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Using the Training Guide

This reference guide documents the common features of TimeLedger 2.0. It is designed for users
with administrator permission level and to assist in the use of the TimeLedger 2.0 application.

Each section of this guide introduces a main topic with several lessons. Each lesson shows steps and
graphics to explain functions of the application.

Within the Field Definition sections, this icon Erepresents a Screen View. A Screen View is a screen
shot of the feature being described.
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TIMELEDGER 2.0

TimeLedger 2.0 is a web-based time, expense, activity tracking and reporting application. It is
designed to facilitate the rapid entry of time and expense data. TimeLedger will work on any type of
computer from anywhere in the world.

Benefits of Using TimeLedger
» FEasyto Use

» Customizable
e High Security
o Data is backed up every 15 minutes

* Import/Export of Data

User Definition
TimeLedger defines users into two categories: Timekeepers and Administrators.

» Timekeeper is a user with data entry and personal reporting permission.

* Administrator is a user responsible for customization and management of TimeLedger.
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GETTING STARTED

This section covers the following topics:

e Login to TimeLedger

e  Start Screen

» Navigating
e Using Help

e Logout of TimeLedger

After reviewing this section, you will able to login to TimeLedger, navigate through the application,
use help, and logout of TimeLedger.
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Login
TimeLedger offers 128-bit security, the highest level of encryption protection possible for Internet
communications. You must login every time you use TimeLedger.

Login to TimeLedger
1. Point your browser to www.timeledger.com.

Enter your User Name and Password.

2
3. Select the Use 128-bit SSL Security check box. (Optional)
4. Select the Log In button.
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Start Screen

The Start Screen is the first screen to display after login. This screen acts as a “table of contents” for
the application. The icons help navigate to the different functions of TimeLedger.

“rﬂetm Seppari | Feedbeck | Tall s Friend | Help | By How | Logos

Seart Tima Erviry Inpenues Fpert Simags

What o you want to dod

i O O B

Mlaar g Piake an ‘o Riquis Chanipe Dersonsl
Time Eniry I =permee Fainy Setigs

From the Start Screen, you are able to navigate to:
* Make a Time Entry

» Make an Expense Entry

* View Reports

» Change Personal Settings

Quick Start



TimeLedger.com

Navigating

TimeLedger uses a set of tabs and icons to facilitate navigation of the site. Tabs make it easy to
navigate to the different functions of the application. The tabs are always visible. The icons are
located on the Start Screen.

Links throughout TimeLedger make it easy to navigate to additional screens. Links are located at
the top of the screen and throughout many other screens. Links differentiate by blue text, and

followed links appear as purple text.

TII'TI'E'L.*' Seppart | Feodheck | TelaFriend | Hop | Beyibow | Lagen  ——  Links

Tabs —p Sun Timalmiry  Expenass Fezita Setinga

What do you want to do¥

T
ons S8 L ]

[Lror Flake an 'wiew AR Chandps Personal
Time Friny F=perme Falng ot

Quick Start



TimeLedger.com

Using Help

TimeLedger provides context-sensitive on-line help for users, as well as printable manuals. The
on-line help contains instructions that are specific to the screen you are viewing. The complete
timekeeper and administrator guides are available in pdf format from the Help link.

Y

Tlmmw Suppord | Fomdibsck | Tollsfrind | Selp | Buysd des | Logoul

View User Guide
1. From the Start Screen.

2. Select the Help link.
3. Select Timekeeper Manual (.pdf).

On-line Help
1. Select a screen. (For example, select the Make a Time Entry icon)

2. Select the Help link. The help information for the screen you are viewing is displayed.
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Logout of TimeLedger

Once you are finished using TimeLedger, it is recommended to logout of the application.

Tll'r‘ﬁmw Suppord | Femdbach | Tellsfrend | Selp | Buyd Hes | Logowd

Log Out of TimeLedger
1. Select the Logout link.

*1f you log out by mistake, re-point your browser to www.timeledger.com and login.

Quick Start
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Settings

This section covers the following topics:

e Company Settings

e Customizable Settings

After reviewing this section, you will be able to enter company settings and select customizable
settings.

Quick Start
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Company Settings

Defining Company Settings is the first step to customizing TimeLedger to meet your requirements.
By defining the Company Settings, you are determining the terminology and functions Timekeepers

will use. It is recommended to complete the Settings section before making changes in the
Maintenance section.

Company Settings Field Descriptions

Company Info

Company Info is basic information related to your company. The Company name field is
a required field.

