkRuck Gemini
CapitalnvR
Default Employee Time
Falcon BRO

New Template

PNC Extranet
Silverleaf

Standard Project Tem,
Super-FX

TriNet API

Editing Existing Templates

To edit an existing Timesheet Template:

1. Click on the Process Management tab; and then click on the Timesheet Templates icon in the Edit
ribbon group.
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2. Highlight the template name you wish to edit in the Timesheet Template column; and click the Open

button.
3. Type in the edits for the Timesheet Template; and click Save & Close (or Save & New if you wish to

immediately create another Timesheet Template).

Timesheet Template

| b saves New —
=
b X cance oA

Save & Close Tim&sh-ec-t Template Groups
Actions Show
Mame BlackRock Gemini
Abbreviation |BR Gemini
Status Active [
Deleting a Template

To delete a Timesheet Template:

1. Click on the Process Management tab; and then click on the Timesheet Templates icon in the Edit

ribbon group.
2. Highlight the template name you wish to delete in the Timesheet Template column; and click the

Delete button.

NOTE: You must delete all of a timesheet template’s tasks before it can be deleted. If you attempt to
delete a Timesheet Template that has tasks within the template the following message will appear ...

Message from webpage @
ilac
apit
lefa
alco

! L Cannot delete this Timesheet Template(s), because it is in use.

NEC
fan
itan

upe|
Tilet API [

Timesheet Template task can be deleted using the Delete Tasks & Entries function found in View Sheets

tab.
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Grouping Templates

Like Employees and Element Items, Timesheet templates can be placed in one or more groups. To add a
Timesheet Template group and place Timesheet Templates to the group:

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

2. Click the Add button in the Templates Groups column.

3. Type in a Group Name for the Template Group; select the Timesheet Templates you wish to place in
the group from the Not in group column and click the Add button (moving them to the In group
column); and click Save & Close (or Save & New if you wish to immediately create another
Templates Group).

Templates Group x

Actions
Group Mame
|Gcwemrnent Contracts |
~—— Motingroup ———— ~——— In group
‘Capital’'VR BlackRock Gemini
Default Employee Timesheet PNC Extranet
Falcon BPO Super-Fx
New Template
Sitverleaf

‘Standard Project Template
TriNet API Remove

e = save & New
x M
Save & Close

Setting a Template’s activity status (Active/Inactive)

To change a Timesheet Templates activity status:

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

2. Highlight the template name you wish to edit in the Timesheet Template column; and click the Open
button.

3. Click on the Status drop down to choose the status (Active/Inactive) you wish to set for template;
and click Save & Close.
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Timesheet Template x

H Save & New

X Cancel l%/: =
Save & Close Timezheet Template Groups
Actions Show
Name  [ETEEDE
Abbreviation |CapWR
Status Active ||
Active

Managing Template Tasks

Timesheet Template Task management is performed from the View Sheets tabs. To access Timesheet
Template Tasks navigate to the View Sheets tab; and click on the Timesheets Templates icon in the View
ribbon group.

- Sign Out =
= View Sheets Import / Export Reports
j Da
L Fd Tin
Timesheset Expensed® | Timesheet Templates ( cri

The templates task view is similar to the Timesheet view. However, unlike the Timesheet view, the Timesheet
Templates view does not contain the time entry cell grid.
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@ Sign Out - admin
View Sheets Import/ Export Reports Process Management System Configuration
o - :ﬂ Day o Add Tasks «7 Edit Task Q Copy Selected Tasks
l'\‘r:_j ; @_‘ﬂ, "3 Time Clock W AddTaskFromTemplate T Mass Update... | Delete Tasks And Entries
[ iest R E s sw i = Tisehest Tenpioies I Crieria <& Re-generate Tasks 4] Copy Tasks
View Task
Timesheet Template View
Template Selector —-I BlackRock Gemini
List of tasks Temp ‘ Client (Customer) ‘ Project (Job) Actvity (Service ltem): Sub-Activity (Class) Pay Code (Payroll :
%ﬁsllm A BlackRock Gemini : BlackRock Manufacturing Partners, Inc. : Gemini CRM : 1 - Requirements Analy:’ 1.1 - Gather Requirements : Regular Time 1=
F Gemini Partners, Inc. : Gemini CRM 1 - Requirements Analy:: 1.2 - Write Specification Regular Time
] Gemini Partners, Inc. : Gemini CRM 1-Req Analyti 1.3 - Review : Regular Time
cRock Gemini  : BlackR: g Pariners, Inc. : Gemini CRM 2 - Planning 2.2 - Determine Resources Regular Time :
| plackRock Gemini : g Partners, Inc. : Gemini CRM 2 - Planning : 221 - Develop Schedule : Regular Time 3
. Gemini Partners, Inc. : Gemini CRM 2 - Planning : 2.3 - Schedule Review : Regular Time
Task Selection check ] Gemini g Partners, Inc. : Gemini CRM 3 - Design 3.1 - Write Workflow : Regular Time
box - selected tasks can [7] BlackRock Gemini : BlackR: g Partners, Inc. : Gemini CRM 3 - Design 3.2 - Workflow Review : Regular Time
be copied to specified ] plackRock Gemini - BlackRock Manufacturing Partners, Inc. : Gemini CRM 3- Design 3.3 - Design Mockup * Regular Time
employees and/or other ] Gemini : Partners, Inc. : Gemini CRM 3- Design :3.3.1 - Review Design  Regular Time
timesheet templates ] Gemini R g Partners, Inc. : Gemini CRM 3 - Design : 3.4 - Finakze Design : Regular Time
["] plackRock Gemini : BlackRock g Pariners, Inc. : Gemini CRM 4 - Development 4.1 - Backend Development : Regular Time
| plackRock Gemini : BlackRock Manufacturing Partners, Inc. : Gemini CRM 4 - Development : 4.2 - Frontend Development : Regular Time
Gemini g Partners, Inc. : Gemini CRM 4 - Development : 4.3 - Installer Development : Regular Time
cRock Gemini  * BlackR: g Partners, Inc. : Gemini CRM t4-Dy S4.4- D C : Regular Time -
Adding Tasks to a Timesheet Template

To add a task to a timesheet template:

1.

Click on the Add Tasks icon in the Task ribbon group in the View Sheets tab...the New Task dialog

will appear.

Click on the Employee/Timesheet Template drop down and choose Timesheet Template; select the

appropriate template name; choose appropriate elements items; enter Task Start and Due dates if
desired; enter Task rates hours if desired; make Task Status selection as needed; enter task notes if
needed (by clicking on the Notes icon in the Show ribbon group; and Save & Close (or click Save &
New if you wish to immediately create a new task after saving the current task).

Office Time
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Mew Task

i

Save & Close

=
b
X

Actions

Save a

W

Copy -

4 |2

Task Hut&s

Save & New

Cancel
Show

Task Elements Task Start and Due dates

Timesheet Template |L] {No selection} Start Date j
Employee N lecti Due Date j
Timesheet Template {No selection}

NO00O

Froject {No selection} Task rates and hours
Event {No selection} Task rate 0.00
Activity {No selection} Budgst 0.00 0.00

Cost 0.00 0.00

Est. to Complete 0.00 0.00

Status Fields

[“] complete [“I gillable

[Tl on Hold

[l cancelled

Editing Timesheet Template Tasks

1. Double-click on the Timesheet Template task you wish to edit.
2. Edit the task properties as desired; and click Save & Close.

TIP: Use the Save as Copy function if you wish to create new task by simply opening an existing task; and
making small changes (example: changing “Activity” code and create as a new task). This function saves
time in creating new task as saves time by eliminating task field selections.

Task X
' Save as Copy = 1
l":, =
h Save & New i
Save & Close )( Cancel Task Motes
Actions Show

TaskElements Task Start and Due dates

Timesheet Template El BlackRock Gemini E] Start Date j
Client (Customer) BlackRock Manufacturing Partners, Inc. E] Due Date j
Project (Job) Gemini CRM (i) Task rates and houre
Achiity (Service ltem) 1 - Requirements (i) Task rate w00
Sub-Activity (Class) 1.1 - Gather Regs i)
Pay Code (Payroll lten RT (=) Budget 55.00 210.00
Cost 35.00 210.00
Est. to Complete 55.00 210.00

Status Fields
DCompIete
[CIgillable
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Copying Selected Timesheet Template Tasks

The Timesheet Templates Task view has built functionality to allows you easily select task from the view and
quickly copy them to one or more employee timesheets; and/or one or more Timesheet Template Task Lists.

To copy selected timesheet template tasks:

1. Select the tasks you wish to copy in the Timesheet Templates Task view by checking task’s checkbox;
and click on the Copy Selected Tasks icon in Task ribbon group.

6*3 Sign Out = —

View Sheets Import/ Export Repors Process Management System Configuration

L] Day S Add Tasks 27 Edi Task 53] Copy Selected Tasks
j Time Clock |i+ Add Task From Template hl:'_’ Mass Update... Z)(_' Delete Tasks And Entries
)

k
Timeshest Expenses Timesheet Templates

P criteria |w&s Re-generate Tasks Copy Tasks
View Task
Timesheet Template View

BlackRock Gemini -

Template Client (Customer) Project (Job) Actvity (Service ltem): Sub-Activity (Class) Pay Code (Payrol

!Z| BlackRock Gemini - BlackRock Manufacturing Partners, Inc ‘Gemini CRM 1 - Requirements Analys: 1.1 - Gather Reguirements. Regular Time:
BlackRock Gemini - BlackRock Manufacturing Partners, Inc. Gemini CRM 1 - Requirements Analys: 1.2 - Write Specification Regular Time:

_ BlackRock Gemini : BlackRock Manufacturing Partners, Inc. Gemini CRM 1 - Requirements Analys: 1.3 - Specification Review Regular Time

|:| BlackRock Gemini - BlackRock Manufacturing Partners, Inc. Gemini CRM 2 - Planning 2.2 - Determine Resources Regular Time

|:| BlackRock Gemini  : BlackRock Manufacturing Partners, Inc. ‘Gemini CRM 2 - Planning 2.2.1 - Develop Schedule Regular Time

|:| BlackRock Gemini  : BlackRock Manufacturing Partners, Inc. ‘Gemini CRM 2 - Planning 2.3 - Schedule Review Regular Time

|:| BlackRock Gemini  : BlackRock Manufacturing Partners, Inc. ‘Gemini CRM 3 - Design 3.1 - Write Workflow Regular Time:

D BlackRock Gemini - BlackRock Manufacturing Partners, Inc ‘Gemini CRM 3 - Design 3.2 - Workflow Review Regular Time

|:| BlackRock Gemini - BlackRock Manufacturing Partners, Inc. Gemini CRM 3 - Design 3.3 - Design Mockup Regular Time

|:| BlackRock Gemini - BlackRock Manufacturing Partners, Inc. Gemini CRM 3 - Design 3.3.1 - Review Design Regular Time:

|:| BlackRock Gemini : BlackRock Manufacturing Partners, Inc. Gemini CRM 3 - Design 3.4 - Finalize Design Regular Time

[ =T P P S S S, e OIS P P = . P

2. From the Copy Selected Tasks dialog box select choose Employee or Timesheet Template; select the
Template/s, Template Group/s, Employee/s, or Employee Group/s you wish to copy the selected
tasks to; choose the other task attributes you wish to copy; and click OK.

Copy Selected Template Tasks x
oK Cancel
Actions
Copy Selected Tasks To
Employee El {Group} Buziness Development [3
[+ Copy task rates ¥ Copy status fields [+ Copy tracking info i—l Copy notes
[T owerwrite existing tasks [ Only copy tasks that satisfy task rules

TIP: You can undo the last Copy Selected Task function you performed by clicking on the Copy Selected
Task icon in the Tasks ribbon group of the View Sheets tab; and clicking on the Undo Last Copy icon in the
Copy Selected Template Tasks dialog box.
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Copy Selected Template Tasks

v/ Xl

Cancel Undo Last Copy
Actions
Copy Selected Tasks To
Employee El {Mo selection} [:]

[l Copy taskrates [ Copy status fields [ Copy tracking info [l Copy notes

[l Only copy tasks that satisfy task rules

Using the “Add Tasks From Template” function

You can add one or more tasks from a timesheet template directly to your timesheet from the Timesheet view
in the View Sheets tab. To add a task from a template from the timesheet view:

1. Click on the Add Task From Template icon.

View Sheets Import / Export Reports Process Management System Configuration Account Administration

1 Day (L Add Task & En S AddTasks 4 Mass Update...
— = X - - = .
.'_1 é ] |#\/§E _j Time Clack Lh |a Add Task From Template | sw] Copy Tasks

sheet  Expenses  Timesheet Templates _[' Criteria

Add ‘i’ii—ne Entry (T Timer 0ff %2 Re-generate Tasks % Delete Tasks And Entries
X Delete Time Entry || |27 Edit Task
View Time Entry Task

From the Add Tasks From Template dialog box select the template you wish to view in using the
template selection drop drown; select the task/s you wish to add to your timesheet using the task
selection checkbox in the Add Tasks From Template dialog box; and click Save & Close (or click
Save & New if you wish to add more tasks immediately after the previous action).
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“1

Add Tasks From Template

H’ Save & New

}( Cancel

Save & Close

Actions
BlackRock Gemini

Client (Customer)

BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
BlackRock Manufacturing
Partners, Inc.
RlarkRock Manufacturina

M7 check Al

[[] Uncheck Al

Selection

Project (Job)
Gemini CRM
Gemini CRM
Gemini CRM
Gemini CRM
Gemini CRM
Gemini CRM
Gemini CRM
Gemini CRM

Gemini CRM

Actvity (Service Item)

1- Requirements
Analysis
1- Requirements
Analysis
1- Requirements
Analysis

2 - Planning
2 - Planning
2-Planning
3-Design
3-Design

3 - Design

Sub-Activity (Class)

1.1- Gather
Requirements

1.2 - \Write Specification

1.3 - Specification Review

2.2 - Determine
Resources

2.21-Develop Schedule
2.3 - Schedule Review
3.1 - Write Workflow
3.2-Workflow Review

3.3 - Design Mockup

Pay Code (Payroll ltem)
Regular Time
Regular Time
Regular Time
Regular Time
Regular Time
Regular Time
Regular Time
Regular Time

Regular Time

m

Example: Use Timesheet Templates to Create Default Employee Tasks

A common use for Timesheet Templates is to create a template that contains a common set of tasks that are

placed on every employee’s timesheet. Here we’ve created a Timesheet Template named “Default Employee
Timesheet” which contains a set of common non-project related tasks every employee will have placed on
their timesheet.

You can select some or all of the tasks within a template by checking each task’s corresponding selection
checkbox...

&)

Sign Out =
&)

admin

View Sheets Import/ Export Reports Process Management System Configuration
T Day S Add Tasks &7 Edit Task
k Q (e A Time Clock [+ Add Task From Template EI:L‘ Mass Update...
Timesheet Expenzes Timesheet Templates _/ Criteria ﬁ: TrorrimaErE _121 TrmEE S
View Task
Timesheet Template View
Default Employee Timesheet
Template Client (Customer) Project (Job) Actvity (Service Item): Sub-Activity (Class)
Default Employee Ti: Ni&A MNiA 0 - Leave 0.1 - Paid Leave
Default Employee Ti: Ni& MiA 0 - Leave 0.1 - Paid Leave
Default Employee Tii: NAA MiA 0 - Leave 0.1 - Paid Leave
Default Employee Tii: NAA NiA 7 - Administration 7.1 - Training
[¥] Default Employee Tii® N/A MNiA 7 - Administration 7.2 - Mestings

_‘2’, Copy Selected Tasks
3% Delete Tasks And Entries

Pay Code (Payroll
Holiday

Sick Leave
Vacation

Regular Time

Regular Time

Once you have selected the tasks you wish to copy simply click on the Copy Selected Tasks icon in the Task
ribbon group, and the Copy Selected Template Tasks dialog box will appear...
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Copy Selected Template Tasks x

OK Cancel
Actions

Copy Selected Tasks To
Employee El Andrea Paulino D

[ Copy taskrates O Copy status fields O Copy tracking info [ Copy notes
[ Only copy tasks that satisfy task rules

Choose Employee (or Template if you are copying the selected tasks another template) from the selection
drop down; and select one or more employees and/or employee groups from using the selector button; check
any appropriate copy options; and click OK.

Managing Timesheets, Expenses and Task Entries

The main purpose of the Office Timesheets application is to help you manage and track your timesheets,
expenses and tasks. Office Timesheets provides you with a Timesheet and an Expense sheet. Use the
Timesheet to enter and track the time spent on your projects. Use the Expense sheet to maintain and track
your project related expenses.

Timesheets and Expense sheets also provide a convenient way for your employees to keep track of the time
and money spent on project related tasks. Employees can fill these time and expense sheets and submit them
to their managers for approval.

Use the View Sheets tab to record your Time, Expense and Task entries. Using the functions of the View
Sheets tab, you can:

e View/edit your timesheet or the timesheet of any of your employees.

e View your timesheet in different ways—week view, day view, time clock view.

o Specify filter criteria to configure the timesheet view to your liking.

e Add/View/Edit time entries.

e Add/View/Edit expense entries.

e Add/View/Edit task entries.

e Regenerate task entries.

e Perform a Mass Update of employee entries, time/expense entries and task entries.

e Copy task entries, task rates, status fields, notes etc. from one timesheet to one or more other
timesheets.

e Delete time, task and expense entries.

e Send your timesheets for Approval (if you are an employee) and change the Approval Status of your
employee’s timesheets (if you are manager).
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The View Sheets tab

The View Sheets tab contains all the functions needed to manage your task, time and expense entries.

N [Gewsness | impon/Ewet  Repots  ProcessManagement  Syshem Coesgueaion  AccoundAdminisialian w

f— (13 bay (el aca Teme Entry | 3 oa Tasks T Massupasts_ ; .

R T Tetlock | () Tnae On B ResenmaieTasts 53 Cosy Taaks \.2 ﬂ

T N (i Tmer OF & B Tas K] Deiete Tasks AndEnires | DTPOYSe  Manager
Vew Time Extry Task Agproval
Andarson A Brian = || | asinanor |FR -

Emplayee  Client Project Phase  Sub-tnsk
Asderson & Brian © Maternty Lasve 1 LR
Aagerson A Brian | © Memcal Lewie LR
#Aaderson & Brian © Perponai Time CIE 330 00| 1200
Asderson ABran | | Siek Leawe | 00
Asderson & Brian © Wacation g e | 300
Aaderson A Brian Agsaan Laka, Inc. AccountStar Business Analyss - (2]
[Hen-iash-based] | | 0200

pundersen & Briss. ., Persons Time,

The View Sheets tab has four ribbon groups—View, Time Entry/Expenses, Task and Approval—that contain
the commands needed to manage your time, task and expense entries.

b4 | View Sheets | Import/Expot  Reports Process Managemant Systam Configuration Account Administration

—— _— ] Day (Ll Add Time Entry || |29 Add Tasks 5 Mass Update... , -
u.__",d %j 7 Tma cloek || (L) Timeron %2 Re-generate Tasks 134 Copy Tasks '!3 ?
Timeshest = Expenses ¥ Creria (T Timer 01 1% EdiTask K| Delete Tasks And Entries || Poyee  Manager

View Time Entry Task Approval

The following table describes what each of the commands in the View Sheets tab does:

View/Edit your timesheet. Use the Timesheet View to set up the tasks to be carried

[iineshest out. You can also set a timer to record the time spent on your project.
View/Edit your expense sheet. Use the Expense View to enter the various task-
Expenses
related amounts spent by you.
Add an expense entry to a cell in the expense sheet.
Add Expense Entry

Note: This command is available only when you are viewing your expense
sheet.

Open Expense List Display a list of expense entries in a particular cell of the expense sheet.
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Day

Time Clock

Criteria
Add Time Entry
Timer On

Timer Off

Add Tasks

Re-generate Tasks
Edit Tasks

Mass Update

Copy Tasks

Delete Tasks And
Entries

Employee

Manager

Note: This command is available only when you are viewing your expense
sheet.

View your timesheet in Day View. Use Day View to enter the time spent on various
tasks during the day or at different times of the day.

View your timesheet in Time Clock View. Use Time Clock View to see the starting and
ending times of each of your tasks.

