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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. /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ ÉÓ ÄÅÖÅÌÏÐÅÄ ÕÓÉÎÇ -ÉÃÒÏÓÏÆÔȭÓ ÌÁÔÅÓÔ ÁÎÄ ÍÏÓÔ 

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 

ÁÎÄ ÒÅÑÕÉÒÅÍÅÎÔÓȢ (ÅÒÅ ÉÓ Á ÂÒÉÅÆ ÓÙÎÏÐÓÉÓ ÏÆ /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓȭ ÆÅÁÔÕÒÅÓ ÁÎÄ ÃÁÐÁÂÉÌÉÔÉÅÓȣ 

Key Office Timesheets Features  
 

Office Timesheets offers a rich feature set that allows you to customize the application to your specific needs 

ÁÎÄ ÒÅÑÕÉÒÅÍÅÎÔÓȢ (ÅÒÅ ÉÓ Á ÂÒÉÅÆ ÓÙÎÏÐÓÉÓ ÏÆ /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓȭ ÆÅÁÔÕÒÅÓ ÁÎÄ ÃÁÐÁÂÉÌÉÔÉÅÓȡ 

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

¶ 10 customizable tracking levels 

¶ 30 customizable Entry and Task-based status flags 

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

¶ Real-time graphical reports that provide insight into productivity  

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

each level 

¶ Customizable rules for creating and managing time tracking tasks 

¶ Email notifications to encourage prompt submission of timesheets 

¶ Configurable approval process to fit your business 

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

¶ Flexible, multi-client billing/invoicing options  

¶ DCAA-compliant timesheets and audit trails facility allow businesses to follow regulatory guidelines 

(eg: Sarbanes Oxley, DCAA, FMLA, etc.) 

¶ Integrates with Microsoft Project and QuickBooks 

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

¶ Can be configured to meet the needs of any organization 

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

o By employee  

o By client or cost center  

o By project  

o By phase  

o By task  

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

There are two editions of Office Timesheetsɂ 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/d ownload_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 ÉÎ ,ÏÏËÏÕÔ 3ÏÆÔ×ÁÒÅȭÓ ÈÏÓÔÅÄ ÓÅÒÖÅÒ ÃÌÏÕÄ. 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/purc hase/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. 

http://www.officetimesheets.com/trial/download_self_installed.aspx
https://www.officetimesheets.com/trial/hostingregister.aspx
https://www.officetimesheets.com/purchase/pricing.aspx
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The following are the minimum and desirable system requirements for Office Timesheets: 

  On-Premise Server Installation  System Requirements  

  Mini mum  Desirable  

Operating System  

Windows XP Professional 

(Server Platform is 

Recommended) 

Windows Server 2008 

Web-Server  IIS 5.0 IIS 6.0 or 7.0 

.Net Framework  ASP.Net 2.0 ASP.Net 4.0 

RAM 1 GB 4 GB 

CPU Intel Pentium 1 GHz 
Intel Pentium 2.8 GHz or 

faster 

Free Disk Space 30 MB 60 MB 

 

 

  Database System Requirements  

  Minimum  Desirable  

Database Server SQL 2005 Express 

SQL 2008 Express or 

Standard for Enterprise 

Editions 

RAM 1 GB 8 GB 

CPU Intel Pentium 1.0 GHz 
Intel Pentium 2.8 GHz or 

faster 

Free Disk Space (* 

depends upon the 

amount of data)  

30 MB 100 MB 
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  Client  (web browser)  System Requirements  

  Minimum  Desirable  

Internet Browser  IE v7, or Firefox v3 

IE v8 or 9, or Firefox v4 

(IE 9 only supported with 

version 4 and higher) 

RAM 512 MB 1 GB 

CPU Intel Celeron 1 GHz 
Intel Pentium 2.8 GHz or 

faster 

Screen Resolution  1024 x 768 1280 x 1024 

 

7ÈÁÔ ÉÆ ) ÄÏÎȭÔ ÈÁÖÅ -ÉÃÒÏÓÏÆÔ 31, 3ÅÒÖÅÒ ,ÉÃÅÎÓÅÓȩ 
 

)Æ ÙÏÕ ÄÏÎȭÔ ÈÁÖÅ -ÉÃÒÏÓÏÆÔ 31, 3ÅÒÖÅÒ ÌÉÃÅÎÓÅÓ ÙÏÕ ÃÁÎ ÄÏ×ÎÌÏÁÄ ÁÎÄ ÉÎÓÔÁÌÌ -ÉÃÒÏÓÏÆÔ 31, 3ÅÒÖÅÒ %ØÐÒÅss, 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 

31, 3ÅÒÖÅÒ -ÁÎÁÇÅÍÅÎÔ 3ÔÕÄÉÏ %ØÐÒÅÓÓ ÆÒÏÍ -ÉÃÒÏÓÏÆÔȭÓ ×ÅÂÓÉÔÅȢ  5ÓÅ ÔÈÅ ÆÏÌÌÏ×ÉÎÇ ÌÉÎË ÔÏ ÄÏ×ÎÌÏÁÄ ÔÈÅ 

software: 

http://go.microsoft.com/?linkid=9394725  

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 ɀ  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 ɀ Instructions for performing this action can be found at 

http:// blogs.msdn.com/sqlexpress/archive/2005/05/05/415084.aspx . 