TIIT'!E}M'.' Suppord | Frodbecs | TelaPrierd | Heip | Logon

-y L e T Samiais

Pomunal Sattiags |  Company Setinge | Cusiomicekle Setings

Company Selfings
by ek o “Hwes® beiTe lamarg 5 pags ler makong b

Campany Infa

" LM paiy TS ILq.al..e-

Addrees Lirs |- |
Aaddvees Lin 2: [

Addrmux Lam 3 I

Ciy: |
Slate ! Prosece: [ mpl
L g |
Talephon: [543-121-4553
Fx:
E-mal: |
wanzme: |

- i .
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Special Settings

Allow Administrators or Data Entry to view and edit other Timekeepers time entries will
display a drop down list containing all Timekeepers on the Time Entry screen. This allows
Administrators and Timekeepers with data entry permission to enter and edit time for all
Timekeepers.

Assign all Timekeepers to a new Project automatically assigns all Timekeepers to newly
created projects.

Assign all Projects to a new Timekeeper automatically assigns all projects to newly created
Timekeeper accounts.

Show Status Overview Report to Timekeeper displays a link to the Status Overview report in
Personal Reports. If this option is disabled, the report link is hidden. This option is enabled
by default. &

Use Subprojects changes the Projects link in Maintenance to Projects and Subprojects.
Subprojects can only be added to a saved Project. The Add a Subproject link is located in the
Project Information section of Projects and Subprojects. &

Speclal Settings

™ Adow Adeinesiretors or Daba Enbry b view sed e othar Tmalaopars 1 enines

= Asaign &l Timekaepers b0 3 new Progct {shaes adm bt conrka @ o e Pioprel 08 Tirsbanpan sl b i grasd b H by el )

I Asign all Peojecls 10 & e Tirmek BEpee | shes Addminduber carb 5 8 e Timalbspet scowan, 51 P geob sl b omigead & 0 iy daaui]
' Shrer Stalus Chesrvimss Repoet 10 Timesk s2per ¢ Timskaapar aan v B ped selp Froja o amigand o Fan

[T Usa Subprojacts
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Customize Daily View Time Increment

»  Customize your time increment on the Daily View defines the minute’s drop down list in
Time Entry. When using the timer, times are rounded to the set increment. The rounded time
displays in the Billable column of the All Entries section.

Payroll Settings

» Payroll Settings establish your company’s regular day and week hours. These settings will
define overtime in Timekeeper Maintenance.

Approval Settings

e Use Timesheet Approval adds a timesheet approval section to Time Entry. & The timesheet
approval feature enables a Timekeeper to submit a weekly timesheet. Administrators can
view and approve timesheets in Reports.

* Require Administrator Permission to Edit Prior Time Entries will allow timekeepers with
administrator permission to edit time entries from the Day View.

e Timesheet Closeout Period establishes your company’s timesheet period.

» Timesheet due date determines how many days after the closeout period the timesheets are
due.

» Start alerting Timekeepers via email is an email reminder sent to all timekeepers.

Customize "'Daily View" Time nerement

Custemize your lme incramant an the Dby Wew | rrararkes '|
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Appraval Settings
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Printable Timesheet Settings

» Enable printable timesheet adds a printable timesheet button to the Week View in Time

Entry. &

» Same as period used above for timesheet approvals defaults the date range to the timesheet

closeout period.

e Custom Period displays date range fields to the Printable Timesheet Settings section.

» Include on Timesheet allows you to add fields to the printable report.

Printable Expenses Settings

» Enable printable expenses enables the printable report feature on the Expense Detail Report

in Expenses.

» Include on Expenses Report allows you to add fields to the printable report.

Printable Timesheet Settings

F Enabla pemable bmesheat

™ Game w8 penod used abaes for limesie s spprovaks
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Terms to be Used by TimeLedger

» Terms are the language that defines TimeLedger. There are pre-defined terms to choose
from, however, terms can be created. The terms selected appear throughout TimeLedger.

Terms to be Used by TimeLedger
Temm for Timekeeper ITlrnea.een:r 3 Md;m[ [ . P e
Tigrm for Tirek sépers: (ploral) ITIIIE-I:Eum _ﬂ .ﬁ.dd.;.md,l PRSI T J . -
Tafm for Cland | Cusiomear = Badd & woed | N p———
Tarm for Cliants (plural): | Customars = Aadd @ woret | jmusiav 34 charecie)
Term for Prajeci: Ip'l'ﬂ'l!'-'l :J .'l.:ll:la-wn-'l:l:l e 17 e
Tierm for Frojecis (plurs) [Projecss = Bdd 5 woed | P
Term for Zubgrojeci: | Subproject = Add 2 word | jrumimm 3 chwcren
Tarm for Subgrajects (pursl]: |Subprojocts =| B @ woee | P ——
Tiarm for D parimark Mo =| Add & woee | e 15 CAsmoRe)
Term for Dapartmants (ploral) Irlur-u :] Add @ woerd I esiavw 4 che)
Term for Bcimiy Im _".] .'l.l:ll:la-wn-'l:l:l frmsmym 1 chamcrer)
Tarm for Actitis [purly  [Acketes = Add & woed | mmym 1 et
Tiarm for Bilale e [Eilabia TR pr———
Term for rankilakle emines: l'-l!l'bll-!hlc‘- v 50 chemte)
Termmn for Prajec] conlact hulﬁperwn v S gty
Term for Praject espon code F‘m:l:l [T LT o | T p——
Tarm for I [Eecond Cliesi 1 PR F——
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Screen Views

Show Status Overview Report To Timekeeper
The Projects Overview link can be enabled or disabled in Company Settings.