Specify the criteria for displaying entries in the timesheet and expense sheet views.
Add a time entry to your timesheet.

Start the stopwatch to begin recording the time spent on a task.

Stop the stopwatch to end recording the time spent on a task.

Add task entries to your timesheet.

Note: You can only add tasks while in Timesheet or Expense Sheet View.

Re-generate deleted tasks that have at least one entry.
Make changes to task entries on your timesheet.
Perform a Mass Update of employee entries, time/expense entries and task entries.

Copy Task entries, task rates, status fields, notes etc. from one timesheet to one or
more other timesheets.

Delete task and/or expense entries that meet with specific criteria. For example, delete
all tasks that do not have any entries.

View the status of your timesheets and submit them to your manager for approval.

View the status of the timesheets submitted by your employees and approve or reject
them.

Viewing your Timesheet

Office Timesheets provides three different ways to view your timesheet as described in the following table:
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The Default View
This view shows 5, 7 or 10 days at a time (depending on how you have set up the
timesheet view). Use the Timesheet View to set up the tasks to be carried out. You can

T el e also set a timer to record the time spent on your project.
TIP: Use the Sheets View Criteria screen to configure the view of the
timesheet.
The Day View
This view shows a day at a time. Using the Day View you can see how your tasks are
Day

spread out across the day. Use this view to set up or track tasks during the different
time slots of the day.

The Time Clock View

This view shows 5, 7 or 10 days at a time (depending on how you have set up the

timesheet). In the Time Clock View you can see the starting and ending time of each
Time Clock task.

TIP: Use the Sheets View Criteria screen to configure the view of the timesheet.

Timesheet View

The Timesheet View is the view of the timesheet that you get to see by default.

Click on the Timesheet icon in the View Sheets tab to open the Timesheet View...

o
( View Sheets Import/ Export Reports Process Management System Configuration Account Administration
1] Day (Hr Add Task & Entry ¥ Add Tasks 2 Mass Update...
] = X . . , s =
e _LS_ b/ (73 Time Clock o (X} Timer On @ Add Task From Template 53] Copy Tasks ? §
Timeshest | Expenses  TimeshesiTempiates I Criteria Add Time Entry (g Timer Off & Re-generate Tasks X Delete Tasks And Entries Employee  Manager
X Delete Time Entry || (27 Edit Task
View Time Entry Task Approval
Timesheet View [Filtered]
Anderson ABrian - ||« osrmzon [HEE Von Tue Wed Thu Fri sat Sun
27 Jun 28 Jun 23 Jun 30 Jun 01 Jul 02 Jul 03 Jul

Client Project Event Activity
Addison Labs, Inc. AccountStar Business Analysis 0:00 -
Addison Labs, Inc. AccountStar Business Analysis of marketing 0:00
Addison Labs, Inc. AccountStar Business Analysis Assessments of target markets [ ] 800 8:00
Addison Labs, Inc. AccountStar Business Analysis Design Presentation [ ] 0:00
Addison Labs, Inc. AccountStar Business Analysis inteligence gathering of customers 0:00
Addison Labs, Inc. AccountStar Development Feature Coding 2:00 2:00
Addison Labs, Inc. AccountStar Pre-Contract Communication [ ] 1:00 1:00
Addigon Labs, Inc. AccountStar Pre-Contract Formal proposal [ ] H2:00] 2:00
Addison Labs, Inc. Greenlite Help Desk Requirements Gathering : Interface Design 0:00
[Non-task-based] 0:00
Anderson A Brian, Addison Labs, AccountStar, Pre Con, Fp 200 2:00 300 0:00 0:00 0:00 000 19:00

In this view you get to see 5, 7 or 10 days at a time (depending on how you have set up the Timesheet View).

TIP: Use the Sheets View Criteria screen to configure the view of the timesheet.
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NOTE: You may see a small red or blue indicator in some of the cells in the Timesheet View.

e Ifared square is displayed next to a task in the Timesheet View, it indicates that there is a note
attached to that task entry.
o Ifablue square is displayed in a cell it indicates that there are multiple entries in that cell.

Adjusting your timesheet view’s task element column widths

Office Timesheets will allow to adjust each task element column’s width to your own personal preference. To
adjust a particular column’s width simply point your mouse at the task element column’s divider in the
column header; and while pressing down your mouse button expand the column to its desired width by
dragging left or right.

Timesheet View

Cindy Thompson - ||« odarsrzonn I
Client (Customer) Project (Job) Actvity (Service ltem]: Bub-Activity (Class) Pay Code (Payroll
AutoLink Engineering, Plc. Capital MR 6 - Rollout 1 - Install Regular Time
AutoLink Engineering, Plc. Capital WVR 6 - Rollout .2 - Configure Regular Time
AutoLink Engineering, Ple. Capital VR 6 - Rollout .3 - Feature Test Regular Time
AutoLink Engineering, Plc. Capital 6 - Rollout .4 - Pilot Test Regular Time
AuteLink Engineering, Plc. Capital VR £ - Roliout .3 - Training Regular Time
AutoLink Engineering, Ple. Capital WVR B - Rollout .6 - System Administration Regular Time
BlackRock Manufacturing Partners, Inc. Gemini CRK £ - Rollout 1 - In=stall Regular Time
BlackRock Manufacturing Partners, Inc. Gemini CRK 6 - Rollout .2 - Configure Regular Time
BlackRock Manufacturing Partners, Inc. Gemini CRM f - Rollout .3 - Feature Test Regular Time
BlackRock Manufacturing Partners, Inc. Gemini CRK £ - Rollout -4 - Pilot Test Regular Time
BlackRock Manufacturing Partners, Inc. Gemini CRK 6 - Rollout .5 - Training Regular Time
BlackReock Manufacturing Partners, Inc. emini CRK £ - Roliout .8 - System Administration Regular Time
BlueWater, Inc. Capital VR 6 - Rollout .1 - Install Regular Time
BlueWater, Inc. Capital MR 6 - Rollout .2 - Configure Regular Time
BlueWater, Inc. Capital VR & - Rollout .3 - Feature Test Regular Time
Cindy Thompson, BlackRock r.1anufa|:1uringFartner5. Inc., GeminEHM. & - Rollout, 6.1 - InsEII. RT o

NOTE: Office Timesheets will save your task element column width settings until you change them again.

The Non-task-based task row

The Non-task-based row is designed to show time entered for tasks that are no longer visible. The Non-task-
based row is a total of all time entries, by day, for tasks that are no longer visible in the user’s timesheet task
row. Having this row is helpful to the user and/or administrator in knowing that time that was entered for a
given reporting period didn’t simply disappear.
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‘\- View Sheets Import / Export Reports Process Management System Configuration Account Administration

| "1 Day (CH- Add Task &Entry || [ Add Tasks R Mass Upda
| é 2 [ Time Clock __*?x (:':} Timer On | Add Task From Template ;i] Copy Tasks

Timeshest  Expenses  Timesheet Templates _I' Criteria Add Time Entry (g Timer Off & Re-generate Tasks %] Delets Tash

7 Delete Time Entry || |27 Edit Task
View Time Entry Task
Timesheet View [Filtered]
Aston C. Tara T 0BNz2007 jjﬂj e Mon Tue Wed Thu
08 Aug 07 Aug 08 Aug 05 Aug

Client Project Event Activity

Maternity Leave

Medical Leave

Personal Time

Sick Leave
Wacation
Addison Labs, Inc. ntStar Business Analysis =400 3:00 2:00
Addison Labs, Inc. countStar Development Feature Coding 4:00 6:00 300

Addizon Labs, Inc.
|[Non-task—hased]

Greenlite Help Desk

4:00 =1:00 |

You may see a task row labeled [Non-task-based] on the Timesheet view. The View Criteria for the selected
user determines whether or not this line item is visible to a user or not (refer to the topic: “Configuring the
Timesheet and Expense Sheet View” for more details).

¥ 4
‘ View Sheets Import / Export Reports Process Management System Configuration Account Administration
j Day s Re-generate Tasks
|- _1 é 1 4 j Time Clock 5:3 Mass Update...
Timeshest  Expenses  Timeshest Templates _Il Criteria 4« Copy Tasks
2! Delete Tasks And Entries
View Task
Sheets View Criteria
—— Taskelements —— Task Status Fields
Client (A E] Complete Unchecked
Project LA E] Billable lgnore -
Event Al [:] On Hold lgnore -
Activity Al (] Cancelled lgnore -
—— Order —— Dates

|Level Sort show| [ Move Up [[JUse dates
Ascending o
To

Client Aszcending -~ [V
g Filter Show current -
Project Ascending
Event Ascending w Show
Activity Asgcending - Show Names hd
Diays count 7T -
Always start timesheet on Monday -

Show Mon-Task-Based Entries |

Save

Tasks may be removed from a user’s timesheet view in a number of ways (one or more tasks are outside of
the task’s start and due date range; one or more of a task’s element items are being filtered; one or more of
the task’s statuses are being filtered: etc.). Tasks are typically removed from a user’s timesheet as a part
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general timesheet and task management. Keeping the task list as short as possible makes time entry faster
and easier for the end user.

Day View

In the Day View, you get to see a day at a time. Using the Day View you can see how your tasks are spread out
across the day. Use this view to set up or track tasks during the different time slots of the day.

Click on Day in the View Sheets tab to open the Day View...

NOTE: In the following figure, some parts have been enclosed with an orange outline. With the mouse
pointer, point to each of these enclosed areas to learn about the functionality of that area. A tooltip will
appear telling you more about that area.

TIP: If the tooltip disappears before you are able to read the entire text, move the mouse pointer out of the
area and then bring it back into the area, to make the tooltip reappear.

Note: If a red square is displayed next to an entry, it indicates that there is a note attached to that entry.

e View Sheets Import / Export Reports Prof System C i Account
J— T Day (7l Add TmeEntry | |23 Re-generate Tasks |/ Delete Tasks And Entries
_',J Q 2 Tme Clock (22 Mass Update.

Tiesheet  Expenses oy 3 comyTosts
View Time Entry Task
Day View
| Anderson A Brian - H « | 08192007 [T »
Sunday 08152007

08:00 AW

08:00 Al 300 Anderson A Brian, ., , Vacation
08:00 Al @ [} 1:00 Anderson A Brian, ., , Personal Time

03:30 AU

05:00 AU

09:30 AW

10:00 AW

10:30 AW

11:00 A1

11:30 AW

12:00PM

12:30 P

01:00 PH

01:30 P

02:00 PM

02:30 P

03:00 P

03:30 PM

04:00 PU

0200 FH 00 anderson A Brian. ... Personal Time

04:30 P

05:00 PU

05:30 A

Time Clock View

In the Time Clock View, you can see the starting and ending time of each task. In this view you will be able to
see 5, 7 or 10 days at a time (depending on how you have set up the timesheet).

TIP: Use the Sheets View Criteria screen to configure the view of the timesheet.
Click on Time Clock in the View Sheets tab to open the Time Clock View.

NOTE: In the following figure, some parts have been enclosed with an orange outline. With the mouse
pointer, point to each of these enclosed areas to learn about the functionality of that area. A tooltip will
appear telling you more about that area.
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TIP: If the tooltip disappears before you are able to read the entire text, move the mouse pointer out of the
area and then bring it back into the area, to make the tooltip reappear.

T | ewShees | impori/Epot Reporis P sl Aeaunt,
e, 10 ouy (il Add TmeEniry | 20 Re-generateTasis ) Delele Tasks Aad Entiies
o ;:l T Tva Cleck FE s Upate.
L i i BES 0 2 Gony Tasks
Vew Time Eriry Task
Angerson A Brian | [« [oeroaner |0 - | (REEES | St | e | P | o
S

n lu os00au| coooau| caooas
siop | ogonau 0 10:0040
stant [ o0 au o0 AN

stop | nonsu | greeeu

sun [ orooru

sion | osooru |

z

In Time Clock View, the entries in a column are always filled from the first row down. Even if you double-click
on a cell in a lower row, the entry will automatically be placed in the first non-blank cell of that column.

NOTE: The time entries are sorted in order of start time—an entry which starts earlier is put higher in the
list.

TIP: If ared square is displayed next to a task entry, it indicates that there is a note attached to that entry.

Viewing your Expense Sheet

Use the Expense sheet to record or keep track of your project related expenses.
Click on Expenses in the View Sheets tab...

NOTE: In the following figure, some parts have been enclosed with an orange outline. With the mouse
pointer, point to each of these enclosed areas to learn about the functionality of that area. A tooltip will
appear telling you more about that area.
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View Sheets Import / Export Reports Process Management System Configuration Account Administration

j Day == Add Expense Entry .:_'4- Add Tasks EFL' Mass Update..
'i Q I Time Clock | ] OpenExpenseList || (& Add TaskFromTemplate 53 Copy Tasks :b?
Timesheet Exp_enses Timesheet Templates I criteria =& Re-generate Tasks 2] Delete Tasks And Entries Employee  Manager
&7 Edit Task
View Expenses Task Approval
Expenses View
Anderson ABrian - ||« 062012011 ﬁ_ﬁ} " Mon Tue Wed Thu Fri Sat Sun
20 Jun 21 Jun 22 Jun 23 Jun 24 Jun 25 Jun 26 Jun

Client Project Event Activity

Addison Labs, Inc. AccountStar Business Analysis 0.00
Addison Labs, Inc. AccountStar Business Analysis of marketing itie 0.00
Addison Labs, Inc. AccountStar Business Analysis Assessments of target markets [ ] 0.00
Addisen Labs, Inc, AccountStar Business Analysis Design Presentation L] 0.00
Addison Labs, Inc. AccountStar Business Analysis inteligence gathering of customers. L] M 10560 105 60
Addison Labs, Inc. AccountStar Development Feature Coding [ 0.00
Addison Labs, Inc AccountStar Development Feature Testing 0.00
Addison Labs, Inc AccountStar Pre-Contract Communication L] 0.00
Addison Labs, Inc. AccountStar Pre-Contract Formal proposal [ ] 0.00
Addison Labs, Inc. Greenlite Help Desk Reqguirements Gathering  Interface Design 0.00
[Non-task-based] 0.00
Anderson A Brian, Addison Labs, AccountStar, Dev, Feature Coding 0.00 105.60 0.00 0.00 0.00 0.00 0.00 105.60

In this view you get to see 5, 7 or 10 days at a time (depending on how you have set up the Expense sheet
View).

TIP: Use the Sheets View Criteria screen to configure the view of the Expense sheet.
NOTE: You may see a small red or blue indicator in some of the cells in the Expense sheet View.

o Ifared square is displayed next to a task, it indicates that there is a note attached to that task entry.
e [fablue square is displayed in a cell it indicates that there are multiple expense entries in that cell.

Configuring the Timesheet and Expense Sheet View

Office Timesheets allows each user to configure the View Criteria of their Timesheet and Expense sheet. The
Sheets View Criteria tool allows you to:

e Sort the entries in a particular way. For example, sort the entries by Employee so that all the entries
of an employee are listed together.

e View all entries having a specific Task status. For example, view the entries of a project which has
been put on hold.

e View the entries for a specific range of dates.

e Specify whether to show the full name or abbreviations.

e  Specify the number of columns/days to be displayed at a time.

e Specify whether or not to show non-task-based entries.

To configure the Timesheet and Expense sheet view:
1. Click on Criteria in the View Sheets tab.

The Sheets View Criteria screen will appear...
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System Configuration

View Sheets Import / Export Reports Process Management
(1] Dpay & Re-generate Tasks
= =
G J é LE\Z.‘L)T 3 Time Clock EI:_r_ Mass Update. ..
k B S
s = Lerrereh r o T
Timeshest  Expenses  Timeshest Templates | Criteria 4 Copy Tasks

2% Delete Tasks And Entries

Wiew
Sheets View Criteria
Task elements
Client A ()
Project {AIG [:]
Event AL ()
Activity Al [..]
Order
Level Sort Show [m
Client Ascending w
Project Ascending -
Event Aszcending
Activity Ascending -

Task

Task Status Fields
Complete
Billable
On Hold

Cancelled

Dates
[[luse dates __
Fram
To
Filter Show current -

Show
Show

Days count
Always starttimesheet on

Account Administratio

Unchecked -

Ignore -
Ignore -
Ignore -
Hames -
T -

Monday -

Show Mon-Task-Based Entries

2. Make selections from the various fields in the Sheets View Criteria screen.

3. Click on the Save button to save the Criteria settings.

Note: If you move to some other page before clicking the Save button, the changes you have made will be

discarded. Therefore, remember to always click the Save button before you move away from the page.

TIP: If you do not want to save your changes, move to some other page without clicking the Save button.

4. Now if you click the Timesheet button, you will notice that the Timesheet screen has changed

according to the Criteria settings specified by you.

TIP: DON"T WANT TO GRANT USERS ACCESS TO VIEW CRITERIA, BUT WANT THEM TO BE ABLE TO SEE
TASKS THAT HAVE BEEN FILTERED FROM THEIR TIMESHEET? USE THE FILTER ON/OFF FUNCTION

Office Timesheet includes an optional button, Filter On/Off, which can be added to a user’s timeheet/expense
view. Items are often filtered from the timesheet when they are marked “Complete” or “On Hold”, for
example. However, an employee may want to view time entry details on a timesheet/expense sheet where
items have been filtered from it. The Filter On/Off button allows the employee to view filtered items with a

click of the Filter On/Off button.

To the add the Filter On/Off button to a user’s timesheet/expense view you must add it to the user’s specified

security policy. To add it:

1. Open the specified user’s security policy,
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Adding Tasks to a Timesheet

To add tasks to your Timesheet:
1. Click on the Add Tasks icon in the View Sheets tab.

The Task dialog box will appear ...

Mew Task b4
h Save as Copy = .
H Save & New z ] J
Save & Close \}( e Task Motes
Actions Show
Task Elemeants Task Start and Due dates

[Employee v| |James Quinn ||:| Start Date I:Lj
Chchotion [ o selection; ] | DueDate [ |

Client |{No selection} ||:| Task rates and hours
Project |{N0 selection} ||:| Task rate 0.00
Phase |{N0 selection} ||:| Budget 0.00 0.00
Deliverable |{No selection} -] Cost 0.00 0.00
Est. to Complete 0.00 0.00
Task appearance options
() Task will display for the current time reporting period only Status Fields
(® Task will stay on the timesheet permanently L] Complete
[ IBillable

Note: The Task dialog box may look different on your screen. For example, there may be different names
for the elements of the task (in the Task elements panel). This is because Task Elements are user-defined
and thus could be different from organization to organization. Similarly, some of the other items may or
may not be visible, depending on the rights that have been assigned to you.

2. Inthe Task Elements panel, specify values for each Task element by clicking each element level’s E]
button and selecting values from the Select Iltem dialog box that appears.

3. Inthe Task appearance options panel select if you want the tasks to display the task permanently on
your timesheet; or if you only want the task to display on the timesheet for the current timesheet
reporting period.

4. Inthe Task Start and Due dates panel select a start date and due date for the task if desired.

5. Use the Task rates and hours panel to keep track of the task rates if desired. Type Rates in the first
column and Hours in the second column.

NOTE: You can use these fields for calculations in Office Timesheets report writers. For example, you
could take all the hours from a particular task and multiply them by a budgeted amount (Budget Rate x
Budget Hours) and then compare them to the real Rates and Hours (from the Cost fields). Thus, this
would give you a comparison of Budget vs. Actual. By having it broken down by hours and rates you
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could then get a comparison of the total calculated cost (rate x hours) or you could even compare budget
hours vs. actual hours, for example.

NOTE: If you click the Get rate button, Office Timesheets will look-up and display the pre-defined hourly
payable rate that you have specified in the Rates panel of the Employee dialog box for the selected
employee.

TIP: The labels for these fields are customizable. Thus, you could call them anything you like. However,
the default labels for them are as follows: Budget, Cost and Est. to Complete.

NOTE: Some of the fields in the Task rates and hours panel—Ilike Estimate to Complete—are also used for
tracking task information, when using the built-in Microsoft Project Integration with Office Timesheets.

6. Ifappropriate, select one or more statuses for the task in the Status Fields panel.

NOTE: The Status Fields are user-defined and therefore may appear different from default values shown
in our screenshots.

7. Click on the Notes button if you wish to notate the task entry.
8. Once you have made all the selections and specified all the details, do one of the following:

Save this Task entry and start creating a new Task entry from
scratch.