Office Timesheets On-Premise Installation Instructions  
 

There are two primary components to the Office Timesheets server installationɂthe application and the 

http://go.microsoft.com/?linkid=9394725
http://blogs.msdn.com/sqlexpress/archive/2005/05/05/415084.aspx
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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: 7Å ÈÁÖÅ ÆÏÕÎÄ ÉÎ ÔÅÓÔÉÎÇȟ ÐÁÒÔÉÃÕÌÁÒÌÙ ×ÉÔÈ ÌÁÒÇÅÒ ÉÎÓÔÁÌÌÁÔÉÏÎÓȟ ÔÈÁÔ /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓȭ ÐÅÒÆÏÒÍÁÎÃÅ ÉÓ 

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. On your 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 ɀ 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) or the 

sample database as well. 

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 option (depending on whether you would like to install it not) and click 

Next. 

5. Choose the location in which to install Office Timesheets and click Next. You can accept the suggested 

ÌÏÃÁÔÉÏÎ ɉȰ#ȡ\ Program Files\ /43ȱɊ ÏÒ ÙÏÕ ÃÁÎ ÉÎÓÔÁÌÌ /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ ÔÏ ÓÏÍÅ ÏÔher location by 

clicking the #ÈÁÎÇÅȣ 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. 
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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. 

 
 

8. Select the type of authentication you would like to useɂWindows Authentication  or SQL Server 

Authentication . 

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

Server Authentication . 

)Æ ÃÈÏÏÓÉÎÇ 7ÉÎÄÏ×Ó !ÕÔÈÅÎÔÉÃÁÔÉÏÎȣ 

1. Click on the Windows Authentication  radio button, and click Next. 
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***SQL Server Express Edition Users***   

If you are connecting to SQL Server Express Edition you will need to type in your Database 

3ÅÒÖÅÒ .ÁÍÅ ÕÓÉÎÇ ÔÈÅ ÆÏÌÌÏ×ÉÎÇ ÓÃÈÅÍÅ ɉÐÌÁÃÉÎÇ Á ÂÁÃËÓÌÁÓÈ ÁÆÔÅÒ ȰÌÏÃÁÌÈÏÓÔȱ ÁÎÄ ÔÙÐÉÎÇ ÉÎ 

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. 

 

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  
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 
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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. 

)Æ ÃÈÏÏÓÉÎÇ 31, 3ÅÒÖÅÒ !ÕÔÈÅÎÔÉÃÁÔÉÏÎȣ 

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

 

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. 
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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 installationɂa 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 organizationɂ 

¶ ! ÓÁÍÐÌÅ ÄÁÔÁÂÁÓÅ ÃÏÍÐÌÅÔÅ ×ÉÔÈ Á ÍÏÃË ÓÅÔÕÐ ÁÎÄ ÓÁÍÐÌÅ ÔÉÍÅ ÁÎÄ ÅØÐÅÎÓÅ ÅÎÔÒÙ ÄÁÔÁȣ 

¶ A blank 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/virtualdirector y (Example: http://server1/OTSSample), 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. 

http://localhost/OTSSample
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Depending upon the type of access you would like to have, use one of the following: 

4Ï ,ÏÇÉÎ !Óȣ 5ÓÅȣ !ÌÌÏ×Ó 9ÏÕ 4Ïȣ 
An Administrator  Username = admin 

Password = 1 
Do everything ɀ create users and 
user groups, manage users, 
manage logins, etc. An 
administrator has all security 
rights. 

A Manager Username = manager 
Password = 2 

Enter time and approve employee 
timesheets. 

A User  Username = user 
Password = 3 

Enter and time and/or expense 
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. 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/OTSDB), and press 

Enter or click the Go button in your browser's address bar.  

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. 
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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: 

   

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. 

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: 

¶ A blank or live database to setup, ÃÏÎÆÉÇÕÒÅ ÁÎÄ ÕÓÅ ÆÏÒ ÙÏÕÒ ÁÃÔÕÁÌ ÄÁÔÁȠ ÁÎÄȣ 

¶ 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. )Æ ÙÏÕ ÃÁÎȭÔ ÆÉÎÄ ÔÈÉÓ ÅÍÁÉÌ ÓÉÍÐÌÙ ÃÁÌÌ ÏÒ ÅÍÁÉÌ ÏÕÒ ÏÆÆÉÃÅ ÁÎÄ ×ÅȭÌÌ ÂÅ ÈÁÐÐÙ ÔÏ 

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 !Óȣ 5ÓÅȣ !ÌÌÏ×Ó 9ÏÕ 4Ïȣ 
An Administrator  Username = admin 

Password = 1 
Do everything ɀ create users and 
user groups, manage users, 
manage logins, etc. An 
administrator has all security 
rights. 