TII-TIEEL“W Support | Fomdbeck | Tall & Friend | Solp Logran

e Timas Frdvy T e Hopeits SET
Projects
—— P = Punjech (vendew # Tima Eniened Eor Lasl Two Weaks
= Pisgisal Custom Began

Use Subprojects

Use Subprojects will change the Maintenance section from Projects to Projects and Subprojects. An
Add a Subproject link is displayed in the Project Information section of Projects and Subprojects.

Project Information

* Project name; ITraining (i)

Project code: ||

Project code for export linking: I

* Praject Customer: !XYZ Corparation 'i

Customer contacts: Enter Mew Contact

Project type: IA '!

Usze "Project type" setting to ol assify Projects into broad groups. For example, yvou might use "A" forkey Projects, "B" for nesxt lewel Projects, and "C" for lowser priority Projects. "R"
allows managers to restrict timing for any Timekeaper on a Project unless a permission code is provided by the managerto the Timekeeper.

Project status: IA—Adive 'i
Timekeeper responsible for this Project: INone Selected 'i

Salesperson: |

ID % Complete ge. 75 Approved: ¥

Default Activity associated with this Project: IUndefined 'i

. Add a Subproject

Use Timesheet Approval
Use Timesheet Approval adds a Timesheet Approval section to Time Entry.

Ti meshest Approwval

Feriod | Due date

From Crec-14-2000 To Dec13-2000 | Tuesday, Dec 19, 2000

Submit timezheet |
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Enable Printable Timesheet

Enable Printable Timesheet adds a Printable Timesheet button to the Week View in Time Entry.

. e 4 January 2001 "
Tl meledgel' Support | Feedback | TellaFriend | Help | Logout $ M TWT F ¢

1 2 3 4 5 6
T 8 9 10 11 12 13

Start Time Entry Expenses Reports i Setting: 14 15 16 17 18 19 20
21 22 23 24 25 26 27
Week View | Day View 28

lTU_daY is Friday, Jan &, 2001 Timesheet for Korbonski, Kelly
b e Week VleW P rewious e ek | Mexd e sk
Customer > Project > Subproject D§£21 Jh;llﬁ JT;ITF"Z Yffg llni J%ﬁ Eitﬁ Jz;arls
4BC Corporation » Sofhware Training I I ! I i l ; 5.00
Zquative * Internal Training Project | | | | | | | 0.00
Zquative = QA Testing | | | | | | | 0.00
> Temporary project | | | | | | | 0.00

Customer/Project not listed?

Search here:l ar  Show Al !

[
| Timesheat Approwval:

Total Hours:

|=
=
|=
=
=
=
=
(=4
=
=
=
=
=
=
=
=
=
=
=

5.00

Period | Dus date

|
| From Dec25-2000 To Jan-1-2001 | Tuesday, Jan 2, 2001
|

Subrmit timesheet

Save Frintable Timesheaet
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Customizable Settings

Customizable Settings are additional options to customize TimeLedger to meet your requirements.
Enabling any of these options will add functionality to the application.

Customizable Company Settings Field Descriptions

Show Week View enables the Week View to display in Time Entry.

Show Day View enables the Day View to display in Time Entry.

Show Percent Complete Box on Day View displays a text box in Day View when a project is
selected. The text box allows a value to be entered that represents the progress of a project in
the range of 0 to 100% complete. &

Add Activities field and description to the Week View displays an activities list box in the
Week View.

Make Activities field required will not allow a Timekeeper to save an entry without an
activity selected.

Show Billable/Non-Billable field on Day View and Week View displays a billable/non-
billable list box in the Day and Week view when a customer/project is selected.

Allow Timekeepers To Split New Time Entries Between Projects Evenly In Day View allows
a time entry to be divided between multiple projects. &

Turn On Billing Rate Pull Down Box On Day View allows the Timekeeper to select a billing
rate for a time entry. As the Timekeeper enters a time entry, a bill rate can be chosen related
to the entry. The invoice will show the bill rate. &

Send Company-wide email allows you to create either a daily, weekly, monthly, or one-time
email. All Timekeepers in Timekeeper Maintenance will receive the email.

Lock timesheet after it has been submitted eliminates the Timekeeper’s ability to edit time
entries once a timesheet is submitted for that time period.