Click the Save & New button
Click the Save & Close button Save this Task entry and return to the timesheet.
Click the Cancel button or the

Close button on the top right Return to the timesheet without saving the new Task entry.
corner of the Task dialog box

Viewing or Making Changes to Task Entries

To view or make changes to a Task entry:

1. Click on the Timesheet icon in the View Sheets tab to display your Timesheet.

2. Inthe left-half of the Timesheet, double-click on the task entry you want make changes to; or in the
right-half of the Timesheet, click on the row of the task entry you want to edit (in the blue area) and
then click the Edit Task button.

The Task dialog box will appear ...
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Task

l-jJ Save as Copy
H Save & New

x Cancel

Actions Show

Save & Close: Task Notes

Task Elements

Task Start and Due dates

Employee « Aston C. Tara E] Start Date j

Client Addison Labs ] Due Date |

Project AccountStar () Task rates and hours

Event Bus Analysis [ || Taskrate 85.00

RETTY {No selection = Budget 120.00 55.00
Cost 0.00 0.00
Est to Complete 0.00 0.00

Status Fields

[Tl complete Billable
[“lon Hold
[[ cancelled

3. Make the required changes to the Task.
4. Finally, do one of the following...

I E

Click the Save As New button Save the changes to the Task entry as a new Task entry.

Click the Save & Close button Save the changes to the Task entry and return to the Timesheet.
This option only appears when modifying an existing task. It
allows you to open an existing task, make modification and save
as a new task on the timesheet without modifying the task you
originally opened.

Click the Save as Copy button

Click the Cancel button or the
Close button on the top right
corner of the Task dialog box

Return to the Timesheet without saving your changes.

Copying Tasks between Timesheets

You can copy tasks from one employee’s timesheet to one or more other timesheets.
To copy tasks:
1. Click on Copy Tasks in the View Sheets tab.

The Copy Tasks screen will appear...
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View Sheets Import { Export Reports Process Management System Configuration AccoL

ﬂ Day E Re-generate Tasks
— r
ax L ime Cloc] O Mass Update. ..
e .‘__é o Time Clock || (£ Mass Updat
= . ! - ¥ Criteria 3 Copy Tasks
Timesheet  Expenses  Timesheet Templates I Hef] LORY
2 Delete Tasks And Entries
Wiew Task
Copy Tasks
Task Elements
From To
Employee To Employee -  Aston C. Tara E] Anderson A Brian E]
Client Addison Labs [..] addison Labs (]
Project (AR (] (]
Event Al [] ¢am (]
Activity Al [ (]
Copy task rates Copy status fields Copy tracking info Copy notes
[] overwrite existing tasks [T] only copy tasks that satisfy task rules

Undo Last Copy

2. Inthe From column, use the [:] buttons to select the entries you wish to copy.

3. Inthe To column, use the E] buttons to select the criteria for the copies. For example, to copy all the
entries to a particular employee’s timesheet, select that employee’s name in the Employee row.

4. Specify whether to copy the task rates, the status fields, the task tracking info and the task notes by
checking the relevant check boxes.

TIP: If you want to only copy the tasks without copying any of the rates, statuses etc., do not check any of
the check boxes.

5. Finally, click the OK button.

Office Timesheets will copy the tasks that match the criteria you have specified, and display a message
telling you how many entries it has copied.

Undo your last copy task routine

Office Timesheets has the ability to undo the last copy task routine you ran. To undo your last copy task
routine:

1. Navigate to the View Sheets tab; and click on the Copy Tasks icon in the Task ribbon group.
2. From the Copy Tasks form click on the Undo Last Copy button.
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View Sheets Import / Export Reporis Process Management System Configuration Accou
ﬂ Day E Re-generate Tasks
S jE é E/i i TimeClock || CF Mass Update...
Timeshest  Expenses  Timesheet Templates _[' Criteria 4] Copy Tasks
%] Delete Tasks And Entries
View Task
Copy Tasks
—— Task Elements
From To
Employee To Employee »  Aston C. Tara [:] Anderson A Brian E
Client Addison Labs [.] addison Labs (]
Project AL (] wn (]
Event (A (o] tan (]
Activity (A (o] tan (]
Copy task rates Copy status fields Copy tracking info Copy notes
[C] overwrite existing tasks [ Only copy tasks that satisfy task rules
Undo Last Copy ] [ OK

Adding Time Entries

Office Timesheets provides many ways for you to add time entries to your timesheet. You can:

e Directly type into a cell.

e Use the Time Entry dialog box.

e Use a Timer to enter task starting and ending times.
e Use the Add Task & Entry dialog box.

You can also use the Day View or the Time Clock View to make time entries.

Directly Typing Values into a Cell

You can directly type the amount of time spent on a task into a cell. This method is handy when your
timesheet already contains the task entries, and all you need to do is fill in the time spent on a task in a given
day.

To directly type a time entry:

1. Click on Timesheet in the View Sheets tab, to open your timesheet.
2. Click on a blank cell in any date column, and type the time spent on the task for that date.

| 220 | I

3. Press the Enter key on your keyboard.

NOTE: You can use this method on blank cells only. Office Timesheets will not allow you to directly type
into a cell that already has a time entry.
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Using the Time Entry Dialog Box

You can use the Time Entry dialog box to make time entries. This is useful when:

e There is already an entry in the cell; or
e You want to also enter other details for the entry such as the start and end time for the task, the
status of the task etc.

NOTE: While making a time entry, you cannot change or select any of the task elements (in the Task Elements
panel). This is because you are making the time entry for an existing task. If you want to change the task
details, click Cancel to close the Time Entry dialog box, and double-click on the task (in the left-half of the
timesheet).

To make time entries using the Time Entry dialog box:

1. Click on Timesheet in the View Sheets tab, to open your timesheet.
2. Click on a cell in any date column.
3. Click on the Add Time Entry button; or double-click on the cell.

The Time Entry dialog box will appear ...

Time Entry
¥ cancel
o | %
. X Delete e -
Save & Close Time Entry MNotes
Actions Show
Task Elements Time entry data
Employee Aston C. Tara B Entry date
Client Addison Labs, Inc. E [ Time Spent Only
. Start time 0811 PW
Project AccountStar E End time 0511 P
Event Development E Time spent 0:00
Activity Feature Coding E

Approval status

Mo timesheet status -

Status Fields
[C Billable [Tl overtime
[Tl overtime_Shift Differentiz
[Tl overtime_Shift Differenti:

4. Inthe Time entry data panel, specify the start time and end time for the task. Office Timesheets will
automatically calculate the Time spent on the task.

OR

In the Time entry data panel, specify the start time and time spent on the task. Office Timesheets will
automatically fill in the end time for the task.
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NOTE: If the Start time and End time fields are not visible, uncheck the Time Spent Only check box.
5. Make other selections in the Approval status and Status Fields panels.

NOTE: These items will only be visible if the Security Policy assigned to your account permits you to
make these entries.

6. Click the Notes button to display the Notes panel.

Time Entry X
¥ cancel
et L7
H X Delete LIQJ 7
Save & Close Time Entry Notes
Actions Show

Type notes for your time entry here...|

7. Type any notes or comments about the time entry.
8. Click on the Save & Close button to save the entry and close the Time Entry dialog box.

OR
Click on the Cancel button to return to the timesheet without saving the entry.
Note: While trying to save the entry if you get the following error message:

"This entry cannot be saved without an existing task because of insufficient security rights”
..it means that the Require existing task check box is checked in the Entries panel of the Security
Profile attached to your user account. If this setting is checked, Office Timesheets will allow you to

create an entry against an existing task only.

NOTE: If you have added a note to the entry, Office Timesheets will display a red square symbol in
the cell to remind you that there is a note attached to the entry.

Using the Timer

Instead of specifying the time spent on a task or typing in the starting and ending time for a task, you can use
Office Timesheets’ built-in Timer to record the time spent by you on a task. Switch on the timer when you
start working on a task, and switch off the timer when you finish working on the task.
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To use the Timer:
1. Click on Timesheet in the View Sheets tab, to open your timesheet.
NOTE: The timer can only be used in the Timesheet View.
2. Click on a cell in the current date column.
NOTE: The Timer can only be used on the current date.

3. Click on the Timer On button.
4. The Timer will start and Office Timesheets will display the time elapsed in red in the cell.

NOTE: While the timer is running you can go on to do other work. You can even log out of Office
Timesheets. When you return to Office Timesheets, you will find that the timer will still be running.

5. When you finish working on the task, return to the timesheet, click on the cell, and click on the Timer
Off button.

Office Timesheets will display the time spent on the task in blue.
Using the Day View

The default view of the timesheet displays a number of days at a time. (Office Timesheets can be set to display
either 5, 7, or 10 days in the Timesheet view.

However, you can switch to the Day View to view an entire day at a time. This is useful when there are
multiple entries for a given date. In the Day View you can see the starting and ending time of each of the time
entries.
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To switch to the Day View:

e (Click on Day in the View Sheets tab.
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The Day View is organized like a time planner. In the Day View, the entire day is divided into time-slots of
half-an-hour each.

NOTE: You can specify the starting and ending time, as well as the time interval, in the Time Entry Options
screen of the System Configuration tab.

To enter a time entry in the Day View:

e Double-click on a time-slot (cell); or
e (lickon a cell and then click on the Add Time Entry button.

Using the Time Clock View

The default view of the timesheet displays a number of days at a time. (Office Timesheets can be set to display
either 5, 7, or 10 days in the Timesheet view.

You can switch to the Time Clock View to view the starting and ending times of the time or task entries. This
is useful when there are multiple entries for a given date.
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Click on Time Clock in the View Sheets tab to switch to the Time Clock View:
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The Time Clock View is similar to the Timesheet View. However, instead of the details of the task, you can see
the starting and ending time of each of the time entries.

NOTE: The No Start/Stop row displays the total time spent for those entries that do not have a start or a stop
time.

To enter a time entry in the Time Clock View:

e Double-click on a time-slot (cell); or
e C(lickon a cell and then click on the Add Time Entry button.

Viewing or Making Changes to Time Entries

To view or make changes to a Time entry:
1. Click on Timesheet in the View Sheets tab to display your Timesheet.

In the right-half of the Timesheet, Double-click on a cell in the timesheet, to open the Time Entry dialog
box for the time entry in that cell.

NOTE: If there are multiple time entries in a cell, Office Timesheets will not allow you to edit the entry by
double-clicking on it in the Timesheet View. In this case, you will have to switch to either the Day View or
the Time Clock View to be able to make changes to the entry.

2. Make the required changes to the Time entry.
3. Click on the Save & Close button to save the changes and close the Time Entry dialog box; or click on
the Cancel button to return to the timesheet without saving the changes you have made to the entry.

Adding Expense Entries

Use the Expense sheet to record or keep track of your project related expenses.

To add expenses to the Expense Sheet:
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1. Click on Expenses in the View Sheets tab to open your Expense Sheet.
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In this view you get to see 5, 7 or 10 days at a time (depending on how you have set up the timesheet
view).

TIP: Use the Sheets View Criteria screen to configure the view of the timesheet.

2. Click on a cell and then click on the Add Expense Entry button, to open the Expense Entry dialog box.

Expense Entry
x Cancel
=3 el
Save and Close Expense Entry Notes
Actions Show
~——— Task Elemenis -~ Expense Entry
Employee Anderson A Brian |:| Entry Date  07/11/2011
Client Addison Labs |..| | Description | HotelLodging Purchase |
Project AccountStar |:| Price Total
Event Bus Analysis l:l Quantity 118.00
Activity Aot |:| Markup/down  Percentage - 0.00
Expense Lodaing o] | Tax% 9.73
[T Apply Tax to Markup / Markdown 127.73
-~ Approval Process
Mo timesheet status
—— Sfatus Fields
[CIgillable [Tl overtime
Overtime_Shift Differentiz
Qvertime_Shift Differenti:

3. Select an expense item in the Task Elements panel.

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



NOTE: When you select an expense item, Office Timesheets will display the description, price,
markup/markdown rate and tax rate for the item, if you have specified these details while defining
the Expense Item.

4. Enter the details of the expense entry in the Expense Entry panel.
TIP: You can change the values that Office Timesheets has displayed in these fields. For example, if
the price of the item is different from that which Office Timesheets has displayed, you can type in the
new price. The value you type here will not affect the value that has been specified for the item in the
Manage Expense screen.

5. Make other selections in the Approval Process and Status Fields panels.

TIP: These items will only be visible if the Security Policy assigned to your account permits you to
make these entries.

6. Click the Notes button to display the Notes panel.

Expense Entry x
K Cancel -
= i
Save and Close ExpenseEntry  Notes
Actions Show

7. Type any notes or comments about the expense entry.
8. Click on the Save & Close button to save the entry and close the Expense Entry dialog box; or Click
on the Cancel button to return to the expense sheet without saving the entry.

NOTE: If you have added a note to the entry, Office Timesheets will display a red square symbol in the
cell.

Viewing or Making Changes to Expense Entries

To view or make changes to an Expense entry:

1. Click on the Expenses icon in the View Sheets tab to display your Expense sheet.
2. Inthe right-half of the Expense sheet, double-click on a cell that contains an expense entry; or click
on the cell and click on the Open Expense List button.
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Office Timesheets will display the Expense List dialog box...

Expenses List
==l Add
¢ = Open
0K
Actions

Expense Entries
# Expense Code Description Employee

Rental Car Car Rental Purchase Anderson A Brian
Airfare Ticket Purchas Anderson A Brian

Total

3. Click on an expense in the Expense List and click the Open button, to open the Expense Entry dialog

box.

TIP: Click the Add button, instead of Open, to add a new expense entry to the cell.

4. Make the required changes to the Expense entry.

5. Finally, do one of the following...

Click the Save & Close button
sheet.

Click the Cancel button or the
Close button on the top right
corner of the Expense Entry
dialog box

Save the changes to the Expense entry and return to the Expense

Return to the Expense sheet without saving your changes.

Mass Updating Task, Time, and Expense Entries

Office Timesheets allows you to make collective changes to task, expense and time entries. With one
command you can make changes to hundreds of entries.

Use the Mass Update... command of the View Sheets tab to update or change all (or a subset) of your time,

expense and/or task entries.
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NOTE: The Mass Update screen contains four panels—Elements, Time/Expense Entries, Employees, and
Tasks. Excluding the Elements panel, the other three panels may or may not be visible depending upon the
access rights provided to you in the Security Policy attached to your User Account.

The Mass Update... command is very powerful. Using the Mass Update screen you can:

e Change the status of time and/or expense entries.
e Lock time entries.

e Lock expense entries.

e Change pay rates.

e Change the start and /or due dates for a task.

e Change the status of task entries.

The following table describes the elements of the Mass Update screen:

Default Value

How to use the Item

(if any)

Use the contents of the Elements panel to specify the
criteria for selecting the records that you want to update.

Click on the various E] buttons and select values from the
Select Element dialog box that appears.

The Elements panel
Note: The items in the Elements panel are user-

defined. Hence the items on your screen may be
different from the items shown in the above figure.
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Item How to use the Item Default Value
(if any)

TIP: You need not select items from all the
elements. For example, if you want to update a
particular employee’s Standard Pay Rate, only

select the employee’s name (by clicking on the
in the Employee row). Or, if you want to update
the status of a specific task of a particular client,

then select only the Client’s name (from the
button in the Client row) and the Project name

(from the B button in the Project row).

Office Timesheets will update the values of only those
records that match the criteria you set in the Elements
panel.

Use the Time/Expense Entries panel to select whether to
modify the status of time entries, expense entries or both.
If you specify a range of dates (From/To), Office
Timesheets will update only those entries that fall within
the range of dates.

The Time/Expense Entries
panel

Check the Modify expense entries check box if you want
to modify the status of Expense entries.

Modify expense entries NOTE: The rest of the items (i.e. From, To and the Unchecked
Entry Status panel) appear only after you have
selected either the Modify expense entries check
box or the Modify time entries check box.

Check the Modify time entries check box if you want to
modify the status of Time entries.

Modify time entries NOTE: The rest of the items (i.e. From, To and the Unchecked
Entry Status panel) appear only after you have
selected either the Modify expense entries check
box or the Modify time entries check box.

If you want to limit the update to a range of entries
between two specific dates, specify the starting date in the
From box, using the Date Picker.

NOTE: The From box is visible only after you have
From selected either the Modify expense entries check
box or the Modify time entries check box.

Hidden from
view

NOTE: If you don’t specify the From date, Office
Timesheets will update entries starting from the
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Item How to use the Item Default Value
(if any)

first entry.

If you want to limit the update to a range of entries
between two specific dates, specify the ending date in the
To box, using the Date Picker.

NOTE: The To box is visible only after you have
selected either the Modify expense entries check Hidden from

To box or the Modify time entries check box. view

NOTE: If you don’t specify the To date, Office
Timesheets will update entries right up to the last
entry.

The Entry Status Fields panel displays the names of the
various Entry Status Fields.

NOTE: The Entry Status Fields panel is visible
only after you have selected either the Modify
expense entries check box or the Modify time
entries check box.

The panel also contains two columns—Include and Set
as. For every status field you want to change, select a
value in the Include column, and specify the new value in
the Set as column. For example, to mark the entries as
'Billable’, in the Billable row, select “Unchecked” in the
Include column and “Checked” in the Set as column.
Hidden from

The Entry Status Fields panel view

TIP: At times, you may want to change the status
of an entry irrespective of the current status of
that entry. In that case, select “Ignore” in the
Include column, and specify the new value in the
Set as column. For example, to set the Approval
status of all entries to “Approved” irrespective of
the current Approval status of the entries, select
“Ignore” in the Include column, and “Approved” in
the Set as column.

NOTE: The entry status fields are all user-defined.
Hence the items on your screen may be different
from the items shown in the above figure, or
mentioned in the above examples.

For any Entry Status value you want to change, select the

Include current value of the Entry Status Field from the drop-
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Item How to use the Item Default Value
(if any)

down list in the Include column. For example, to change
the status of Overtime from “No” to “Yes”, in the Overtime
row, select “Unchecked” in the Include column.

NOTE: The entry status fields are all user-defined.
Hence the items on your screen may be different
from the items shown in the above figure, or
mentioned in the above examples.

For any Entry Status value you want to change, select the
new value of the Entry Status Field from the drop-down
list in the Set as column. For example, to change the status
of Overtime from “No” to “Yes”, in the Overtime row, select

“Checked” in the Set as column.
Set as

NOTE: The entry status fields are all user-defined.
Hence the items on your screen may be different
from the items shown in the above figure, or
mentioned in the above examples.

Use the Employees panel to lock time and/or expense
EhEEmployeesp entries, and change the rates for employees.

Check the Lock time check box to disallow changing of

time entries prior to a specific date. Specify the date using

the Date Picker. Office Timesheets will then lock the time

Lock time €ntries prior to the specified date. Unchecked

NOTE: The Date Picker will appear only after you
check the Lock time check box.

Check the Lock expense check box to disallow changing
of expense entries prior to a specific date. Specify the date
using the Date Picker. Office Timesheets will then lock the
Lock expense  €xpense entries prior to the specified date. Unchecked

NOTE: The Date Picker will appear only after you
check the Lock expense check box.

Check the Change rates check box to change the standard
or overtime rates for the employees. Select the rate item
that you wish to change from the drop-down list.

Change rates Unchecked
NOTE: The drop-down list and the Rate, Start

Date and End Date items will appear only after
you check Change rates.
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Item How to use the Item Default Value
(if any)

Type the new rate in the Rate box.

Hidden from
NOTE: The Rate box becomes visible only after view
you have checked the Change rates check box.

Rate

In the Start Date box, use the Date Picker to specify the
starting date for the rate change.
Hidden from
NOTE: The Start Date box becomes visible only view

after you have selected the Change rates check
box.

Start Date

Check the End Date check box to specify an ending date.
Once you select the End Date check box, Office
Timesheets will allow you to specify the ending date, using

the Date Picker. Hidden from

End Date ;
view

NOTE: The End Date box becomes visible only
after you have selected the Change rates check
box.

Use the Tasks panel to change the start date, due date and
The Tasks Panel rates for tasks. You can also change the value of the task
status fields.

Check the Change start date check box to change the
starting date of the tasks. Use the Date Picker to specify

the new start date.
Change start date Unchecked

NOTE: The Date Picker will appear only after you
check Change start date.

Check the Change due date check box to change the due
date of the tasks. Use the Date Picker to specify the new

start date.
Change due date Unchecked

NOTE: The Date Picker will appear only after you
check Change due date.

Check the Change rate check box to change the rate for
the tasks. Type the new rate in the Change rate box.

Change rate Unchecked

NOTE: The Change rate box will appear only after
you check the Change rate checkbox.

The Task Status Fields panel displays the names of the
The Task Status Fields panel various Task Status Fields. The panel contains two
columns—Include and Set as. For every status field you
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Item How to use the Item Default Value
(if any)

want to change, select a value in the Include column, and
specify the new value in the Set as column. For example,
to mark the tasks as 'Billable’, in the Billable row, select
“Unchecked” in the Include column and “Checked” in the
Set as column.

TIP: At times, you may want to change the status
of an entry irrespective of the current status of
that entry. In that case, select “Ignore” in the
Include column, and specify the new value in the
Set as column. For example, to mark a task as
“Cancelled” irrespective of the current status of the
tasks, select “Ignore” in the Include column of

the Cancelled row, and “Checked” in the Set as
column.

NOTE: The task status fields are all user-defined.
Hence the items on your screen may be different
from the items shown in the above figure, or
mentioned in the above examples.

For any Task Status value you want to change, select the
current value of the Task Status Field from the drop-down
list in the Include column. For example, to change the
status of Billable from “No” to “Yes”, in the Billable row,

select “Unchecked” in the Include column.
Include

NOTE: The task status fields are all user-defined.
Hence the items on your screen may be different
from the items shown in the above figure, or
mentioned in the above examples.

For any Task Status value you want to change, select the
new value of the Task Status Field from the drop-down list
in the Set as column. For example, to change the status of
Billable from “No” to “Yes”, in the Billable row, select

“Checked” in the Set as column.
Set as

NOTE: The task status fields are all user-defined.
Hence the items on your screen may be different
from the items shown in the above figure, or
mentioned in the above examples.

After specifying the details as given above, click the OK
button to perform the update. Office Timesheets will

The OK button update the entries and then display a message.
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Default Value

Item How to use the Item .
(if any)

P

‘Microsoft Internet Explorer

L] E Masz Update iz done.
L]

NOTE: Office Timesheets displays this message
whenever it completes the Mass Update process
even if it has not found any records to update.
Therefore, after performing the update, always
remember to check a couple of entries to verify
that the update has taken place.

TIP: Office Timesheets performs the update only
after you click the OK button. Therefore, if you
change your mind and do not want to update the
entries, simply go to some other screen, without
clicking the OK button.

Undo your last mass update routine

Office Timesheets has the ability to undo the last mass update routine you ran. To undo your last mass update
routine:

1. Navigate to the View Sheets tab; and click on the Mass Update icon in the Task ribbon group.
2. From the Mass Update form click on the Undo last update button.

Mass Update
—— Elements —— Employees
Employee -~ {Ay E] ] Locktime
Client AR E] [T Lock expense
Project A E] [ Change rates
Event (Al []
Activity A (]
—— Time/Expense Entries
[C] Modify expense entries Madify time entries —— Tasks
From 0IR011 [ [C] Change start date
To 073120011 [ [] Change due date
Entry Status Fields [C] Change rate
Include Setas Task Status Fields
Billable Ignore - Ignore - Include Setas
Overtime Ignore: - Ignore - Complete lgnore ~ lgnore -
Overtime_Shift Differential 1 Ignore - Ignore - Billable Ignere ~ Checked
Overtime_Shift Differential 2 Ignore - Ignore - On Hold lgnore ~  lgnore -
Approval status lgnore ~ lgnore - Cancelled lgnore » lgnore -

[ Undo last update ” OK ]
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Examples of Using Mass Update

As stated in Mass Updating Tasks, Time, and Expense Entries, the Mass Update command is a very powerful
one. In this section we now present some examples of using the Mass Update command, to give you an idea of
how useful the command can be.

NOTE: In these examples, it is assumed that you have the necessary access rights to perform the mass
updates.

Example—Marking Expense Entries as Billable

Scenario: While working on the Pre-Contract phase of the xDB Processor project (where “Pre-Contract” and
“xDB Processor” are examples of phases and projects), you had incurred some expenses between 1-July-07
and 15-July-07 and had added the relevant expense entries to your Expense sheet. You now realize that those
entries are all Billable and so would like to mark them as such.

NOTE: Since task elements and expense entry statuses are user-defined elements, each organization may
have its own items. However, whatever you may call the items, the steps to be followed will be the same as
described here.

Solution: To mark the expense entries between two dates as Billable:

Click on Mass Update... in the View Sheets tab, to open the Mass Update screen.

In the Elements panel, click on the button in the Employee row and select your name.
In the Project row, click on the button and select xDB Processor.

In the Phase row, click on the button and select Pre-Contract.

In the Time/Expense Entries panel, check Modify expense entries.

vk W

When you check Modify expense entries, the rest of the elements in the panel will become visible.

6. Using the Date Picker, set the From field to 1-July-07.
7. Using the Date Picker, set the To field to 15-July-07.
8. In the Billable row, select Checked from the Set as drop-down list.

Example—Marking Time Entries as Overtime

Scenario: It has been decided to pay overtime rates for all the QA Testing work carried out on the Greenlite
Help Desk project between 1-July-07 and 15-July-07.

NOTE: Since task elements and expense entry statuses are user-defined elements, each organization may
have its own items. However, whatever you may call the items, the steps to be followed will be the same as
described here.

Solution: To mark the time entries between two dates as Overtime:

1. Click on Mass Update... in the View Sheets tab, to open the Mass Update screen.

2. Inthe Elements panel, click on the button in the Project row and select Greenlite Help Desk (where
“Greenlite Help Desk” is an example of a project).

3. Inthe Phase row, click on the button and select Quality Assurance Testing.

4. Inthe Time/Expense Entries panel, check Modify time entries.
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When you check Modify time entries, the rest of the elements in the panel will become visible.

Using the Date Picker, set the From field to 1-July-07.

Using the Date Picker, set the To field to 15-July-07.

In the Overtime row, select Checked from the Set as drop-down list.
Click the OK button to update the entries.

N

Example—Marking all tasks for a Project as Completed

Scenario: The Greenlite Help Desk project has been completed and you would like to mark all the tasks of
that project as Completed.

NOTE: Since task elements and expense entry statuses are user-defined elements, each organization may
have its own items. However, whatever you may call the items, the steps to be followed will be the same as
described here.

Solution: To change the Task Status:

1. Click on Mass Update... in the View Sheets tab, to open the Mass Update screen.

2. Inthe Elements panel, click on the [:] button in the Project row and select Greenlite Help Desk
(where “Greenlite Help Desk” is an example of a project).

3. Inthe Complete row of the Task Status Fields panel, select Checked from the Set as drop-down list.

4. Click the OK button to update the entries.

Reporting

Office Timesheets contains three built-in reporting tools: Summary Reports, Detail Reports and Transaction
Detail Report.

Summary Reports is a spreadsheet-style columnar report design and viewing engine. For more details about
Office Timesheets Summary Reports please see the online help system within the Office Timesheets
application.

Office Timesheets Detail Reports incorporates the Microsoft® Reporting Services runtime whereby report
templates can be created using Microsoft’s SQL Server Reporting Services and then loaded and saved under a
specified Detail Report Category within Office Timesheets.

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. Data loaded in the grid can also be exported to a spreadsheet.

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 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.
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To create a new Transaction Detail Report click on the Reports tab; and then click the new icon on the

Transaction Detail Reports icon group...

Sign Out -
) =
: View Shests

|l save The Curent Template

Reports Process Management System Configuration

3 =] =P8 & Display List Of Templates
[ Sl hrs -
New Detail Reports New
Summary Report||  Detail Report Transaction Detail Reports
& My Detail Transactions Report
—— Details
MName
e s ~—— Task Elements
ove
. - ? Employee [y
7< Remove ~ Move Down Personnel AR
Classification
Edit Move Client [{ur;

Transaction Detail Reports can be saved as templates and reused at a later time. Thus, it’s best when starting
to create a new Detail Transaction Report to give your report a name by typing the name into the Name
field...

|l save The Current Template

3 ] .- : dﬂg e Display List Of Templates
s -
New Detail Reporis Mew
Summary Report Detail Report Transaction Detail Reporis

& My Detail Transactions Report

MName My Detail Transaction Report x
Add Move U —— Task Elements
J - e Employee [4pm
7< Remove ~ Move Down Personnel
Classification HAH}
Edit Move Client [4pum
Section Project [
Phase |1
Available Fields Added Fields .
owio I 1 | Deliverable [1am

At any time you have made important changes to reports Details definition, press the Save The Current
Template icon to save your work...

b=l Save The Current Template

Any time you wish to recall your Transaction Detail Report click on the Display List of Templates icon in the
Transaction Detail Reports icon group, select the report name, and then press the Load icon to recall your
report template.
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Transaction Detail Report Template List x

Close

J < Delete

Load -
o 3 Copy

Actions

Templates

Ny Special Report
Time Entries
Ity Detail Transaciion Report

My Detail Transaction Report:

To choose the type of transaction you wish to load into your grid report simply click on the Section
dropdown, and choose between Task, Time Entry or Expense Entry...

View bneets IMPOort/ £Xpor HEPOIMTS HToCess Management SYSEm Lonmguranon

|=l Save The Curent Template

£ Lj:‘_? :m leZ Display List Of Templates

Mew Detail Reporis Mew
Summary Report Detail Report Transaction Detail Reporis
& My Detail Transactions Report
—— Details
Mame My Detail Transaction Report
—— Task Elements
Add Move U
J - ? Employee [{Ain
7< Remove ~ Move Down Personnel e
Classification
Edit Loua Client (1A
Task .
Section hrm_wﬁ Project LA
Expense Entry Phase |2

Once you’ve chosen the type of transactions you’d like to load into your report grid, next choose which fields
you wish to display in your report grid, and the order in which you wish to display them. In the example
below we have chosen Time Entry transaction and are showing the Entry Date, Time Spent, the Employee’s
Display Name, and element levels 1-3...
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Summary Report Detail Report Transaction Detail Reporis
& My Detail Transactions Report
—— Details

Mame My Detail Transaction Report
Add Move U ~—— Task Elements
ove
J - ? Employee [4aum
7< Remove ~ Move Down Personnel o
Classification
Edit Move Client [4Air
Section | Time Entry v e HM}
Phase |4y
Available Fields Added Fields )
EMP_DISPLAY_NAME ENTRY_DATE Deliverable [y
ELEMENT_EX_ID-1 A | TIME_SPENT
ELEMENT_EX_ID-2 EMP_DISPLAY_NAME — Entries
ELEMENT_EX_ID-3 ELEMENT _NAME_[\VL-1 :
ELEMENT_EX_ID-4 ELEMENT_MAME_LVL-2 From | 06/092014 || 7
ELEMENT_EX_ID-5 ELEMENT_NAME_LVL-3 1o Trmamna

NOTE: The Transaction Detail Report field is comprehensive, and includes practically every field
linked to task, time entry and expense entry transactions. A key is included that lists all fields
available for selection along with a brief description of each field.

Task Filtering Options

You can filter your Detail Transaction Report by Task Element item and group selections; and whether or not
you wish to show task that do not have time entries are only show tasks that do have time entries within the
selected date range of the report...

—— Task Elements
Employee [{Al ||:|
Personnel
Classification HM} ||Z|
Client [t -]
Project [¢aun -]
Phase [t -]
Deliverable |~{AII} ||:|
w—— Tasks
[ | Tasks that do not have entries
[] Tasks that have entries
Entry Filtering Options

You can also filter your Detail Transaction Report by Date (From and To), Task Status fields and Entry Status
fields...
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—— Entries.

From [ 02/01/2014 | ]
To |06302014 | 7]
Task Status Fields

Complete
Billable

lgnore
lgnore

Entry Status Fields

v Billable
~ Overtime
Approval status

lgnore ~
lgnore v
[lanore )

Once you have chosen your filter options simply press the Load/Refresh button to load the transactions into
the grid. You would also press this button if you've previously load transactions into the grid, but have

changed the filtering options, and you want the transactions in the grid to be updated with your new

settings...

QECUUT LI Enuy e

Available Fields

ADP_COMPANY_CODE
ADP_FILE_NUMBER
ENTRY_DATE
START_TIME
STOP_TIME
TIME_SPENT
TIME_SPENT_OMLY
APPROVAL_STATUS
EMP_EX_ID
EMP_DISPLAY_MNAME
ELEMENT_EX_ID-1
ELEMENT_EX_ID-2
ELEMENT_EX_ID-3
ELEMENT_EX_ID-4
ELEMENT_EX_ID-
ELEMENT_EJ&.|

~

Added Fields

TIME_SPENT
EMP_DISPLAY_NAME
ELEMENT_MNAME_LV1-1
ELEMENT_MNAME_LVL-2
ELEMENT_MNAME_LVL-3

Phase
Deliverable

—— Entries
From |[02/01/2014
To [06/30/2014
Task Status F

Complete
Billable

| Load/Refresh | Export |

ELEMENT_EX_ID-4
ELEMENT_EX_ID-5
ELEMENT_EX_ID-6

‘tLtMtN\J:)\JIJ-J
ELEMENT EX 1IN

GtidTmmadimlsRepnfi

Load/Refresh

Drag a column header here to group by that column.

ENTRY_DATE g TIME_SPENT E EMP_DISPLAY_NAME g ELEMENT_NAME_LVL-1 ELEMENT_NAME_LVL-2 g ELEMENT_NAME_LVL-3 E
05/13/2014 5.00 Amy Rogers Contract Specialist Strategic Planning Financial Group | PROJECT 3

05/13/2014 1.00 Amy Rogers Contract Specialist Strategic Planning Financial Group |  OFFSHORE CONTRACT
05/13/2014 2.00 Amy Rogers Contract Specialist Strategic Planning Financial Group |  OFFSHORE CONTRACT
05/14/2014 3.00 Amy Rogers Contract Specialist Strategic Planning Financial Group |  OFFSHORE CONTRACT
05/15/2014 3.00 Amy Rogers Contract Specialist Strategic Planning Financial Group |  OFFSHORE CONTRACT
05/16/2014 3.00 Amy Rogers Contract Spedialist Strategic Planning Financial Group (OFFSHORE CONTRACT
05/16/2014 3.00 Amy Rogers Contract Specialist Strategic Planning Financial Group | PROJECT 3

05/15/2014 3.00 Amy Rogers Contract Specialist Strategic Planning Financial Group | PROJECT 3

Once your transactions have loaded there are several other options you can apply within the grid. To further
customize your report and make it your own, you can easily rename an column so that it will display the
column header you want. To do this simply hover over the selected column, and you’ll the “Rename column”
appear...click on the “Rename column text and the Rename Column dialog box will appear...
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Contract Specialist Strategic Planning Financial Group PROJECT

Type in the name into the New name column, and press the OK icon...

Rename column x

v X

Cancel

Actions

Curmrent name | ELEMENT_NAME_LVL-|
Mewname  |Client x|

The column will now appear with your new column heading name.

NOTE: Be sure to click the “Save the Current Template at the top of your screen to save any new
settings you've made to the template, including new column names.

To sort a selected column in ascending or descending order hover your mouse above the directional arrow
icon in the top left corner of the selected column, and click on it...

Contract Specialist T ammiing Financial Group PROJECT 3

Amy Rogers Contract Specialist Strategic Planning Financial Group OFFSHORE CONTRACT

To group your transactions, hover your mouse above a selected column’s header name, while holding down
your left mouse key, drag the column heading into the blue space above the column heading row and release
the mouse the button...

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



Load/Refresh

05/12/2014 4.00 Amy Rogers Contract Special
05/13/2014 5.00 Amy Rogers Contract Spedial
05/13/2014 1.00 Amy Rogers Contract Special
05/13/2014 2.00 Amy Rogers Contract Spedal
05/14/2014 3.00 Amy Rogers Contract Special
05/14/2014 3.00 Amy Rogers Contract Spedal
05/14/2014 2.00 Amy Rogers Contract Special
05/15/2014 3.00 Amy Rogers Contract Special

At the bottom of the grid panel are several additional controls. The first is a preference settings that allow you
set the number of records you’d like to display per page loaded grid page; the other controls allow you to
toggle from page to page, assuming there is more than one page worth of data loaded into grid report.

Mt donr mrrae e Py g s s e PP frenae.

05/12/2014 1.00 Amy Rogers Contract Specalist XYZ Client PROJECT 3

—b__—_

Records per page: |25 1% Show Filter - Records: 1-18 of 18 - Pages: | i« |« 1 | » || »l

Also, any time you wish to view your report, but don’t want your report options visible you can simply hide
the report options by clicking on the -/+. This will collapse the report options view, and give you more screen
real estate to work with while viewing the contents of your grid report.

Name | My Detail Transaction Reporbx

Exporting your grid data

Office Timesheets also includes the option to export the data from your Transaction Detail Report Grid to a
spreadsheet. Once you've loaded data into your detail transaction report grid simply click on the Export
button, and you’ll see options to Open or Save the report in a spreadsheet format.

ZLEMENT_EX_ID-4
I EMENT_EX_ID-5
I EMENT_EX_ID-6
Sl FMERT B IN-7

oad/Refresh | Export
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Transaction Detail Report Field List Key

Field Name

Description

ADP_COMPANY_CODE

ADP Company Code

ADP_FILE_NUMBER

ADP File Number

ENTRY_DATE Date of Time Entry

START_TIME Start Time of Time Entry (if entered)
STOP_TIME Stop Time of Time Entry (if entered)
TIME_SPENT Time Spent

TIME_SPENT_ONLY

Time Spent Only (if not start and stop time)

APPROVAL_STATUS

Approval Status of Time Entry

EMP_EX_ID

External ID for Employee (if entered)

EMP_DISPLAY_NAME

Employee's Display Name

ELEMENT_EX_ID-1

External ID Number for Element 1

External ID Number for Elements 2-10

ELEMENT_NAME_LVL-1

Element Level 1 Name

ELEMENT_NAME_LVL-2

Element Level 2 Name

ELEMENT_NAME_LVL-3

Element Level 3 Name

ELEMENT_NAME_LVL-4

Element Level 4 Name

ELEMENT_NAME_LVL-5

Element Level 5 Name

ELEMENT_NAME_LVL-6

Element Level 6 Name

ELEMENT_NAME_LVL-7

Element Level 7 Name

ELEMENT_NAME_LVL-8

Element Level 8 Name

ELEMENT_NAME_LVL-9

Element Level 9 Name

ELEMENT_NAME_LVL-10

Element Level 10 Name

ELEMENT _ABB_LVL-1

Element Level 1 Abbreviation

ELEMENT_ABB_LVL-2

Element Level 2 Abbreviation

ELEMENT_ABB_LVL-3

Element Level 3 Abbreviation

ELEMENT_ABB_LVL-4

Element Level 4 Abbreviation

ELEMENT_ABB_LVL-5

Element Level 5 Abbreviation

ELEMENT_ABB_LVL-6

Element Level 6 Abbreviation

ELEMENT_ABB_LVL-7

Element Level 7 Abbreviation

ELEMENT_ABB_LVL-8

Element Level 8 Abbreviation

ELEMENT_ABB_LVL-9

Element Level 9 Abbreviation

ELEMENT_ABB_LVL-10

Element Level 10 Abbreviation

EXPENSE_EX_ID

Expense's External ID

EXPENSE_NAME

Name of Expense

ENTRY_STATUS-1

Time Entry Status 1

Time Entry Status 2-15

ENTRY_NOTES

Time Entry Notes

DESCRIPTION

Expense's Description

PRICE

Expense's Price
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QUANTITY

Expense Entries Quantity

TOTAL Pre-Tax and Markup/Markdown Total
MARK_PERCENT Markup/Markdown Percentage
MARK_TOTAL Total Markup/Markdown
TAX_PERCENT Tax Percentage