I Want My Default Timing Page To Be is the view that will initially display when you select
the Time Entry tab.

limchedger Rt | Freibas | 168 b | Weln | Liped

g ] Tk b AT lafinng Rt Wi o i e E AT
Eamendl Semings  LEmparg Setinge | Cedamicebie Sewlsge

Customizable Compamy Settings

F Share Weeek Wiee
F Biiea Day Wiew
F Show Fecest Ceomnpleis Boa an Doy Wiew
1 il i B i i o D T Wi o't

T Wake Actechen feld egared

a5 Mol o' BB Vb £ Dy Woms @i Wk Vi

F Ay Timszesasct 12 opld resy fires eni pen Betsesn puyecic ssnly n Doy Wi
I Tam on Belag Rade pull diwa boo on [lap e

Pk g il by Vi Db, i e isseiibin Ve stared dod doidaa 1 iatirs fumd ie Pif it Malstana o)
I Sl Corapan gt eriad
F Lack tirsahasi sfer § hsy baen ngbmised

ward fip dilaall livas) page oo b | =veceer e ar ksl

Sora Choreg e
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Screen Views

Show Percent Complete Box on Day View

Show Percent Complete Box on Day View displays a text box when a project is selected. The text
box allows a value to be entered that represents the progress of a project in the range of 0 to 100%
complete.

. e 4 January 2001 3
T| melodger Support | Feedback | Tell aFriend | Help | BuyitHow | Logout $ M TWTEFE S

1 2 3 4 56
¥ & 9 1011 12 13

Start Time Entry Expenses Reports Maintenance Settings 14 15 16 17 18 19 20
21 22 23 24 25 26 27
Week View | Day View 28 29 30 31
Today is Thursday, Jan 4, 2001 Timesheet for Korbonski, Kelly
It is 459 pm Day View
Add Time Entry for Thursday, January 04, 2001: =-Prior Day | Mext Day-=
Type any part of the Customer or Project name: Bctivity: lm
IXYZ Corporation > Training or Show Al l
Celect Proect Description:
312 Corporation » Training ;I

U Client > Temporary Project
I
—> Project is ID % done

Allow Timekeepers to Split New Time Entries Between Projects Evenly

Allow Timekeepers To Split New Time Entries Between Projects Evenly In Day View allows a single
time entry to be divided between multiple projects

. 4 Pavasbar 300 |
T||"|""em-pr tappan | Feadback | Tell s Friosd | Help Ty Hi Mivas L & H T M TP

36 7 |;l : :1|:l |J|
S TRMEMY s e Wi Sess e
Week View | Dray ‘wiew jit TTIRERE L
Today 15 Wednesdany, Mo 25 000 RGN Tl g J S0 ety k il
BiE s e
‘*?r'; Yot Sl T Bivel Eetwin  Frogects. Contnue?
Add Time Entry for Wednesday, Frior Day | M Dy
| o | caed |
Type ary part of the Custamer or Consuking =}
r:ulrﬂ'.'\- ¥ Cocinesmrs Cea g Shes AL |
S il = Prs gt Dagcriplian;
._ - . ITraa g A dessslop i end Mestinge, IF]
proposals

Frojectis |t % done
‘anl Jhlnl
|Bnpss =] [Aminie =] ar BluriTrr-.l o Billlabbe
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Turn On Billing Rate Pull Down Box On Day View

Turn On Billing Rate Pull Down Box On Day View allows the Timekeeper to select a billing rate for

a time entry.

Timekedger

Start

Taday 15 Friday, Jan 5, 2001

Itis 9:15am

Add Time Entry for Friday, January 05, 2001:
Type any part of the Customer or Project name:

> Type Here or Show &ll

iDhnur v!iﬂminute vi or  Start Timer i Rate:iHnurvi

Support | Feedback | TellaFriend | Help | Logout

4 January 2001 3 !‘
s M TWTFS

Timesheet for Korbonski, Kelly

1 2 2 4 5 6
T 8 910111213§
14 15 16 17 18 19 203
21 22 23 24 25 26 27|
28 29 30 31 |

<Prior Day | Mext Day-=

Save ; Clear !

Activity: ! Select Activity - i
Description:
Bl
=
I¥ Billable
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Maintenance

This section covers the following topics:

o Activities
e Timekeepers

e  Customers

* Projects

After reviewing this section, you will be able to add activities, timekeepers, customers, and projects.

Quick Start
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Activities

Activities are “tasks” completed for a project or customer. TimeLedger defines only one activity,
telephone call. The administrator can add, edit and delete activities in the Activity Maintenance
screen.

T"T'E'm!“ Saipport | Feedbask | Tollafoisnd | Help | ey S | 0 ogael

T Tirran [sviry I[zpen=as Fagcita Il i o Seriings
depclh by @ By Pl e gracg

Activity Maintenance
B, ol or dilatn an Activirg:

Edil ctrehy minmnticn il Marw Bciruky Dbt By

Add an Activity
1. Select the Maintenance tab.

2. Select the Activities link.

3. Select Add New Activity.

4. Enter the activity information.
5. Select Save.

Edit an Activity
1. Select the Maintenance tab.

Select the Activities link.

2
3. Select Edit Activity Information.
4. Enter the changes.

5

Select Save.
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Delete an Activity

O N o g bk~ 0w DN PR

Select the Maintenance tab.
Select the Activities link.
Select Delete Activity.
Select the active activity.
Select Inactive.

Select the inactive activity.
Select Delete.

Select Save.

Make an Activity Inactive

1.

2
3
4.
5

Select the Maintenance tab.
Select the Activities link.
Select Delete Activity.
Select the active activity.
Select Inactive.

Re-Activate an Activity

1.

2
3.
4.
5

Select the Maintenance tab.
Select the Activities link.
Select Delete Activity.
Select the inactive activity.

Select Active.

T|n'|'_'_|wr Sapmaed | Pesdiuek | TeSalfyissd | Help | Pyl Bes | Loggad

Wl Tee by

Rt G0 Actkary Baaybysan
Archived Activity Maintenance
Selen a6 Aodwin 18 delens a1 18 B0k a1 aTiee;

Inacive Aciretise Ariien Aciviien
wha phay w ol
i— il |
A -3

Lia loiw Sraw

ol ] PR T Bl T B o B

Quick Start

25



TimeLedger.com

Activity Field Descriptions
e Activity name is a required field.

«  Activity code and Activity code for linking are optional fields used for export linking.

e Activity Status has two options:
0 Active — Enables the activity for selection when entering time.
o Delete (Archived) — Removes the activity as an active option and archives the activity.

» Activity Rate is an optional field. The field is used in Project Maintenance in the Project Billing
Method and Hourly Rates section. &

T“TI’EHF- Supperd | Feodbeck | Tellafriosd | Scip | Bued Hes | Logow

i Fires Endryp Ixperassy Aeparis HWariemaee by
Sl Banidtegv S| by Tl Figss B
Activity Maintenance

[Mibwrmys “smee’’ badare lneving & page)

Activity Informaticn

iy Co i I—
Actiity coda for Bking Lo e prograns: |

Artiviy wirles ﬁ'

actremy emied: 000

activey ez fioan

Aty aaiez [BOUID

ety etk [B0 D

Actrery e |FIII—

Aotrany oxies [B00OD
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Screen Views

Project Billing Method and Hourly Rates

In Project Maintenance, within the Project Billing Method and Hourly Rates section, there are several
project billing options. Timekeeper, activity, or project rate may bill a Project.

Praject Biling Methad snd Houry Rates
Chelaut Tirvs Entry Staius |hcn Eulmhibe "'I

= @il ime acconding o
(T hn billing raby wyad furfhin Fre o] ol

Timskaeperreis | =

phunne. o1 Sclivily marleprey seaarp, dapandieg s whock lpe of 198 oy selaed

Trek i Bomnigy il d b i i iy i e 1= Frogact rada &
Peoyact rate 3

b il e T, e 1 i il R D i il D Ui =T i 0 3 i = Pallii by i

e B oceriieg maisS e an o mRe D

Pigjuct ealel | [50|Peoyact rain 6 1

g |II'II'I'| Prapel rated |ﬂ an
Timekeepe: e |
Timskeepermis @ 5 [s0.m0 Prajact raness [$0.00

Pigjecs raleed: (50
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Timekeepers

A Timekeeper is a user of TimeLedger entering time and/or expense data. The Administrator assigns
a Timekeeper a permission level. Permission levels determine the Timekeepers access to certain
features. Timekeepers can be added, edited, and deleted from the Timekeeper Selection screen.

. .
T|mew Suppor | Fesdhsck | TellaFrierd | Help | Tes A Bow | L ogoest

et Timia iy Fapetniaes. REgaris Mamnisnance Hatiinga

Anchimad Timakesape: Menlenance

Timekeeper Selection Screen
Bdd, edit of delete a Thnekeeper:

Edil Tiskeaper Informaion £gic] b Tinakaapes Dedet Timskeaper ]

Add a Timekeeper
1. Select the Maintenance Tab.

2. Select the Timekeepers Link.

3. Select Add New Timekeeper.

4. Enter the information. The fields marked with an *“*” are required.
5. Select Save.

Edit a Timekeeper
1. Select the Maintenance Tab.

2. Select the Timekeepers Link.

3. Select Edit Timekeeper Information.
4. Enter the changes.

5. Select Save.
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Delete a Timekeeper

© N o g bk~ 0w DN PR

Select the Maintenance tab.
Select the Timekeepers link.
Select Delete Timekeeper.
Select the active Timekeeper.
Select Inactive.

Select the inactive activity.
Select Delete.

Select Save.

Make a Timekeeper Inactive

1.

2
3
4.
5

Select the Maintenance tab.
Select the Timekeepers link.
Select Delete Timekeeper.
Select the active Timekeeper.
Select Inactive.