TAX_TOTAL Total Amount of Tax

APPLY_TAX Apply Tax to Markup/Markdown

ENTRY_TOTAL

Expense Total after Taxes and Markup/Markdown

TRACK_RATE-1

Task Tracking Rate 1

TRACK_HOURS-1

Task Tracking Hours 1

TRACK_RATE-2

Task Tracking Rate 2

TRACK_HOURS-2

Task Tracking Hours 2

TRACK_RATE-3

Task Tracking Rate 3

TRACK_HOURS-3

Task Tracking Hours 3

TASK_NOTES Task Notes

FIRST_NAME Employee's First Name
Ml Employee's Middle Initial
LAST_NAME Employee's Last Name

EMPLOYEE_EMAIL

Employee's Email Address

EMPLOYEE_ MANAGER

Employee's Manager

EMPLOYEE_STATUS

Employee's Status

REPORTING_PERIOD

Employee's Reporting Period

HOLIDAY_GRP

Employee's Holiday Group

TIME_ENTRY_LOCK_DATE

Employee's Time Entry Lock Date

EXPENSE_ENTRY_LOCK_DATE

Employee's Expense Entry Lock Date

EX_ID

Employee's External ID

APPROVAL_START

Employee's Approval Start Date

EMPLOYEE_GRP-1

Employee's Group 1

Employee's Group 2-25

STD_RATE_TAB_A-1

Employee's Standard Rate Tab Al (Where A1l is the most current effective rate)

OVT_RATE_TAB_A-1

Employee's Overtime Rate Tab Al (Where Al is the most current effective rate)

EFF_DATE_TAB_A-1

Effective Date of Tab Al Rate (Where A1l is the most current effective rate)

Employee's Standard Rate Tab A2-10

Employee's Overtime Rate Tab A2-10

Effective Date of Tab A2-10 Rate

EMP_CUSTOM-1

Employee's Custom Field #1

Employee's Custom Fields #2-10

TASK_RATE

Task's Rate

TASK_STATUS-1

Task Status 1

Task Status 2-10
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START_DATE

Task's Start Date

END_DATE

Task's End Date

LVL1_ELEMENT_STATUS

Status of Element Level 1

LVL1_ELEMENT_GRP-1

Element Level 1 Group 1

Element Level 1 Group 2-25

LVL1_EX_GRP_ID-1

Level 1 External ID for Group 1

Level 1 External ID for Group 2-25

LVL1_ELM_CUSTOM-1

Level 1 Custom Field 1

Level 1 Custom Field 2-10

LVL2_ELEMENT_STATUS

Status of Element Level 2

LVL2_ELEMENT_GRP-1

Element Level 2 Group 1

Element Level 2 Group 2-25

LVL2_EX_GRP_ID-1

Element Level 2 Group 1 External ID

Element Level 2 Group 2-25 External ID

LVL2_ELM_CUSTOM-1

Level 2 Custom Field 1

Level 2 Custom Field 2-10

LVL3_ELEMENT_STATUS

Status of Element Level 3

LVL3_ELEMENT_GRP-1

Element Level 3 Group 1

Element Level 3 Group 2-25

LVL3_EX_GRP_ID-1

Element Level 3 Group 1 External ID

Element Level 3 Group 2-25 External ID

LVL3_ELM_CUSTOM-1

Level 3 Custom Field 1

Level 3 Custom Field 2-10

LVL4_ELEMENT_STATUS

Status of Element Level 4

LVL4_ELEMENT_GRP-1

Element Level 4 Group 1

Element Level 4 Group 2-25

LVL4_EX_GRP_ID-1

Element Level 4 Group 1 External ID

Element Level 4 Group 2-25 External ID

LVL4_ELM_CUSTOM-1

Level 4 Custom Field 1

Level 4 Custom Field 2-10

LVL5_ELEMENT_STATUS

Status of Element Level 5

LVL5_ELEMENT_GRP-1

Element Level 5 Group 1

Element Level 5 Group 2-25

LVL5_EX_GRP_ID-1

Element Level 5 Group 1 External ID

Element Level 5 Group 2-25 External ID

LVL5_ELM_CUSTOM-1

Level 5 Custom Field 1

Level 5 Custom Field 2-10

LVL6_ELEMENT_STATUS

Status of Element Level 6

LVL6_ELEMENT_GRP-1

Element Level 6 Group 1

Element Level 6 Group 2-25

LVL6_EX_GRP_ID-1

Element Level 6 Group 1 External ID
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Element Level 6 Group 2-25 External ID

LVL6_ELM_CUSTOM-1

Level 6 Custom Field 1

Level 6 Custom Field 2-10

LVL7_ELEMENT_STATUS

Status of Element Level 7

LVL7_ELEMENT_GRP-1

Element Level 7 Group 1

Element Level 7 Group 1

LVL7_EX_GRP_ID-1

Element Level 7 Group 1

Element Level 7 Group 2-25 External ID

LVL7_ELM_CUSTOM-1

Level 7 Custom Field 1

Level 7 Custom Field 2-10

LVL8_ELEMENT_STATUS

Status of Element Level 8

LVL8_ELEMENT_GRP-1

Element Level 8 Group 1

Element Level 8 Group 2-25

LVL8_EX_GRP_ID-1

Element Level 8 Group 1 External ID

Element Level 8 Group 2-25 External ID

LVL8_ELM_CUSTOM-1

Level 8 Custom Field 1

Level 8 Custom Field 2-10

LVL9_ELEMENT_STATUS

Status of Element Level 9

LVL9_ELEMENT_GRP-1

Element Level 9 Group 1

Element Level 9 Group 1

LVL9_EX_GRP_ID-1

Element Level 9 Group 1

Element Level 9 Group 2-25 External ID

LVL9_ELM_CUSTOM-1

Level 9 Custom Field 1

Level 9 Custom Field 2-10

LVL10_ELEMENT_STATUS

Status of Element Level 10

LVL10_ELEMENT_GRP-1

Element Level 10 Group 1

Element Level 10 Group 2-25

LVL10_EX_GRP_ID-1

Element Level 10 Group 1 External ID

Element Level 10 Group 2-25 External ID

LVL10_ELM_CUSTOM-1

Level 10 Custom Field 1

Level 10 Custom Field 2-10

Detail Reports

Currently, Office Timesheets includes more than 80 pre-made Detail Report templates. However, because
Office Timesheets is highly configurable, organizations using Office Timesheets may want to create their own
unique reports, invoices, digital dashboards, etc.

Lookout Software has incorporated the Microsoft Reporting Services runtime into Office Timesheets because
Microsoft SQL Server is the database platform used store and manage its data, and Microsoft Reporting
Services is the standard reporting tool that is shipped with Microsoft SQL Server. Thus, most organizations
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using Office Timesheets are likely to already have Microsoft SQL Server licenses and are already familiar with
using Microsoft Reporting Services for designing reports and analyzing data held in SQL Server databases.

While the Microsoft Reporting Services runtime is incorporated in Office Timesheets, it does not contain the
necessary applications and/or tools for designing the actual report templates. Office Timesheets merely
incorporates Microsoft’s freely distributable runtime which is only designed to store and retrieve reports
generated from data within the Office Timesheets database. The tools required to build Office Timesheets
detail reports are those included in Microsoft’s Reporting Services. These tools are included as components of
Microsoft SQL Server and/or Microsoft Visual Studio 2005 or higher.

Only the person/s designing the report/s needs a license for Microsoft Reporting Services. Once the report
template is created and loaded within Office Timesheets it can be generated with live Office Timesheets data
by any Office Timesheets user that has been granted rights to view Detail Reports.

Using Office Timesheets Detail Reports

Viewing a detail report

Retrieving and viewing detail reports within Office Timesheets is quite simple. To navigate to Office
Timesheets Detail Reports:

1. Click on the on the Reports tab.
2. Click on the Detail Reports icon in the Detail Reports ribbon group.

The Detail Report List will appear...

Add Default Reports x

v X e 0I5

Cancel Select All Deselect All

Actions Selection

Employees
Groups
Elements

Time Entries
Expense Entries
Auditing
Miscellaneous

RERREEFEE

NOTE: If you are using Detail Reports for the first time, your Detail Report List may appear blank. If so, you'll
need to add the default report templates to your list. To add the default report templates to your detail report
list:

1. Click the Add Defaults button...the Add Default Reports dialog box will appear.
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2. Click on the Select All icon in the Selection ribbon group from within the Add Default Reports
dialog box; then click OK in the Actions ribbon group.

Add default report templates shipped with Office Timesheets should now be visible within the Detail Reports
List.

Browsing Detail Report Categories

Office Timesheets detail report templates are organized under seven (7) report categories:

e Employees

e Groups

e Elements

e Time Entries

e Expense Entries

e Auditing

e Miscellaneous

e Time & Expense Entries

To see reports listed in a particular category, simply click on the Category drop down field; and then select
the category of reports in which you wish to view...

Detail Report List I

—— Report list

Ifthis is your first time using Detail Reports
defined detail report templates to your Offi
List. To do this, click the “Add Defaults™ bu
boxes in the “Add Default Reports® dialog &

Category Employees -

Employee | Employees
Employee § Groups

Employee Elements
Employee \ Time: Entries

Employee [ EXPEnse Entries
Auditing
Mizcellaneous

Loading & Setting the Reports View Criteria

There are two things that you must do before viewing detail reports within Office Timesheets: load the report
and set the report’s viewing criteria.

First, you must “load” a selected report. To do this, simply highlight the report shown within a report
category you wish to load, and click the Load button...you’ll now see the selected report’s title across the
titled bar (highlighted in the image below). You'll also notice that once a report has been loaded that the new
ribbon groups and functions have appear(Print and Report Options ribbon groups).
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Sign Out =
- View Sheets Impart [ Export Reports Process Management Sy5

@ e \? h;"ﬂ ':jf_ﬁ

Print Active View Recalculate Wiew Criteria New Detail Reports

Print Report Options Summary Report Detail Report

| Time Entries by Employee

Now that the report is loaded, you must set the View Criteria. The View Criteria is a set of functions that
allows you to choose what data is relevant to the report. To set the loaded report’s View Criteria, click on the
View Criteria icon in the Report Options ribbon group...

Time Entry Reparts View Criteria X
v X Bs
=
oK Cancel Status
Actions Status
Employee fAIn E]
ClientiCost Center fAIn E]
FrojectiJob {AlG E]
Phase AR (]
Sub-Tas kiActivity {Al (]

0 First of month Ago
0Days Ago

The Reports View Criteria allows you to filter reports based on:

e Time Entries Statuses
e Task Statuses
e Element Level Items

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



e Elements Level Groups
e From date
e Todate

In the example below, we only want to see report data for the for a specific employee group (Engineering
Development); where time is billable; and for the entire year in 2007...

EABS S ¥
‘{ 35.‘ Entry and Task Status Filters
Time Entry Reports View Criteria x == Tasks
Bascie r— Comconns o
ED Oveetme_SnaDwwnaal 1 % Onbola x:
J x I:"g. Oveetima B - Cancated e
oK Cancel Status femsm - -
Actions Status
Snled slement x
Employee {Group} Engineering D D v X
Client/Cost Center A ) % = Element Filters
ProjectiJob Al (=) o
Select dabe x AR hd
e (Al (-] o T—
v %X DateFilters Sub-Task/Activity (Al )
w"r::nmw Pasicd Pasti Future _ 01/01/2007
] Fratetmonth  * Ago -

Today: Fetnaary 4, 408

Using the “Recalculate” Function

Once you set the desired view criteria for a specified report simply click on the Recalculate button in the
Report Options ribbon group to generate your report...
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GB SignOut =
View Sheets Import / Export Reports Process Management System Configuration
= w7 | & R
Racal H
Print Active View Recalculate View Criteria New Detail Reports
Print ' Repurf Options Summary Report Detail Report
Time Entries by E'oyee
4 4 |1 of1 | Pl 100% - Find | Next Select a format » Exg
Time Entries by Employee
Date Range: 01/01/2007 to 12/31/2007
02/04/2008
Employee
Entry Date Element Levels Hours
Anderson A. Lloyd
05/14/2007 Anderson A. Lloyd, Addison Labs, Inc., AccountStar, .00
OC/AEM0NT Mol P=I A W PO LY P2 P=m 1 - = LY Tt A T 2 nn

Each time a report is loaded, the View Criteria settings must specified, and the Recalculate icon must be

clicked in order to render the report.

Renaming Detail Reports

Office Timesheets customers will likely want to rename many of the standard Detail Report templates in
Office Timesheets. In this example, the customer has created their own unique element level hierarchy where
the first Element Level (Element Level 1) is named “Client/Cost Center”. Thus, in this example, the customer
wants to change the name of the report “Time Entries by Element Level 1” to Time Entries by Client/Cost

Center...
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0 Sign Out =

= View Sheets Import / Export Reports Process Manad
& | R
Mew Detail Reports

Summary Report Detail Report
Detail Report List

—— Report list

If this is your first time using Detail Repaorts 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.

- [ Add Defaults ]
|_| Rename

To rename a detail report template in Office Timesheets:

Time Entries by Element Level 2

.1

Click on the Reports tab; then click on the Detail Reports icon in the Detail Report ribbon group.

Highlight report in which you want to rename by clicking on it with your mouse; and click the
Rename button.

From the Rename Template dialog box, type in the desired name for the specified report template;
and click OK.

Rename Template X

oK Cancel
Adinns

Mame

Time Entries by Client/Cost Center

Adding Detail Reports

Once you have created a detail report template using Microsoft Reporting Services, it can then be added into
the Office Timesheets detail report list.

To add a detail report template:

1. Click on the Reports tab; then click on the Detail Reports icon in the Detail Report ribbon group.

Office Timesheets Installation and User'sGuide |[Copyright® 2003-2020. Lookout Software, LLC



2. From the Detail Report List screen click the Add Report button.

Add Report

3. From the Add Report dialog box, type in the desired name of the report in the Name field; choose
the appropriate category in which you want the report to be listed under in the Category drop down
selection box; click the Browse button and select the location of the report template; and click Save
& Close (if you are adding only one report) or click the Save & New button (if you wish to add
additional reports).

Add Report x

H}’ Save & New
H ‘K’ Cancel
Save & Close

Actions
Mame
Budget Analysis Report

Category  Time Entries -

siReport Templates\Budgetdnalysis.rdic

Copying Detail Reports

Once you added additional Detail Report templates into Office Timesheets, you can copy the template to other
users within Office Timesheets.

To copy a Detail Report template to one or more Office Timesheets users:

1. Click on the Reports tab; then click on the Detail Reports icon in the Detail Report ribbon group.
2. From the Detail Report List screen click the Copy... button.

Copy...

3. From the Copy Report Templates dialog box select the employee/s you wish to copy Detail Report
Templates to by clicking on the Employees selection list button; select the Copy all templates
checkbox; and click OK.
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Copy Report Templates X

OK Cancel

Actions

Employees
Anderzon A Brian E]

[] Replace existing templates
Copy all templates

Replacing existing template: If you wish to replace an Employees Template list with your template list,
choose the Replace existing templates checkbox instead of the Copy all templates checkbox.

Tutorials for Creating Your Own Detail Reports

Detail Reports within Office Timesheets are generated from report templates that have been created using
Microsoft’s Reporting Services applications and tools. There are many free and paid resources available to
those wanting to learn how to develop and/or design reports using Microsoft Reporting Services. A full range
of step-by-step tutorials on Microsoft Reporting Services are offered free by Microsoft at
http://msdn2.microsoft.com/en-us/library/ms170246.aspx.

The Detail Reports Resource Kit

If you are interested in creating your own Detail Report Templates for Office Timesheets you may also
request the Office Timesheets Detail Reports Resource Kit (DRRK). The DRRK includes video tutorials on how
develop detail reports for Office Timesheets as well as the Office Timesheets database schema. The DRRK is
available by request via the support ticketing system at
http://www.officetimesheets.com/support/crmlogin.aspx. If you request the DRRK, and are not an existing
Office Timesheets customer you will be asked to sign/execute a non-disclosure agreement as the guide
contain confidential and proprietary information about Office Timesheets.

Have the Office Timesheet Professional Services team create custom Detail Report template/s for
your organization

Apart from specialized training and consulting services, the Office Timesheets Professional Services team can
create custom Detail Report templates to your specification. Our professional services team has a lot of
experience creating customized reports and can turn most reports around in relatively quickly. If your
organization is interested in having our team develop one or more custom Detail Report templates to your
specification please contact our sales team at 214-239-1985 or sales@officetimesheets.com to for a price
quotation.
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Summary Reports

Office Timesheets includes two different tools for generating reports from your timesheet data: Summary
Reports and Detail Reports. The Summary Report tool queries data from employee time entries and displays
the data in defined columns; and calculations can be performed within and/or between defined columns. Any
summary report that is created can be saved as a template and reused in the future. Further, once summary
report is generated, it can saved as CSV file, which enables users to further manipulate the report data in
applications such as Microsoft® Excel®.

As the name implies, Summary Report are great for summarizing timesheet and task data held within the
Office Timesheets database. Common uses for summary reports include comparing actual time spent vs. time
budgeted for projects and/or tasks; employee costs vs. employee overhead by project, task and/or client; etc.

Creating a Summary Report
Summary Reports are both quick and easy to create. To create a summary report:

1. Click on the "Reports" tab.

T

View Sheets Impart ! Export REIis Sl Frocess Management Systern Configuration

| G Employee S Z TaskRues sy = Custom Fieids.
= 3 e

& Approval Process G | Task Rate Fields
Define Elements

Eg Expense JE ﬁ Reporting Periods =7 Customize Task Status Fielde  z°= Rate Tables
Edi | “Process gl : Customize

Customize Approval Status Fields

4
(]
ma!

2. Click on the "New" button within the "Summary Report" ribbon group.

Wanagement

3. On the first column located on the far left side double click on the blank field above the column to open
the "Define Column" dialog box.
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View Sheets Import / Export Frocess M:

Recalculate Wiew Criteria

9

i_ 11

4. Enter in a title for the first column. This name will appear within what used to be the blank field above
the column in step 3.
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5. Choose the desired "Field" and "Function" from the drop down menu.

Task rate

Standard Amount: Tab A
Overtime Amount: Tab A
Standard Amount: Tab B
Overtime Amount: Tab B

Standard Amount: Tab C
Overtime Amount: Tab C
Standard Amount: Tab D

Budget rate
Cost rate
—— Title |Est. to complete rate
Budget hours

TIme ENY Cost hours | ‘
E=t. to complete hours
Qperator | Budget amount Function Constant From To
Cost amount

1 Est to complete amount
R \

6. Choose the corresponding "From" and "To" dates by selecting the "Select dates" button.
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Function  Constant From To

[T ¥ [ saeddate%semdate | ((status |

3

Actions
) Use pattern
Mumber Period Past/ Future

|| sundays @J|Agn @J

7. To further filter your selection click on the "Status"” button and choose the corresponding "Entries" and or
"Tasks" statuses.
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Function Constant From To

| Total v | Selectdate || Select date ][Statu%

]

]

]

Actions

8. If this column requires only one dedicated field click on the OK button to save the settings and skip to
step 10.
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Function Constant From To

¥|[Totar v | Selectdate || Select date |[ Status |

&

e

a. Ifthis column requires more than one field then select the appropriate binary operator from the drop
down menu (+ - * / %).

Function Constant From To

¥|[Totar v | Selectdate || Select date |[ Status |

&

e

b. Again choose the desired "Field" and "Function" from the drop down menu.
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q.amount: Tab A
Overtime Amount: Tab A
Standard Amount: Tab B
Overtime Amount: Tab B
Standard Amount: Tab C

- Overtime Amount: Tab C
| Standard Amount: Tab O
Overtime Amount: Tab D
Standard Amount: Tab E
Overtime Amount: Tab E

Time Entry| Budget rate

Est. to complete rate
Operator  |Budget hours Function  Constant From To
Co=t hours
~ |Est. to complete hours

Budget amount Total | [ Selectdate || Selectdate || Status |
Cost amount -
- _ |Est. to complete amount
2 |[Client] client rate

[+ ][ None C]

— i)

c. Choose the corresponding "From" and "To" dates by selecting the "Select dates" button. When
finished click on the OK button to save the settings and continue with step 10.