Re-Activate an Timekeeper

1.

2
3.
4.
5

Select the Maintenance tab.
Select the Timekeepers link.
Select Delete Timekeeper.
Select the inactive Timekeeper.

Select Active.
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Timekeeper Field Descriptions

Timekeeper Information

»  Their password reminder is the password reminder emailed to the Timekeeper for a forgotten
password request. A Timekeeper may create a their own password reminder in Personal
Settings.

»  Office email address is the email address used to receive a password reminder, company wide
email, and alerts.

»  Timekeeper status has two options:

o Active - allows the Timekeeper to login.

0 Inactive - does not allow the Timekeeper to login and archives the data.

e Their Permission Level has three options: Administrator, Timekeeper, and Data Entry. Users
with Administrator permission can add/edit/delete any of the maintenance items and company
settings, and can import/export data. Users with Timekeeper permission can add/edit/delete time
and expense entries. Users with Data Entry permission can add/edit/delete time and expense
entries, but can also edit other Timekeeper’s time entries.

»  Timekeeper ID and Timekeeper ID for Export Linking are optional fields used to map to
external data.

Timekesper Infarmation
PSS =
h'l-;ld-;\-l-lnll
" gt nam |
I
| SRR
|

Tmmekssper wtaius |é||\.'\- 3

Ther parmmeiar bl = ||rn-|---ri-' ﬂ

Tirsskaspar IO |

limaskesper L) for ecgon bedarg I

Homs Ardeses |
unoage [
Ciy. |
StaleProvince: |
ProtalTip cace |
Cowniry [LB8
Woma phars [
Pager [

Callphars |

Harms fa |

Henpronl s-moad aodes e I

Thesr fithe & |
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Billing Rates

»  Timekeeper Rate is an optional field used to define hourly rates for certain activities. The field
is used in Project Maintenance in the Project Billing Method and Hourly Rates section. &

Employment Status

«  Employment Status is an informational field that defines if the employee is full-time, part-time,
or contract.

Timekeeper Compensation

»  Timekeeper Compensation is an information field, but can also be used to ensure a project does
not exceed the budget.

Overtime Definition

»  Overtime Definition defines at which hour the project is billed at an overtime rate. The default
hours are defined from the Payroll Settings section in Company Settings.

Billimg rates
Tan belmming Lo oo usnd aeky Hynn or] 0] e md g bn ™ o S P prodl B g b g s le " Timmkmngers ol T, o s el "h il S n g med i D™ b =P el il T s
Pt upby T Him sphy il by oy P e wopa by wgindun s psns
Clartwg i Torresk peper b ITlﬂ
* Rain; Defesit Timekeepnr rase il ok wall infwuln Project Aill rade.
Tireskeeper s 1 ['ll'll'l'l Temekappar e |II'I.I'I
Nimekeeper mie 31000 Tnekaeparaie & [I000
Tirdidi et iwla 5 W T ke e 1 i 15 W
Employment Status
St [Ful Tme =]
Timekesper Companaation
Srardard PRecies Woosy Bate: fion
Ovtines Rate: 8000
Qvertime Definition
Ciay Chertime h

Weakty Chertime: [0
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Customers

The Customers Maintenance screen displays when you select Customer on the Maintenance Screen.

From this screen, you can add, edit and delete a customer.

TI meledger Support | Feedback | TellaFriend | Help | BuyitHow | Logout

Start Time Entry Expenses Reports Maintenance Settings

Archived Customers Maintenance  Custormer Repart Sharing
Customer Maintenance
Add, edit or delete a Customer:

Type any pant of the Customer name: ! ar Show All

wie in the box abowve to search for 8 Customer

Edit Customer Information Add new Custamer Delete Custamer

Add a Customer
1. Select the Maintenance Tab.

2. Select the Customers Link.

3. Select Add New Customer.

4. Enter the information. The fields marked with an “*” are required.
5

Select Save.

Edit a Customer
Select the Maintenance Tab.

Select the Customers Link.

Search for the Customer.

Select the Customer.

Select Edit Customer Information.

Enter the changes.

N o g bk~ o Dd e

Select Save.
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Delete a Customer

Make a Customer Inactive
1.

2
3
4.
5

o N o g bk~ w0 DN PR

Select the Maintenance tab.
Select the Customer link.
Select Delete Customer.
Select the active customer.

Select Inactive.

Select the inactive customer.

Select Delete.

Select Save.

Select the Maintenance tab.
Select the Customer link.
Select Delete Customer.
Select the active customer.

Select Inactive.

Re-Activate an Customer

1.

2
3.
4.
5

Select the Maintenance tab.
Select the Customer link.

Select Delete Customer.

Select the inactive customer.

Select Active.
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Customer Field Definitions

Customer Information
e Customer Name is a required field.

e Customer ID and Second Client ID are optional fields used to map to external data.

»  Client Type classifies customers into groups.

e Customer Status has two options:

0 Active — Enables the customer for selection when entering time or expenses.

0 Inactive — Removes the customer as an option and archives the data.

Customer Informantion

* Custormer name: i| freguie)

Custorner |D: i
Second Client 1d: iNDne in Database 'i Edit l

(Second Customer ID is optional. It is used to export TimeledgerWeb data to other programs you might be
using.]

Custorner type: iA— by '!

Use "Customer type” setting to classify Customers into broad groups.  For example, you might use "A" for
key Customers, "B" for next level Customers, and "C" for lower priority Customers. "R" allows managers to
restrict timing on any Projects of a Customer unless a permission code is provided by the manager to the
timekeeper.

Customer status: iA-Active '!

(if you set 'Customer status to "Delete - Archive,” this Customer and all assigned Projects will no longer
appear in Customer and Project lists.)

Address Line 1: i

Line 2:;

Line 3:!

City: i
State/Province: I
PostalfZip Code: i

Country: IUSA

hdain phone:i
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Projects

The Projects Maintenance screen displays when you select projects on the Maintenance Screen.

From this screen, you can add, edit and delete a project.

Tirremw Faappuer | Foedaik | Tel & Friend | Bels | Logean

Hlaal Tave: boliy Erpeirses Wrpmis
Project Maindenance
Type ary past of Sve Cusiomar arProgct reme: o Shaw Al
G0 i wmiscind Projec | Acki new Frojec | Cmiein Poject |

Add a Project
1. Select the Maintenance Tab.

2. Select the Projects Link.

3. Select Add New Project.

4. Enter the information. The fields marked with an “*” are required.
5. Select Save.

Edit a Project
Select the Maintenance Tab.

Select the Projects Link.
Search for the Project.

Select the Project.

Select Go to Selected Project.
Enter the changes.

N o g bk~ o Dd e

Select Save.
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Delete a Project

O N o g bk~ 0w DN PR

Select the Maintenance tab.

Select the Projects link.
Select Delete Project.
Select the active project.
Select Inactive.

Select the inactive activity.
Select Delete.

Select Save.

Make a Project Inactive

1.

2
3
4.
5

Select the Maintenance tab.

Select the Projects link.
Select Delete Project.
Select the active project.
Select Inactive.

Re-Activate an Project

1.

2
3.
4.
5

Select the Maintenance tab.

Select the Projects link.
Select Delete Project.
Select the inactive project.

Select Active.
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Project Field Descriptions

Project Information

Project Name is a required field.

Project code and Project code for export linking are optional fields used to map to external data.

Project Customer is a list of existing customers. The Project will be saved to the selected
Customer.

Customer contacts displays the Contact Maintenance screen to enter customer contact
information.

Project Type classifies projects into groups.

Project Status has two options:

o] Active — Enables the project for selection.

o] Inactive — Removes the project as an option and archives the data.

Timekeeper responsible for this Project is an informational field.

Salesperson is an informational field.

% Complete Approved is entered by the Administrator when a new project is created. The text
box allows a value to be entered that represents the progress of a project in the range of 0 to 100%
complete. &=

Default Activity associated with this Project defaults the project to the selected activity.

Praject information

Progesc] code [
Propcl cade for sxgort Inking

ir | Mol Belpoind 'l

Cini ol canlaicts Ergai Meaw Coitact

Peaject bypa: | A -l
Vs Pl bppar”™ sefing bn clmsils Fajech ede brnad groups Fos guasple, yun rghl gse =0 fnokey Seeaek, ™ B o rasll lnad Fojeh a5 "0 b Loy prnsly Fmjech "F
i wuEr kA | vk ek s i aep Tiedsapai ae 5 Prjard avam B parsiomiey code b praidad vy tha mavapge = tha Tindesss
Froect status [ Ackhes =]

Temek paper resgon s ble for (hes Project  higns Selepisd T|

Salesperaon
Pocent (%] Complets . ra 0

Digfaiilfi Sciwiy aesod iaied wiih this Project: | Mol Sddacied '|
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Overall Project Budget and Deadline/Review Date
Use the fields in this section to set a monetary or hourly budget, and/or deadlines for the project.

Owerall Project Budget and Deadlins | Review Date (optional)
Budgat: [ e foe S0 Pegject
Budget: 5001 fir this Psject
Diabe {his Progesc] has being ssmgned |"."."'::“.":.'I]Z[I
[iate this Projct must be comgleled |

Maut dabe {his Projecl naeds b be [
reapad

Project Billing Method and Hourly Rates

Bill time according to is a required field. The rate option chosen determines what rate a time entry is
charged. Timekeeper, activity, or project rate are rates used to bill a project. Billable or Non Billable
can be selected as the default time entry status