Actions

~——— Title
| Time Entry

Qperator  Field Function Constant From To

— 1

|Trne spent l§| | Total ‘_gl [ Select date J [ Select date ] [ Status J

— 2

|+ || Taskrate v ||Total |v| [ Select date % Select date ] [ Status J

r—3

d. Check box option: "Calculate column total" - Determines if Office Timesheets displays the column
total at the bottom of the column.
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Actions

| Time: Entry

Operator  Field Function  Constant From To

1

&[Total [¥] | Selectdate || Selectdate || Status |

v || Task rate v |[Total ] | Selectdate || Selectdate |[ Status |

C;J|NDI‘HB

DQJ|NDI'IB

Calculate column total
[ calculate entries separately

e. Check box option: "Calculate entries separately” - Mark this check box to change the calculation
method for the column. With this method, Office Timesheets will apply each operator to each entry
separately, rather than scanning all entries for the first field. Function and date selection items are
not viewable for "Field" 2-4.

Actions

| Time Entry

Operator  Field Function  Constant From To

—1

v |[Total v | Selectdate || Selectdate || Status |

L‘;| | Task rate

@“Hnne

|| Hone

[] Calculate column total
Calculate entries separately
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10. To test your current configuration click on the "Recalculate” button and the Summary Report will
generate and display your column's calculations.

[ ¢ Management Systern Configuration
it i@ 11 -l ~ave The Lurre gle: |
:_ g oy yLISTGfT o
Print Active View
Time Entry *
<

11. To further filter what will be displayed within the report click on the "View Criteria" button. From the
View Criteria dialog box you may choose which Elements displays within the Report.
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~ Show

‘{AII} Outline view

‘{A"} Employee
Client

A
Event tan
Activity fan
Payroll ltem g

Project

Event
Activity

Payroll ltem

Completed tam

oooooOEE:

Completed

[ include task data without entries

a. To make a selection click on the select button located to the left of each field under the "Elements”
section. The "Select element” field will appear. You may filter the names by choosing a specific
"Group".

Actions

{Group}
{Non group}
Daron March

[¢am
e
[ean
Event |zan;
Activity [tan

Payroll ltem |tan

Completed [tan

[Jinclude task data without entries

b. The "Active" "Status" field only displays those Elements which are Active and Inactive Elements will
not be shown. To display Inactive Elements choose the "All" "Status" option.

c. There are several "Select element” dialog boxes which contains the "Show as" option. Choosing the
"Name" options displays the full name of the element whereas the "Abbreviations" will display all
names in an abbreviated form.
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d. Within the "View Criteria" dialog you may further filter out what will be displayed within the report
by marking/unmarking the "Show" check boxes next to the corresponding Element as seen in step
11. Select the OK button to save the changes.

12. Save your report.

a. Ifthereport only requires one column you must click on the "Save The Current Template" button,
create a "Name", and hit OK to save your entire report. Failure to do so may result in the loss of
settings previously configured. So if you need view information in another tab within Office
Timesheets your report template will be saved.

NOTE: If a second column is needed simply double click on the blank field above the column to open
the "Define Column" dialog box.

figuration

{ H Save The Current Template |
s Display List Ong_:IIaIes

=T

Detail Reportz

; 'R . Tm =
Export

Recalculate View Criteria

b. To retrieve your report template choose the "Display List of Templates" button and select your
template.

View Sheets Import / Export Reports % nagement n Configuration

Detail Reports

Recalculate View Criteria

Detail Report

13. If a second column was created, a 3rd column can be configured to display the total of the 1st and 2nd
column. To display this total open the 3rd column and choose the "Column" option for both the 1st and
2nd "Fields". The "Constant” field will now appear. For the first "Column" option enter in "1" as this
represents the total amount for column 1. Enter in "2" for the second "Column" option as this represents
the total amount for column 2. Choose the appropriate binary operator from the drop down menu (+ - * /
%) and hit the OK button. Select the "Save the Current Template" button to save the new settings.
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Function  Constant From

[ caleulate column total
[ calculate entries separately

14. Choose the "Recalculate” button to generate the new amounts for each column.

Please note: the "Standard Amount: Tab" is the Product of "Time Spent" * "The rate of the specified tab"

The Define Column Dialog in Detail

As previously stated, a total of 100 columns may be defined in an Office Timesheets Summary Report. Each
column in a summary report is defined using the Define column dialog box. The Define column dialog box is
described below...
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Deletes saved Define column — Function that is performed on

dialog data the zelected field data
— A number in which you enter and never
Cancels any changes to the Define ‘EILGFT‘:&’;‘;”“:E changes {is constant)
calumn d'“'”“d'{;fl‘;_;"d closes the — previous defined From and To dates in which the
date selections —  selected field data iz pulled

Commits the selected
Define column dialog info |

and closes the
dialog box Define column x
i
0K Cancel  Delete  Duplcate Dales
Field for which
data is pulled
Column title
Mathematical I
operator [Function| [Constant] [From
Time spent [=] [Totat [] | Select date || Select date | | Status |
2
*  [=]|constant [=] 12000
3
Time and
[=] | Hone [=] task status
. filter
Gives you a fotal ;
for the selected 4 selections
column |E| Hone B
Calculates each 1~ [ Calculate column fotal
time or expense - [
eniry seperately Calculate enlries separataly

Column Title field

The Title field in the Define column dialog box is allows you describe the data held within a given Summary
Report column. Giving a Summary Report column a title is fairly straight forward...simply type in the title of
the column in the Title field and OK.

Title
Actual Hours
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Report Options

Summary Report

Andrea Paulino
sutoLink Engineering, Plc. 160.00
Captal VR 160.00)
5 _Test 160.00

Fields available for selection in Summary Reports

The following fields are available for selection in Office Timesheets Summary Reports...

— Title

Actual Hour:

Operator  Fiel Function Constant From To

— 1

Time spent E!Total - S&mdﬁe][ﬁe&eﬁdﬂe][m]

None
— 2

Task rate

Standard Amount: Tab A
Orvertime Amount: Tab A
Standard Amount: Tab B
QOrvertime Ameunt: Tab B
Standard Amount: Tab C
Overtime Amount: Tab C
Standard Amount: Tab D
Orvertime Amount: Tab D
Standard Amount: Tab E
Overtime Amount: Tab E
Expense cost
Expenses

Calculat| Constant

Column

Column total

Budget rate

Cost rate

Es=t. to complete rate
Budget hours

Cost hours

Es=t. to complete hours
Budget amount

Cost amount

Est. to complete amount & Internet | |

e Time Spent - is the total amount of time spent (Duration) for the selected (from View Criteria) row
data.
e Task Rate - (Task Rate x Entry Duration).
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Task x

h Save as Copy
T H" Save & New
Save & Close X Cancel

Task Elements Task Start and Due dates

Employee El Anthony Coale B Start Date j

Client (Customer) BlackRock Manufacturing Partners, Inc. B Due Date j

Project (Job) Cordova Project B e —————

Actvity (Service ltem) 1 - Requirements Q i i @

Sub-Activity (Class) 1.1 - Gather Regs =

Pay Code (Payroll lten AT D Budget AL el
Cost 35.00 210.00
Est to Complete 55.00 210.00

Status Fields

DCompIete
[ Biianle

e Standard Amount: Tab A - (Standard Rate Tab A x Entry Duration).

e Overtime Amount: Tab A - (Overtime Rate Tab A x Entry Duration).

e Standard Amount: Tab B - (Standard Rate Tab B x Entry Duration).

e Overtime Amount: Tab B - (Overtime Rate Tab B x Entry Duration).

e Standard Amount: Tab C - (Standard Rate Tab B x Entry Duration).

e Overtime Amount: Tab C - (Overtime Rate Tab B x Entry Duration).

e Standard Amount: Tab D - (Standard Rate Tab B x Entry Duration).

e Overtime Amount: Tab D - (Overtime Rate Tab B x Entry Duration).

e Standard Amount: Tab E - (Standard Rate Tab B x Entry Duration).

e Overtime Amount: Tab E - (Overtime Rate Tab B x Entry Duration).

e Expense Cost - (Price x Quantity).

e Expenses - total calculated expense including Markup/down and Tax.
e Constant - a user-defined number that does not change.

e Column - column number (other than the currently selected column...example: Column “3”).
¢  Column total - calculated total for the selected column.

e Budget rate - (Budget Rate x Entry Duration).
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Actions

TaskEl
Employee : I Anthony Coale
Client (Customer) BlackRock Manufacturing Partners, Inc.
Project (Job) Cordova Project

Actvity (Service ltfem) 1 - Requirements

Sub-Activity (Class) 1.1 - Gather Regs

Pay Code (Payroll lten RT

HOBBBE

—— Task Start and Due dates
Start Date 23|
Due Date o

~—— Taskrates and hours
Taskrate

Budget
Cost
Estto Complete
— Status Fields
Complete
Billable

e Costrate - (Task Rate x Entry Duration).

Actions
TaskEl
Employee : I Antheny Coale
Client (Customer) BlackRock Manufacturing Partners, Inc.
Project (Job) Cordova Project

Actvity (Service ltem) 1 - Reguirements

Sub-Activity (Class) 1.1 - Gather Regs

Pay Code (Payroll lten RT

HOOHBE

—— Task Start and Due dates
Start Date &
Due Date o

—— Taskrates and hours
Taskrate

Budget
Cost
Est to Complete

~——— oStatus Fields

Complete
Billable

-

e Est. to complete rate - (Est. to complete Rate x Entry Duration).
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l-j‘ Save as Copy = -
| .
m' H’ Save & New M ] “

Save & Close X Conced Task Notes
Task Elements Task Start and Due dates
Employee El Anthony Coale E] Start Date j
Client (Customer) BlackRock Manufacturing Partners, Inc. E] Due Date j
Project (Job) Cordova Project E] S
Actvity (Service ltem) 1 - Requirements ) won =
Sub-Activity (Class) 1.1 - Gather Regs (i) :
Pay Code (Payroll lten RT ™ Budget 520 210.00
Cost 3 210.00
Est to Complete 55.00 210.00
Status Fields
[l complete
[CIBillable

e Budget hours - value entered in Budget hours field.

e Costhours - value entered in Cost hours field.

e Est. to complete hours - value entered in Est. to Complete hours field.

e Budget amount - (Budget rate x Budget hours).

e (Costamount - (Cost rate x Cost hours).

e Est. to complete amount - (Est. to complete rate x Est. to complete hours).

Functions available for selection in Summary Reports

The following functions are available for selection in Office Timesheets Summary Reports...

BA
Operator  Field Function
1
Time spent
2
= El Constant
3

e Total - the total of all values for the selected field.

e Max - the maximum value of all values for selected field.

e  Min - the minimum value of all values for selected field.

e Avg - the average value for the selected field.

e >=-total values that are greater than or equal to the constant value in which you input.
e <=-total values that are less than or equal to the constant value in which you input.
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From and To Dates

To the select the date range for which entries will be queried in your column click on the Select date button
under the From and To column headers...

From To

Select date ” Select date

Select a date pattern or choose a specified date using the Use pattern or Use date radio button and date

controls...

Select date

v X

OK Cancel

Actions

) Use pattern
Mumber Period
0 Sundays

@ Use date

0610172011 1]
| | |

Status Filter Selection

Past/ Future

El Ago

[=]

Click on the Status button to open the Status selection filter dialog box. The Entry and Task statuses you

wish to filter your report column by, and click OK.

) (St

Status selection

v X
oK Cancel
Actions
Entries
Billable

Owvertime
Approval status

lgnore
lgnore

Ignore

x

Tasks
Complete Ignore El
Billable lgnore  [+]
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Operators available for selection in Summary Reports

The following operators are available for selection in Office Timesheets Summary Reports...

Operator  Field Function Constant Fro

[=]|Total [=] E

El None El

e Add - add the value of the current selected field to value of the previously selected field.

e Subtract - subtracts the value of the previously selected field from the value of the current selected
field.

e  Multiply - multiplies the value of the current selected field by value of the previously selected field.

o Divide - divides the value of the previously selected field by the value of the current selected field.

e Percentage - percentage of the the value of the previously selected field by the value of the current
selected field.

Setting the View Criteria for your Summary Report

Office Timesheets allows to further filter items in Summary Report so you can view the precise details you
want using the Summary Reports View Criteria. To access the Summary Reports View Criteria simply click
on the View Criteria icon in the Report Options ribbon group...

View Sheets Import/ Export Reports Process Management System Configuration
- F_'H| | H Sawve The Current Template
@ | 17 ||| =mE & Display List Of Templates _ZE
Print Active View Recalculate View Criteria New Detail Reports

The Summary Report View Criteria dialog is fairly straight forward and easy to use. Below is an illustration of
the features and functions offered in the Summary Reports View Criteria dialog:
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When you highlight an Element level you can

use the Move Up and Mowve Down butions to

change the order in which a selecied Element
level iz viewed on your Summary Report

Mark the Show checkbox for Element
levels you want to appear on the

Summary Report
Wiew Criteria *
| v |
| oK Cancl |
Elementitem |
selection filter ]
Elements | Show
Employee (AR} (o] || ot view
Client (Customer) (Growp) 2010 [} Employes
Froject (Job) (o) (=) Client (Custamer) 7
Achity (Sendce Rem) (o} =) Praject (Job) ¥
Sub-Actity (Class) (an [ || | Achity (Serce em) i
Pay Code (Payrol . = Sub-Activity (Class)
Rorm) Lo | [T
Select this checkbox if you want data EYCHIOS Rt
for tasks that do not have time ar
expense entries to appearinthe — _ [#include task data without enlries
Summary Report L

Saving and and/or opening Summary Report Templates

Summary Reports can be saved as templates and re-used on later dates. The topics below describe how to
save and open Summary Report Templates.

Saving a Summary Report

Any time you create a new Summary report or modify the settings of an existing Summary report you’ll want
to save the report as a template so that it can be reused at a later date without having to re-define all the
reports settings.

To save a Summary report:

1. Click Save The Current Template in the Summary Report ribbon group.
2. Type in a name for your template in the Name field of the Template Name dialog box; and click OK.

Opening a Summary Report Template

To open a Summary report template:

1. Click on the Reports tabs; and then click on the Summary Reports icon.
2. Click Display List of Templates in the Summary Report ribbon group.

s Ll save The current Template
i [::E i’ Display List Of Templates

o Criteria

3. From the Summary Report Templates List dialog box select the Report template you wish to open
and click the Run icon.
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Bummary Report Templates List x

Templates =
Employee Bilings
Samnle Summary Rennrt

4. Ifyou wish to change dates and/or other filter settings click View Criteria in the Report Options
ribbon group; change the View Criteria settings as desired; and click Recalculate in the Report
Options ribbon group.

Recalculate Wiew Criteria

Copying a Summary Report Template to another user

When you save a Summary Report the template is only saved to your list of templates. However, you can copy
any Summary Report template that you create and save to any other Timesheet user.

To copy a Summary Report template to another user:
1. Click on the Reports tabs; and then click on the Summary Reports icon.

2. Click Display List of Templates in the Summary Report ribbon group.

Reports Process Management System Confi

3. From the Summary Report Templates List dialog box select the Report template you wish to copy
and click Copy.

Summary Report Templates List x

Templates

Employee Billings
Samnle Summary Rennrt
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From the Copy summary report templates dialog box, select the Employee/s or Employee Groups you wish
to copy the template to; and select OK.

Copy summary report templates x
oK Cancel -

Options
Employees
{Group} Managers E]
[ Replace existing templates
[7] copy all templates

Exporting Your Summary Report to a Spreadsheet

Once you've generated a summary report in Office Timesheets you can export it to a spreadsheet file so that it
can be further manipulation if needed. To export your Summary Report to a CSV file simply click on the
Export button in the top left-hand corner of the Summary Report (see image below); and save or open the file
with a selected application (example: Microsoft Excel).

[l save The current Tempiate

@ l&’ Display List Of Templates

\d

Recalculate Wiew Criteria

i

Print Active View

Variance

Capital MR TO95.000 30360.00] -23261.00| 2338 391763.(

2 - Planning 225.00 3000.00| -2775.00] 7.50] 137700

22 - Determing Resources 90.00 1000.00| -510.00| §.00f 5508.(

Amy Rogers 18.00f 200.00) -182.00| 5.00| 11881
Opening SummaryReport.csv | =2

You have chosen to open
) SummaryReport.csv

which is @ Microsoft Excel Comma Separated Values File
from: http://los-ocserverd

What should Firefox do with this file?

) Dpen with l Microsoft Excel (default) - l

@ Save File

[7] Do this automatically for files like this from now on.

[ ok || Concel
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Using Generic Import/Export

The Office Timesheets Import/Export tab contains functions and/or modules designed to transfer data
between Office Timesheets and other applications and/or files.

To access Office Timesheets Import/Export tab click on the Import/Export tab (shown in the illustration
below).

|\ Sign Out = l

View Sheets Impaort / Expaort Reports FProcess Management System

There are currently four ribbon groups found within Office Timesheets’ Import/Export tab: Generic, MS
Project, QuickBooks and Active Directory.

Sign Out =
View Sheets Impart [ Export Reports Process Management System Confi

M Save The Current Template

L
Jj I% Dizplay List Of Templates Eﬂﬁ %ﬁ j

Import / Export Import / Export Preferences Import

Generic MS Project QuickBooks Active Directony

e Generic Import/Export - the Generic ribbon group houses all the functions and features within
Office Timesheets for importing and/or exporting data from and/or to other applications using
comma separated value (CSV) text files. Office Timesheets imports and exports CSV file types because
almost all data driven applications can export and/or import this file type as it has long become an
industry standard, and this file type is standardized across almost all computer platforms.

e MS Project - the MS Project ribbon group houses all the functions and features within Office
Timesheets for bi-directional integration with Microsoft® Project. This set of features and functions
are designed to import employee (resource) task assignments from Microsoft Project plans into
employee timesheets within Office Timesheets; and export actual hours back to the project plan as
often as an update to the project plan is needed.

¢ QuickBooks - the QuickBooks ribbon group houses the data mapping preferences for users
wanting two-way integration with Intuit’'s QuickBooks® (QuickBooks Professional or higher is
required).

Note: you must also download the Office Timesheets QBLink application in order to perform bi-
directional integration between Office Timesheets and QuickBooks.

e Active Directory - the Active Directory ribbon group contains the functions necessary for
connecting to a Microsoft Windows Domain Controller in order to import name and login
information from Active Directory.
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Note: This ribbon group is only visible within the Office Timesheets self-install edition. This
feature is not available with Office Timesheets On Demand (Hosted) edition.

Using Generic Import/Export Functions

The Office Timesheets Generic Import and Export ribbon group contains features and functions that allow
you to import data from and export data to virtually any database or spreadsheet application. The Office
Timesheets Generic Import/Export utilizes the CSV (Comma Separated Value) file format, long an industry
standard for importing and exporting data to and from database applications, spreadsheets, etc.

Office Timesheets uses templates for each data import and/or export you perform. Each import/export
template can be saved, which allows for a great deal of functionality as each import/export template can be
saved and re-used without re-entering import/export options and field mappings.

Each import/export template you create contains the name of the template, setup options, field mappings,
and other options related to the importing or exporting data.

Import and Export Data Categories

Importing and exporting data from and to Office Timesheets is broken down into seven (7) separate
categories or data types:

e Employees

e Elements

e Expenses

e Groups

o Tasks

e Time Entries

e Expense Entries

To ensure that data is properly imported and/or exported, data is separated into logical categories. It is also
important to note that before certain types of data can be imported into Office Timesheets and properly
linked with other relational data elements, you must import one type one data category before another
(covered in topics below).

Import/Export Templates

Each data import or export for Office Timesheets starts with an import/export template. Thus, in order to
import and/or export data into or from Office Timesheets you first create a template or open an existing
import/export template.

Creating and running Import/Export Templates

To create an import/export template:

1. Click on the Import/Export tab; then click on the Import/Export icon in the Generic ribbon group.

2. From the Generic Text Import/Export form enter a name for your import/export template in the
Name field.

3. From the Setup form group
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If importing time entries...

a. Choose the format in which your time entries are stored in the file you are importing:
Minutes or Hours. This selection only applies if you are importing time entries.

b. Choose a row you wish to skip. For example, enter 1 if row 1 of your file contains column
headers. If your file does not contain column headers, and you do not wish to skip a
particular row within your import file, simply leave this field set as 0.

If exporting time entries...

a. Choose the format in which your entries to be stored in the file you are exporting: Minutes
or Hours. This selection only applies if you are exporting time entries.

b. Select the Show titles check box if you wish to show the field names (column headers) for
each column of the file that is being exported.