Praject Billing Method and Hourty Rates

Diefamuk Tene Endry States [r.rn Eellnhi= 3

"Bl lmg dicondng 1o |_|||d-'|-l|-l|||-llr.'\h-l | 'rl

17k elieg dalm ombied B I Ew il ] b B P Db Piijmed, TiSorisia i e Salin fp Fun bivue'sn s, dujinedieg o ok ioh Ty ol dbln maa sl |

Thi Py LATSE e e B b ps D = ek S b 060" 00 0 Pl i0 17 S0 B yss obd Tl L e Jdcildig B0 b “Tikskaajinl Ui 5 @l “Adivity L6ts
T e vtn vl by o e ham soga v rainda e s e

Prajact rated - [$500 Frajact rate2 [$300 Projact rated [$3 00

FPrapel rafed |r mn Fragel riles Ir an Prapel ratsh |r- an

Project Location Address
Project Location Address is information related to the project location.

Froject Locabion address [optional)
Addrass 1: |

Addrazs 2

Addrass T

|:I|:|' I—

EslaPriranse |

PestalTip Coxde |
Cauniny |

Motas
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Reports

This section covers the following topics:
*  Customer Reports

» Project Reports
* Timekeeper Reports

e Activity Reports

« Time Entry and Expenses Report

e Custom Reports

After reviewing this section, you will understand the functionality of reports.
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Customers

Invoices

The Invoice report is a statement of billable time and expenses. Each project prints as a separate
invoice. You may select individual customers to report on, or all customers in a specified date range.

Status of Modified Items

The Status of Modified Items report displays added or modified customer, projects, Timekeepers, and
activities. 'You may select individual items to report on, or all items in a specified date range.

Projects

Project Time Budget Status

The Project Time Budget Status report displays project and status information according to the time
budgeted. The report tracks time budgeted against actual time spent on the project and shows if the
project is ahead or behind schedule expectations.

Project Monetary Budget Status

The Project Monetary Budget Status report displays project and status information, according to the
monetary budget. The report tracks expenses budgeted against actual money spent on the project and
shows whether the project is meeting schedule expectations.

Status Overview

The Status Overview report is used for a general status of all projects or you may filter the data by
Company, Person Responsible and/or by Project.

Hourly Usage By Project

The Hourly Usage By Project report allows you to view the number of hours spent on each project.
The report also displays total hours for all projects.

Project Time by Timekeeper

The Project Time by Timekeeper report allows you to view the number of hours a Timekeeper has
spent on each project. The report is sorted by customer and then by project name.

Project Profitability Report

The Project Profitability report tracks profitability by project. You may select individual projects to
report on, or all projects in a specified date range. The report uses the billing rate for the project hours
against Timekeeper compensation rates to determine project profitability. You must enter data for
time, rate, compensation and project budget for a complete analysis of profitability.
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Timekeepers

Daily Hours By Timekeeper

The Daily Hours By Timekeeper report filters by a date range and displays Timekeeper’s total time
entry by day.

Quick Look at Timekeepers Assignments

The Quick Look at Timekeepers Assignments report displays all Timekeepers and their assigned
projects.

Activities by Timekeepers and Projects

The Activities by Timekeepers and Projects report displays projects and the Timekeepers’ hours spent
on an activity. You may select individual projects to report on, or all projects in a specified date
range.

Timekeeper Time by Project

The Timekeeper Time by Project report allows you to view the number of hours a Timekeeper has
spent on each project. The report is sorted by customer and then by project name.

Overtime Report

The Overtime Report displays the hours accumulated since project inception as well as selected date
range. You may select individual Timekeepers to report on, or all Timekeepers in a specified date
range.

Who's Working On What

The Who's Working On What report displays the most recent project a Timekeeper has entered data
for, including the number of hours entered for the day. You have the option to set the report to
refresh at interval. The default is every 10 minutes.
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Activities

Activities Report

The Activities Report displays the time spent since inception and between a selected date range. You
may select individual activities to report on, or all activities in a specified date range.

Time Entry and Expense

Timesheet Approvals

The Timesheet Approvals report summarizes timesheet submission status by a color-coded status.
Administrators use the Timesheet Approvals report to approve or question a timesheet.

Customer Expenses by Project

The Customer Expenses by Project displays the total amount accrued for each expense item by
customer. You may select individual projects to report on, or all projects in a specified date range.

Expense Entry Detail

The Expense Entry Detail report displays detail expense information between a specified date range
by Timekeeper. The detail information includes Timekeeper, customer name, expense type, amount,
description, and business purpose. The report also displays a sub-total of the expenses for each
Timekeeper. You may select individual customers, Timekeepers and projects to report on, or all
within a specified date range.

Time Entry Detail

The Time Entry Detail report displays the total time entered for a customer or project sorted by date.
You may select individual projects and Timekeepers to report on, or all in a specified date range.

Custom Reports

Custom reports give you the ability to design a report by selecting different options, groupings and
customers. You may save the options as a template. A template is pre-defined settings saved to a
template name, which may be easily retrieved for future use.
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