4. From the Connection form group

Ifimporting...

Choose the data Section you wish to import or export and enter the path to, and the name and
extension of the file you wish to import. Optionally, you may click the Browse button to select the
path and file to be applied in the File field.

Connection
Import l
Section File
Employee: Clemplovees. cav Browse...
Element: Browse...
Expense: Browse...
Group: Browse...
If exporting...

Enter the path and full name of the file (with .csv extension) you wish to export in the File field of the
corresponding Section.
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—— Export
Section File
Employee:

Element:

Expense:

Group:

Task

Time Entry: CAtime_entries. cay
Expense Entry:

5. Click on the template button to open the Mapping Template Editor dialog box.

**For a list of field names and field descriptions please refer to the Field Names and Descriptions by
Import/Export Category topic below.

a. Choose the corresponding data Section in which you are importing or exporting...

Mapping Template Editor X
| ] Add 4 Move Up
x x Remove ¥  Move Down
Cancel
clions Edit Mowve

Section {Import) Employee -
Available UITIDDI't]' Employee ded Fields
b (Importy Element
(Import) Expense
{Import) Group
LAST N (Importy Task
(Import) Time Entry
EMP_DISP
(Import) Expense Entry
EMPLOY -
(Export) Employee
EMPLOY
(Export) Element
REFORTI
(Export) Expenze
HOLIDAY
(Export) Group
TIME_E (Export) Task
EXPENSE Jf ' P

| (Export) Time Entry
(Export) Expense Entry

L= |

EMPLOYEE_GRP-3
EMPLOYEE_GRP-4
EMPLOYEE_GRP-3 S
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b. Double-click on fields in the Available Fields column to select the fields in which you wish
to import or export. The fields you have selected will appear in the Added Fields column.

Mapping Template Editor ¥
Ly Add < Move Up
J x x Remove *  Wove Down
0K Cancel
Actions Edit Move

Section (Export) Employee -

Available Fields Added Fields
EFF_DATE_TAB_E-8 « J[FIRST_NAME
STD_RATE_TAB_E-9 LAST NAME
OWT_RATE_TAB_E-9 STD_RATE_TAB_A-1
EFF_DATE_TAB_E-8 EMP_CUSTOM-1
STD_RATE_TAB_E-10 EMP_CUSTOM-2
OWT_RATE_TAB_E-10 EMP_CUSTOM-3
EFF_DATE_TAB_E-10 EMP_CUSTOM-4
EMP_CUSTOM-1 EMP_CUSTOM-5
EMP_CUSTOM-2 EMP_CUSTOM-5
EMP_CUSTOM-2 EMP_CUSTOM-T
EMP_CUSTOM-4 EMP_CUSTOM-2
EMP_CUSTOM-5 EMP_CUSTOM-9
EMP_CUSTOM-5 EMP_CUSTOM-10
EMP_CUSTOM-T
EMP_CUSTOM-2 |
EMP_CUSTOM- El
EMP_CUSTOM-10 S

Use the Move Up/Move Down button in the Move ribbon group if you wish to change the order
of fields in which you’ve added. This is done simply by selecting the field you wish to move up or
move down and then clicking on the Move Up or Move Down button the number of times you
wish to move the field up or down.

Use the Remove button in the Edit ribbon group to remove a field from the Added Fields
column by highlighting the field you wish to remove, and selecting Remove.

6. Choose and/or select import/export options

If importing data refer to the Import form group...
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Import

[] Replace existing tasks From 02/11/2008 E
Cuplicate handling Add - To 02112008 E
[ Entry Status Fields... ] [ Task Status Fields... ]

= Replace existing tasks - this option replaces an existing task within Office
Timesheets when the same task is imported. For example, you import the same task,
but with updated task information such as new task start and end dates, etc. In this
case, the task in Office Timesheets will be replaced with the new task in which you
are importing. If you do not select this option, then a task with identical element
item selections will be ignored upon import.

Import
Replace existing tasks

= Duplicate Handling (Add, Ignore, Replace) - if duplicates items are imported this
selection tells Office Timesheets what to do with the duplicate item on import. If you
select Add, Office Timesheets will add the record as a duplicate item. If Ignore is
selected Office Timesheets will ignore or skip the duplicate record on import. If
Replace is selected, Office Timesheets will replace the existing record within Office
Timesheets when importing the record.

Duplicate handling Add -

lgnore
Replace

Entry Status Fiel

=  From - if importing time and expense entries, you can select a From and To date in
which to import entries.

From  01/01/2008 | ‘

To 1 January, 2008 3
Su Mo Tu We Th Fr Sa

Task S /31 1 2 3 4 5
& 7 8 9 10 11 12
13 14 11 Tuesday, January 01, 2008 }
20 21 22 23 24 25 2o
02M1/2002 27 28 29 30 31 1 2

3

02/11/2008 34 5 8 7 8 83

Selection Today: February 11, 2008
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= To - if importing time and expense entries, you can select a From and To date in
which to import entries.

To 03r3172008] |14 |
4 March, 2008 2
Su Mo Tu We Th Fr 5a
24 25 26 27 28 29
2 3 4 5 6 T @&
9 10 11 12 13 14 15
16 17 18 19 20 21 22
¥2M1/2008 23 24 25 2w/ 2F 2B 29
30 31 1 2 3 4 5

Monday, March 31, 2008
Todays r

= Entry Status Fields - this button opens the Entry Status Fields selection dialog box.
From this dialog you can choose to import time and/or expense entries that contain
your selected settings by using the Include column settings. You may also choose to
set the status of entries upon import by using the Set as column settings.
¢ Include - will only import entries with included entry status selections.

Task S

121112008

Selection

Entry Status Fields

X

Close

Actions

Entry Status Fields

Include

Billable lgnore -

Cwertime L

Checked
Approval status Unchecked

e Set As - will set the entry status to the selected settings upon import.
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Setas
Checked -

lgnore

Checked

- Unchecked -

Task Status Fields - this button opens the Task Status Fields selection dialog box.
From this dialog you can choose to import tasks that contain your selected settings
by using the Include column settings. You may also choose to set the status of tasks

upon import by using the Set as column settings.

¢ Include - will only import tasks with included task status selections.

Task Status Fields

X

Close
Actionzs
Include
Complete lgnore -
Billable lgnore -
Ignore
Checked
= Unchecked
! Element

e Set As - will set the task status to the selected settings upon import.
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Includea Setas
lgnore + Ignore -
lgnore + Checked -

Ignore

Checked

lUnchecked |

If importing data refer to the Export form group (shown below)...

Export
[] Delete data after export From  02r1/2008 E
To 02/11/2008 ]
[ Entry Status Fields. .. ] [ Selection... ]

’ Task Status Fields._.. ]

@ Employee
C) Element
(") Expense
) Group

(Z) Task

() Time Entry

() Expense Entry

= Delete data after export - check this box if you wish to delete the selected data
after export. Use extreme caution with this selection setting as it deletes the
selected data permanently from the Office Timesheets database.

[] Delete data after export

= From - if exporting time and expense entries, you can select a From and To date in

which to export entries.
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01/01r2008] | 4]
4 January, 2008 k

Su Mo Tu We Th Fr Sa
3031 1 2 3 4 5
6 7 4 9 10 11 12
13 14 1{ Tuesday, January 01, 2008 |
20 021 22 23 24 25 X%
27 23 29 30 31 1 2
3 4 5 6 7 8 8

Today: February 11, 2008

= To - if exporting time and expense entries, you can select a From and To date in
which to export entries.

To 03/31/2008 4]

A March, 2008 3
j Su Mo Tu We Th Fr Sa

24 25 26 27 &/ 1/ 1
2 3 4 5 &6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 28 2F 2B 29

30 31 1 2 3 4 5

Monday, March 31, 2008
Tﬂdi-rn-cumvv—r

=  Entry Status Fields - this button opens the Entry Status Fields selection dialog
box. From this dialog you can choose to export time and/or expense entries that
contain your selected settings by using the Include column settings. You may also
choose to set the status of entries upon export by using the Set as column settings.

e Include - will only export tasks with included task status selections.
o Set As - will set the task status to the selected settings upon export.
= Task Status Fields - this button opens the Task Status Fields selection dialog box.
From this dialog you can choose to export tasks that contain your selected settings
by using the Include column settings. You may also choose to set the status of tasks
upon export by using the Set as column settings.

e Include - will only export tasks with selected task status selections.

e Set As - will set the task status (of selected tasks) to the selected settings
upon export.
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= Selection (Level Selections) - this button opens the Selection dialog box. From
this dialog you can choose to export tasks that contain your selected level settings.

Selection x
Cloze
Actions
Employee LA E]
Client AR (]
Project LA E]
Phase AR (]
Activity LA E]
Payroll ltem fAIn E]

= Category Selection (Employee, Element, Expense, Group, Task, Time Entry,
Expense Entry) - here you must choose the data category for which you are
exporting.

) Employee

) Element

(") Expense

() Group

) Task

@ Time Entry

(") Expense Entry

7. Click Import or Export to initiate the process of importing and/or exporting data using the template
in which you've created.

[ Import ] [ Export ]

Saving import/export templates

Once you've created an import or export template you can save it for re-use at another date. To save your
import/export template:
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1. Click on the Save The Current Template icon in the Generic ribbon group.

iheets Import / Export

[ H Save The Current Template |
% Dizplay List Of Templates

Generic

2. A message will appear that the template was successfully saved; click OK.

Windows Internet Explorer @

l k Ternplate was successfully saved.

Retrieving import/export templates

To retrieve an import and/or export template you previously created and saved:

1. From the Import/Export tab, click on the Display list of templates icon in the Generic ribbon
group.

heets Impaort / Export

H Save The Current Template
| & Display List Of Templates |

Generic

2. From the Import/Export templates list dialog, select the template in which you wish to retrieve,
and click the Load icon.
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Import/ Export Templates List x

x Cloze
J 75 Delete

Load E3 Copy
Actions

Templates

Oracle Batch Export
EmployeeExport

Copying import/export templates

The Copy function allows you to copy existing import/export templates to another Office Timesheet user’s
Import/Export template list. To copy import/export templates to another Office Timesheets user’s template
list:

1. From the Import/Export tab, click on the Display list of templates icon in the Generic ribbon
group.

2. From the Import/Export templates list dialog, select the template in which you wish to copy, and
click the Copy icon.
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Import/ Export Templates List
x Close

=

Templates

Oracle Batch Export
EmployeeExport

The Copy Import/Export Templates dialog box will appear...

3. From the Copy Import/Export Templates dialog box, select the Employees for which you will copy

the template/s to, and choose one or both options replacing and/or copying templates; and select
OK.

Copy Data Exchange Templates

v X

Cancel

4

Actions

Employees

Thomas Garrett [:]

[ Replace existing templates
Copy all templates

Deleting import/export templates

To delete an existing import/export template:
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1. From the Import/Export tab, click on the Display list of templates icon in the Generic ribbon

group.

2. From the Import/Export templates list dialog, select the template in which you wish to delete, and

click the Delete icon.

Fields Names and Descriptions by Import/Export Category

Below is a list of fields and a description of each field, by import/export category, that is available for import
and/or export with Office Timesheets.

Employees (Import/Export)

Field Name Description
FIRST_NAME Employee's First Name
MI Employee's Middle Initial
LAST_NAME Employee's Last Name

EMP_DISPLAY_NAME

Employee's Display Name

EMPLOYEE_EMAIL

Employee's Email Address

EMPLOYEE_STATUS

Employee's Status

REPORTING_PERIOD

Employee's Reporting Period

HOLIDAY_GRP

Employee's Holiday Group

TIME_ENTRY_LOCK_DATE

Employee Time Entry Lock Date

EXPENSE_ENTRY_LOCK_DATE

Employee's Expense Entry Lock Date

EX_ID

ID Number for the Employee that was generated by an external program

EMPLOYEE_GRP-1

Employee's Group 1

through

EMPLOYEE_GRP-25 Employee's Group 25

EX_GRP_ID-1 ID Number for Employee's Group 1 that was generated by an external program
through

EX_GRP_ID-25 ID Number for Employee's Group 1 that was generated by an external program

STD_RATE_TAB_A-1

Employee's Standard Rate for Tab A

OVT_RATE_TAB_A-1

Employee's Overtime Rate for Tab A

EFF_DATE_TAB_A-1

Employee's Effective Date for Standard and Overtime Rates for Tab A

THROUGH

STD_RATE_TAB_E-10

Employee's Standard Rate for Tab E

OVT_RATE_TAB_E-10

Employee's Overtime Rate for Tab E

EFF_DATE_TAB_E-10

Employee's Effective Date for Standard and Overtime Rates for Tab E

EMP_CUSTOM-1

Employee Custom Field 1

Through

EMP_CUSTOM-10

Employee Custom Field 10
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SKIP

‘ Skips the selected column

Elements (Import/Export)

Field Name

Description

ELEMENT_LEVEL

Element's level number

ELEMENT_NAME

Element's level name

ELEMENT_ABBR

Element's abbreviation

ELEMENT_STATUS

Element's status

EX_ID

ID number of the element generated from an external program

ELEMENT_GRP-1

Employee's group 1

through

ELEMENT_GRP-25 | Employee's group 25

EX_GRP_ID-1 ID number of the element's group 1 generated from an external program
through

EX_GRP_ID-25 ID number of the element's group 25 generated from an external program
ELM_CUSTOM-1 Element's custom field 1

through

ELM_CUSTOM-10

Element's custom field 10

SKIP

Skips the selected column

Expenses (Import/Export)

Field Name Description

EXPENSE_NAME Expense item's name

EXPENSE_DESCR | Expense item's description

EXPENSE_STATUS | Expense item's status

EX_ID ID number of expense item generated by an external program

PRICE Expense item's price

QUANTITY Expense item's quantity

MARK_PERCENT | Expense item's mark up or mark down percentage

TAX_PERCENT Expense item's tax percentage

EXPENSE_GRP-1 Expense item's group 1

through

EXPENSE_GRP-25 | Expense item's group 25

EX_GRP_ID-1 ID number of expense item group 1 generated by an external program
through

EX_GRP_ID-25 ID number of expense item group 25 generated by an external program
EXP_CUSTOM-1 Expense item's custom field 1

through
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EXP_CUSTOM-10

Expense item's custom field 10

SKIP

Skips the selected column

Groups (Import/Export)

Field Name Description

ELEMENT_LEVEL Group's element level

GRP_NAME Group's name

EX_ID ID number of group generated by external program
GROUP_MANAGER Display of group manager (Employee Groups Only)
SKIP Skips the selected column

Tasks (Import/Export)

Field Name Description
EMP_ID Employee ID
EMP_EX_ID Employee ID generated by an external program

EMP_DISPLAY_NAME

Employee's display name

ELEMENT_ID-1

ID number for element level 1

Through

ELEMENT_ID-10

ID number for element level 10

ELEMENT_EX_ ID-1

ID number for element level 1 generated by an external program

Through

ELEMENT_EX ID-10

ID number for element level 10 generated by an external program

ELEMENT_NAME_LVL-1

Element level 1 name

Through

ELEMENT_NAME_LVL-10

Element level 10 name

ELEMENT_ABB_LVL-1

Element level 1 abbreviation

Through

ELEMENT_ABB_LVL-10 Element level 10 abbreviation
TASK_RATE Task rate

TASK_STATUS-1 Task status 1

Through

TASK_STATUS-15 Task status 15

START_DATE Task start date

END_DATE Task end date
TRACK_RATE-1 Task tracking rate 1

Through

TRACK_RATE-3

Task tracking rate 3
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TRACK_HOURS-1

Task tracking hours 1

Through

TRACK_HOURS-3 Task tracking hours 3
TASK_NOTES Task notes

SKIP Skips the selected column

Time Entries (Import/Export)

Field Name Description

ENTRY_DATE Date of time entry

START_TIME Start time of time entry

STOP_TIME Stop time of time entry

TIME_SPENT Calculated time spent (calculated from start time and stop time)

TIME_SPENT_ONLY

Time spent (if no start time and no stop time)

APPROVAL_STATUS

Entries approval status

EMP_ID

ID number of employee

EMP_EX_ID ID number of employee generated from an external program
EMP_DISPLAY_NAME Display name of employee

ELEMENT_ID-1 ID number of element level 1

Through

ELEMENT_ID-10

ID number of element level 10

ELEMENT_EX ID-1

ID number of element level 1 generated from external program

Through

ELEMENT_EX ID-10

ID number of element level 10 generated from external program

ELEMENT_NAME_LVL-1

Element level 1 name

Through

ELEMENT_NAME_LVL-
10

Element level 10 name

ELEMENT_ABB_LVL-1

Element abbreviation for level 1

Through

ELEMENT_ABB_LVL-10

Element abbreviation for level 10

ENTRY_STATUS-1

Status 1 of time entry

Through

ENTRY_STATUS-15

Status 15 of time entry

ENTRY_NOTES

Notes for time entry

TRACK_RATE-1

Task's tracking rate 1

Through

TRACK_RATE-3 Task's tracking rate 3
TRACK_HOURS-1 Task's tracking hours 1
Through

TRACK_HOURS-3

Task's tracking hours 3
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TASK_NOTES

Notes for task

SKIP

Skips the selected column

Expense Entries (Import/Export)

Field Name

Description

ENTRY_DATE

Date of expense entry

APPROVAL_STATUS

Expense entry approval status

EMP_ID

ID number of employee

EMP_EX_ID

ID number of employee generated by an external program

EMP_DISPLAY_NAME

Employee's display name

ELEMENT_ID-1

ID number for element level 1

Through

ELEMENT_ID-10

ID number for element level 10

ELEMENT_EX_ID-1

ID number for element level 1 generated by external program

Through

ELEMENT_EX ID-10

ID number for element level 10 generated by external program

ELEMENT_NAME_LVL-1

Name for element level 1

Through

ELEMENT_NAME_LVL-10

Name for element level 10

ELEMENT_ABB_LVL-1

Abbrevation for element level 1

Through
ELEMENT_ABB_LVL-10 Abbrevation for element level 10
EXPENSE_ID ID number of expense entry

EXPENSE_EX_ID

ID number of expense entry generated by an external program

EXPENSE_NAME

Expense item name

ENTRY_STATUS-1

Expense entry status 1

Through

ENTRY_STATUS-15

Expense entry status 15

ENTRY_NOTES

Expense entry notes

DESCRIPTION Expense description

PRICE Expense price

QUANTITY Expense quantity

TOTAL Expense total (expense price multiplied by expense quantity)
MARK_PERCENT Expense markup or markdown percentage
MARK_TOTAL Total of expense markup or markdown

TAX_PERCENT Tax percentage

TAX TOTAL Total tax

APPLY_TAX Apply tax setting

ENTRY_TOTAL Total for entry (including markup/markdown and tax)
TRACK_RATE-1 Task tracking rate 1
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Through

TRACK_RATE-3 Task tracking rate 3
TRACK_HOURS-1 Task tracking hours 1
Through

TRACK_HOURS-3 Task tracking hours 3
TASK_NOTES Task notes

SKIP Skips the selected column

Importing data into Office Timesheets

Data can be imported into Office Timesheets in any order. However, you will find that a particular piece of
data may be needed first as another record type may require a relational link to other data records first. For
example, if importing employees records with the employee’s group settings, employee groups must exist in
order for the two data elements to link together.

When importing data into Office Timesheets, logically, you should consider importing data into Office
Timesheets in the following order:

1.

Employee Groups (a group must first exist if importing Employees with one or more group
associations)

Employees

Element Groups (a group must first exist if importing Elements with one or more group
associations)

Elements Items

Expenses (Expense Code Items)

Tasks (Employee Names and Element Iltem Names must exists before a task is created as each
task is comprised of a combination of Employee and Element Item Selections)

Time Entries & Expense Entries

How Office Timesheets links data types during import

The rules in which Office Timesheets uses to link data types for each import/export data category is as

follows...

Groups

a. Ifthe External ID of an imported group is not empty, then Office Timesheets looks to find the group in the
database (with this External ID). If the group is found, then Office Timesheets links the imported group to
the matching group, else go to point “b”.

b. Office Timesheets looks to find a group in its database with the same Name of the imported group. If a
group with the same name is found, then Office Timesheets links the imported group to the group with
the same name, else go to point “c”.

c. Office Timesheets add the imported group to its database as a new group.
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Employees

a. Ifthe External ID of an imported employee is not empty, then Office Timesheets looks to find the
employee in the database with this External ID. If employee is found, then Office Timesheets links the
imported employee to the matching employee, else go to point “b”.

b. Office Timesheets looks to find an employee in its database with the same name of imported employee. If
an employee with the same name is found, then Office Timesheets links the imported employee to the
employee with the same name, else go to point “c”.

c. Office Timesheets adds the employee to its database as a new employee.

Elements

a. Ifthe External ID of an imported element is not empty, then Office Timesheets looks to find an element in
its database with this External ID. If the element is found, then Office Timesheets links the imported
element to the matching element, else go to point “b”.

b. Office Timesheets looks to find an element in its database with the same Name of the imported element. If
element is found, then Office Timesheets links the imported element to matching element, else go to point

c”.
c. Office Timesheets adds the element to its database as a new element.

Expenses

a. Ifthe External ID of an imported expense is not empty, then Office Timesheets looks to find an expense in
its database with this External ID. If the expense is found, then Office Timesheets links the imported
expense to the matching expense, else go to point “b”.

b. Office Timesheets looks to find an expense in its database with the same Name of the imported expense.
If the expense is found, then Office Timesheets links the imported expense to the matching expense, else

go to point “c”.
c. Office Timesheets adds the expense to its database as a new expense.

Tasks, Time Entries, Expense Entries

a. IfEmployee ID of imported object (task/time entry/expense entry) is not empty, then find employee in
DB with this Employee ID. If employee was found, then link Employee of imported object to found
employee, else go to point “b”.

b. If Employee External ID of imported object is not empty, then find employee in DB with this Employee
External ID. If employee was found, then link Employee of imported object to found employee, else go to
point “c”.

c. Find employee in DB with Display Name of employee of imported object. If employee was found, then link
Employee of imported object to found employee, else imported object will be without Employee.

d. IfElement-X (element with level X) ID of imported object is not empty, then find Element-X in DB with
this Element-X ID. If Element-X was found, then link Element-X of imported object to found Element-X,
else go to point “e”.

e. IfElement-X External ID of imported object is not empty, then find Element-X in DB with this Element-X
External ID. If Element-X was found, then link Element-X of imported object to found Element-X, else go
to point “f”.

f. Find Element-X in DB with Name of imported Element-X. If Element-X was found, then link Element-X of
imported object to found Element-X, else go to point “g”.

g. Find Element-X in DB with Display Name of Element-X of imported object. If Element-X was found, then

link Element-X of imported object to found Element-X, else imported object will be without Element-X.
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h. If Expense ID of imported object is not empty, then find expense in DB with this Expense ID. If expense

was found, then link Expense of imported object to found expense, else go to point

w:n
1.

i. If Expense External ID of imported object is not empty, then find expense in DB with this Expense
External ID. If expense was found, then link Expense of imported object to found expense, else go to point

w:n

J

Find expense in DB with Name of expense of imported object. If expense was found, then link Expense of

imported object to found expense, else imported object will be without Expense.

sy

Note: points “h”-“j

only apply to Expense Entries.

Example: Exporting Employee Information

Please carefully read the instructions below as any deviation from these steps will result in an unsuccessful

export.

To export data from Office Timesheets:

1. Click on the "Import/Export” tab.

Timesheet View

| Edit Task

2. Enter in the name of the Element/Item(s) being exported into the "Name" field. For example if you
were exporting Employee information enter in "Employee” in the "Name" field.

Import/ Export

Repors  Pro

Import / Export

— General —

System Configuration

gement

— |
I
b : ti i
1 ) )
Import / Export Preferences Import
Generic QuickBooks | Active Directory.
Generic Text Impart / Export

—— Import

Name lEmpbﬁ

| [ Replace existing tasks From

—— Setup

Duplicate handling [aee ¥ To

~—— Import . —— Export

Time spent | Minutes ¥
[ showtitles

Time spent | Minutes ||

Rows toskip |0

| orsznos |75

[ Entry Status Fields... ] [

Task Status Fields...

]

—— Export

[[] Delete data afier export From f‘a

—— Connection

To 080572008 |[1]

—— Import

3. On the lower left hand corner of the page click on the "Template” button to open the "Mapping

Template Editor".

271
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— —
Rows to skip [0 [ showfitles ‘
J | —— Export
= = Delete data aft it [oasrons |7
— Cofjnection [ Delete data after export From | 0s/0s/2008
Sectpn i = [ Entry Status Fields... ] [ Selection... J
Empoyee [Efr
Element Browse. Task Status Fields
Expefise Browse.
©® Employee
Grou) Browse.
— O Element
Tas Browse
2 O Expense
TimelEntry Browse
O Group
Expefise Eniry Browse.
O Task
Hwport = Q Time Entry
sectjon File O Expense Entry
Empfoyee
Elenfent
Expense:
Group
Tas
Timg Entry:
Expense Eniry
Template |
=

4. Choose the appropriate Element/Item you are exporting from the "Section" drop down menu. For example if you
were exporting Employee information select "(Export) Employee".

Mapping Template Editor x|

Section (Import) Employee w
Available F (mport} Employee Added Fields
SKIP ({Import) Element
FIRST_na (mport) Expense
W (Import) Group
(Import) Task
IE_EETEII;’:L (Import) Time Entry
= (Import) Expenze Entry
F(Export) Employee
(Export) Element
(Export) Expense
(Export) Group
(Export) Task
EXEENES (Export) Time Entry
2l (Export) Expense Ents
EMPLOYEE ront) PE! i

EMPLOYEE_GRP-2
EMPLOYEE_GRP-3
EMPLOYEE_GRP-2
EMPLOYEE_GRP-S5

REPORTING
HOLIDAY _
TIME_ENTR

5. We strongly recommend selecting and adding (Add button) every "Available Fields" choice with the exception of
any choices that begin with "EX" to ensure all valid information is not missed during the export. Choices that begin
with "EX" is solely for importing purposes and will not be used for the export process. When you have completed
your selection click on OK.
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EMPLOYEE_EMAI
EMPLOYEE_STATUS
REPORTING_PERIOD
HOLIDAY_GRP
TIME_ENTRY_LOCK_DATE
EXPENSE_ENTRY_LOCK_DATE
EX_ID
EMPLOYEE_GRP-1
EMPLOYEE_GRP-2
EMPLOYEE_GRP-3
EMPLOYEE_GRP-4
EMPLOYEE_GRP.S

Section (Export) Employee

Available Fields Added Fields
SKIP | [|SKIP
FIRST_MAME = || |FIRST_NAME
Ml L
LAST NAME "~ NAME

you will enter this date within the date field to ensure this task is exported properly.

—— General

—— Import

Name |Employee

[1 Replace existing tasks

From - [oom8 |74
To[ronsoom 18

[ Task Status Fields____ |

—— Setup Duplicate handling
—— Impot ———— —— Export -
Time spent Time spent | Min [ ECARELIS T ]
Rows to skip [0 | || O showtitles
—— Export
5 [] Delete data after export From
—— Connection
—— Impaort 0
SIRIT Lo Entry Status Fields...
Employee: [ | Bowse_. |
Element | | Browse.. | Task Status Fields. ..
Expense | | Bowss . | @i
Group: I || Bowse.. | s
Task [ || Browse | G
ense
Time Entry: | | Browse. | O p
; = rou
Expense Entry: | | Buowss.. | or Kp
as
—— Export O Time Entry

pousan 2

' ’
Su Mo Tu Sa
27 28 29 30 31 1 2
3 4 5 6 7 8 9
0 i1 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
8L 1 2 3 & 5 6

Today: August 5, 2008

Under the "Export" (Right most field) field choose the appropriate dates. For example if a "Task" began 08/05/08

7. Under the "Export" field (Right most field) it is very important to choose the appropriate Element/Item you are
exporting. For example if you are exporting Employee information select the "Employee" option below the "Task

Status Fields..." button.
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—— General

MName |Employee

—— Setup

—— Import
| [ Replace existing tasks From @
Duplicate handling To @

— Import

Time spent
Raws to skip |0 |

— —— Export

Time spent

[] show titles

[ FEntryStatusFields | [ Task Status Fields

]

—— Export

—— Connection

[] Delete data after export  Fram @

—— Import

Section File

Employee: [

Element:

Expense:

Group

Task:

Time Entry: |

Expense Entry: |

—— Export

Section File

Employee: |

To  [mowmos |34

[ Entry Status Fields... ]

[ Selection... ]

[ Task Status Fields. .. }

® Employee

CElement

O Expense

O Group

O Task

) Time Entry

O Expense Entry

8. Select the "Save the Current Template" button in the "Generic" Ribbon Group in the top menu to save your current
configuration for the particular Element/Item.

figuration

MS Project QuickBooks

Active Directory

Generic Text Import / Export

—— General

~—— Import

Name |Employee | ‘ ‘ [] Replace existing tasks

9. Under the "Export" field (Left most field) create and enter the name of your file in the appropriate
"Section" and add the .csv extension. For example if you are exporting Employee information type in
Employee.csv.

| “ [ showtities |
| J

‘ ‘ Rows to skip [0

~—— Connection

—— Import

Section File

Employee:

Element:
Expense

Group’

Task:

Time Entry:
Expense Entry

—— Export

Section File

Employee:

|Employee.csy|

Element:

Expense

Group:

Task:

Time Entry:

Expense Entry: |

—— Export
[] Delete data after export  From %
To  [oosuams 24
[ Entry Status Fields... ] [ Selection.... }
Task Status Fields.
® Employee
O Element
OExpeﬂse
OGroup
O Task
O Time Entry
O Expense Entry
impor

10. Select the "Export" button and save the file to your desktop.
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Export U Time Eniry
Section File O Expense Entry
Employee |Employee.csy|
Element:

Expense:
Group:

Task

Time Entry:
Expense Entry.

11. Repeat step 1 until all desired Elements/Items have been exported and saved to your desktop.

Example: Importing Employee Information

To import data into Office Timesheets:

1. Click on the "Import/Export" tab.

lanagement

‘Time Entry

Timesheet View

2. Enter in the name of the Element/Item(s) being imported into the "Name" field. For example if you
were importing Employee information enter in "Employee (Import)" in the "Name" field.

nagement

Import / Export

Generic TextImport | Export

—— General —— Import —
iame | Employee (mport) | [ Replace
~—— Setup Duplicate ha

—— |lmpot —— —— Export
Time spent Time spent @

Rows to skip |0 [ show titles

—— Export —

- | LT

3. Onthe lower left hand corner of the page click on the "Template" button to open the "Mapping
Template Editor".
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—
Rows to skip |0 [] Showtitles
? Export
Codnection [ Delete data after export From ggiumucb@
iport To [ownsooe 34
Sectpn e [ Entry Status Fields. . ] [ Selection... J
Employee Browse..
Element. Browse Task Status Fields...
Expefise Browse.. @ Empl
mployee
Grou Browse. o= ? YI
emen
Tas Browse
% O Expense
TimelEntry: Browse.. Oc
rou
Expepse Entry. Browse o Kp
as
Byport O Time Entry
Section File O Expense Entry
Empjoyee
Element:
Expepse
Group
Tas|
Timg Entry:
Expgnse Entry:
L
Template:
sl

4. Choose the appropriate Element/Item you are importing from the "Section" drop down menu. For
example if you were importing Employee information select "(Import) Employee".

Mapping Template Editor x

Available Fields

=L 1 I (import) Employee :QL

 lPadded Fields

~

SKIP
FIRST_NAME

LAST_NAME
EMP_DISPLAY_NAME
EMPLOYEE_EMAL
EMPLOYEE_STATUS
REPORTING_PERIOD
HOLDAY_GRP
TME_ENTRY_LOCK_DATE
EXPENSE_ENTRY_LOCK_DATE
EX_ID

EMPLOYEE_GRP-1
EMPLOYEE_GRP-2
EMPLOYEE_GRP-3
EMPLOYEE_GRP-4
EMPLOYEE_GRP-5

IE3

5. We strongly recommend selecting and adding (Add button) every "Available Fields" choice with the
exception of any choices that begin with "EX" to ensure all valid information is not missed during the
export. The only time a user would choose the options that begin with "EX" is importing data from
another 3rd Party application. When you have completed your selection click on OK.
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Mapping Temnplate Editor x

Section (Import) Employee -

Available Fields Added Fields
SKIP | || SKIP
FIRST_NAME = || |FIRST_NAME
] M
LAST_NAME LAST_NAME
EMP_DISPLAY _NAME EMP. LAY _MAME
EMPLOYEE_EMAIL EMPLOYEE_EMAIL

REPORTING_PERIO
HOLIDAY_GRP
TIME_ENTRY_LOCK_DATE
EXPENSE_ENTRY_LOCK_DATE

EX_D

EMPLOYEE_GRP-1

EMPLOYEE_GRP-2

EMPLOYEE_GRP-3

EMPLOYEE_GRP-4

EMPLOYEE_GRP-5 ol

6. Under the "Import" field (Right most field) choose the appropriate dates. For example if a "Task"
began 08/08/08 you will enter this date within the date field to ensure this task is imported

properly.

Generic Text Import / Export

—— General —— Import

Name |Employee (mport) | [] Replace existing tasks From | osi0azoe [ |

— Setup Duplicate handling To 4 August, 2008 3
—— Import . — Export Su Mo Tu We Th Fr Sa
Time spent |M\n|rles v‘ Time spent |Mmutes v‘ [ oty Siates Pl J [ L Z; Zi 2: 32 3; 1 ;
Rows to skip [0 ||| O shewtites 0011 12 13 14 1

) — Export 17 18 19 20 21 2dFriday, August 08, znnai
Delete data after export From | 08/08/2008

e = v bkl
SOCIiN !Tle . = [ Entry Status Fields... J [ Selection. Today: August 8, 2008
Employee: [ | Browse.. |
Element | \Imr‘ Task Status Fields.

7. Select the "Save the Current Template" button in the "Generic" Ribbon Group in the top menu to save
your current configuration for the particular Element/Item.

Import / Export

Generic Text Import / Export
—— General . —— Impor
Name Employee (Import) | ] Replace existing tasks From @

[ Entry Status Fields... ] [ Task Status Fields... ]

—— Setup ‘ Duplicate handling To E

‘ ‘— Impot ————— —— Export

Time spent H Time spent ‘

8. Under the "Import" field (Left most field) click "Browse" for the appropriate "Section" and select the
.csv file you wish to import.
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General
Mame Employee (‘Impnrt}
Setup
Import 1 Export
Time spent W} Time spent @J
Rows to skip |0 [ show titles
Connection
Import
Section File
Employee: Browse.
Element: Bmwse...%
Expense: Browse...
Group: Browse...
Task: Browse...
Time Entry: Browse...
Expense Entry. Browse...

9. Select the "Import” button and the corresponding Section within Office Timesheets will populate
with the imported information.

e T LreTete Uata aneT SRpoTt FToTT
Import 12
Jochon i [ Entry Status Fields... I [ Selection... ]
Employee C:\Desktop\Employee.cav Browse...
Element: Browse...
Expense: Browse
Group Browse... 8;:::;?9
Task Browse
Time Eniry Browse... gzt:z;se
Expense Entry: Browse: e
Export O Time Entry
Section File O Expense Entry
Employee
Element:
Expense:
Group
Task:
Time Entry
Expense Entry
)
[y

10. Repeat step 1 until all desired Elements/Items have been imported into Office Timesheets.

Appendix
Using the Date Picker

For any items where you have to enter a date, Office Timesheets provides you with a Date Picker tool. Instead
of typing a date, you can use the Date Picker tool to select a date from a pop-up calendar.

To use the Date Picker to select a date:

1. Click on the Date Picker button ( ). A pop-up calendar will appear on the screen.
2. Using the controls on the pop-up calendar, navigate to the required year and month.
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To select a date, click on a date in the pop-up calendar. The calendar will disappear and the selected date will
be displayed in the accompanying date field.

TIP: After clicking on the Date Picker button, if you decide not to select a date, just click anywhere outside the
pop-up calendar.

The following figures illustrate how to use the Date Picker:

Date Picker: Date View

Click here
Go to the o s‘:;:c’.‘ fo Go to the
previous month month view next month
\ psr2sr2007 |5 I
ol [ June, 2007 l 3
Sy Mo Tu We Th Fr_Sa
27028 29 30 31 1 2
3 4 5 & 7 8 9 Click on
10 11 12 13 14 15 16 |ee——— anydate
17 18 19 20 21 22 23 to select it
25 25 27 28 29 30
3 4 5 8 7
This is the °
currently
selected date Today: July 18, 2007
(i.e. the date
shown in the
date field)
Click here to
select the
current date
Date Picker: Month View
Click here
Go to the ;z:::;;c\:}éz Go to the
previous year next year

Jan  Feb Mar  Apr Click on
any month
to select
May  Jun o Aug | that month
and
switch to
date view
Oct N D
This is the P Oct MNov  Dec
currently
selected Today: July 18, 2007
month I
Click here to
select the

current date
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Date Picker: Decade View

Go to the Go to the
previous decade next decade
06126/2007 | ] ]
=2 2000-2009 »

1992 2000 2001 2002 | Click on
any year
to select

. 2003 2004 2005 2005 |eewe—— i and
This is the switch to
currently month view
selected 2007 2008 2009 2010
year
Today: July 18, 2007

Click here to
select the
current date

Using the Select Element Dialog Box

In many of the dialog boxes in Office Timesheets, when you click on the E] button, Office Timesheets displays
the Select element dialog box.

Select element x
oK Cancel
Actions
Group
-~ Mames
Al

Anderson A Brian
Anderson A. Lloyd
Anderson L. Thomas
Aston C. Tara
Brown H. Alan
Canon C Cedrik
Clark K. Lauren
Cooper C. James
Costa E. Matthew
Fabiano H. Ryan
Freeman A Kelly
Carcia R James
Jessup S. Richard
Kaplan S. Lindzay

Stas

The following table describes the various items found in the Select element dialog box:
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Item How to use the Item Default Value
(if any)

To refer to a particular item, select the name from this
list.

OR
To refer to all the items in this list, select {All}.

For example, while assigning Regional Options to

employees, if you click on the button to select an

Names employee's name, the Select element dialog box will
appear. If you select an employee's name, the Regional
Options will be set for that employee alone, whereas if you
select {All}, the Regional Options will be set for all the
employees.

TIP: In some instances, if an element has already
been selected and you want to remove the

selection, you can click on the E]button and select
{No selection} in the Select element dialog box.

If there are too many names in the Names list, you can
filter the entries by selecting from the Status drop-down
list. Select Active to view only the active users, or select
All to view all the users.

Status Active

If there are too many names in the Names list, you can
filter the entries by selecting a group or department from
the Group drop-down list. For example, you could select
Public Relations to view only those employees from the

PR Department.
Group {All}

TIP: In some instances, if you want to select the
entire group, select the name of the group in the
Group drop-down list and select {Group} in the
Names panel.

The Actions panel at the top left corner of the Select
Actions element dialog box, contains buttons for either accepting
or rejecting your changes.

Click the OK button to confirm or accept your selections
ielohtzuton and close the Select element dialog box.
Click the Cancel button to close the Select element dialog
The Cancel button box without accepting your selections.
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Item How to use the Item Default Value
(if any)

Note: You can also click on the Close button at the top
right corner of the Select element dialog box to close
the dialog box without accepting your selections.

Using the List Items Dialog Box

While defining custom fields, if you select List from the Type drop-down list, a E] button will appear. Click on
the [:] button to open the List Items dialog box.

List tems x |
] Add 4 Move Up
J |2 Edit *  Move Down
i x Delete
Action Edit Move
Text Box
List Box

Use the List Items dialog box to:

e add items to a list;

e make changes to the existing items in a list;
e delete items from a list; and

e change the order of the items within the list.

Add an item to the drop-down list Type the value in the text box and click the Add button.
Type a value in the text box. Then, click on an item in the list box, and
Make changes to an existing item click the Edit button. The value that you type in the text box will
replace the selected value in the list box.

Delete an item Click on the item in the list box and click the Delete button.

Change the order of the items in the  Click on an item in the list box and click the Move Up or Move Down
list buttons to move the item.

Save your changes and close the List  Click OK.
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Items dialog box
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