A Manager Username = manager 
Password = 2 

Enter time and approve employee 
timesheets. 

A User Username = user 
Password = 3 

Enter and time and/or expense 
sheets. This a basic user login 
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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: 

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. 

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. 

 

The Office Timesheets Application Interface consists of six tabs. Use these tabs to perform various operations 

while working with the Office Timesheets application. 
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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: 

Use this tab... To do this... 

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

Import / Export  
Import data fromɂor export data toɂother time and expense management 
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. 

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

System Configuration 

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. 

Account Administration 
View and manage your Office Timesheets licenses and account/billing 
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. 

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. 

Configur ing 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: 

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

¶ Select the language to be used;  

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

¶ Enter information about your organization, such as its name, your contact details and your web and 

street address;  

¶ Set up auditing and e-mailing options;  
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¶ Set up user accounts, security policies and password options; and  

¶ Change your password. 

Note: By default, system configuration is possible only by those persons who havÅ ȰAdministratorȱ level of 

access. Typically, only Administr ators 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. 

 

The System Configuration tab has three ribbon groupsɂOptions, Regional Options and User Accountsɂthat 

contain the commands needed to configure Office Timesheets. 

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

Click on... To... 

Time Entry 
Options  

Specify the time intervals to be displayed in Timesheet View. 

Company Info  
Enter information about your organization, such as its name, your contact details and 
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. 

Options  
Set up system-wide regional specific options such as how dates, time and currencies 
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 . 

Security Policies  
Set up system-wide security policies. Assign policies to users or groups of users so as 
to control access to the different areas of the Office Timesheets  application. 

Password Optio ns 
Specify the minimum and maximum number of characters allowed in a password and 
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 
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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. 

 

The following table describes the various items found on the Time Entry Options  page: 

Item  How to use the Item  
Default Value  

(if any)  

Default start time for time 
entry  

Enter the time to be used for the start time in the time 
entry dialog box. 

08:00 AM. 

Day View time intervals in 
minutes  

Enter the number of minutes that you want Office 
Timesheets  to use for the interval between two time 
slots on the Day View screen. 

30 minutes. 

Day View fi rst time  
Enter the time to be used for the first time slot in the Day 
View  screen. 

08:00 AM. 

Day View last time  
Enter the time to be used for the last time slot in the Day 
View  screen. 

06:00 PM. 

Time spent only on 
Timesheet View  

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 Vie w screen. 
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Item  How to use the Item  
Default Value  

(if any)  

  

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. 

  

 

Time spent format  

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 valuesɂ"Decimal" and 
"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. 

Hours/minutes. 

Show totals by employee 
Reporting Period  

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 
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. 

 

The Save and Save as 
Default button s 

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 
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. 

  

 

 

 

http://www.officetimesheets.com/helpsystem/Managing%20Timesheets,%20Expenses%20and%20Task%20Entries.htm
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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: 

1. Click on Company Info  in the System Configuration  tab.  

2. Enter the name, web address, contact and address details of your organization.  

3. Select and Upload your company logo (image cannot be larger than 250 x 55 pixels). 

4. Click the Save button to save the changes you have made on the screen. 

 

 

 

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

Item  How to use the Item  
Default Value  

(if any)  

Company name Enter the name of your organization. 
 

Web address Enter the web address of your organization. 
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Item  How to use the Item  
Default Value  

(if any)  

Contact Details  

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

  

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. 

  

 

 

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

First  Enter the first name of the contact person. 
 

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

Last Enter the last name or surname of the contact person. 
 

Suffix 

Select the suffix for the name, such as Jr., Sr., I, II 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. 

  

 

 

Phone Enter the telephone number of your organization. 
 

Fax Enter the fax number of your organization. 
 

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

Address Details  Enter your organization's postal address. 
 

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

 

City Enter the name of the city.  
 

State / Province  Enter the name of the state or province.  
 

Zip / Postal Code Enter the zip or postal code of your organization.  
 

Country / Region  Enter the country or region. 
 

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

 

The Clear button  Click the Clear button to delete all the values from the 
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Item  How to use the Item  
Default Value  

(if any)  

fields on the page. 

The Reset button  
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. 

 

The Save button 

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. 

  

  
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. 
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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. 

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. 

 

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

Item  How to use the Item  
Default Value  

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

(if any)  

From  

%ÎÔÅÒ ÔÈÅ ÎÁÍÅȟ ÓÕÃÈ ÁÓ Ȱ/ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ 
!ÄÍÉÎÉÓÔÒÁÔÉÏÎȱȟ that should appear ÉÎ ÔÈÅ Ȱ&ÒÏÍȱ ÆÉÅÌÄ ÏÎ 
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. 
 

Port  
Enter the TCP port number to be used for sending the 
emails. Most servers use port 25 for sending e-mails. 

25 

Login  
Enter the login name that Office Timesheets  should use 
to connect to the outgoing mail server.  

Password  
Enter the password that Office Timesheets  should use to 
connect to the outgoing mail server.  

The Test Settings button  

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 
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. 

 

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

 

The Reset button  
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. 

 

The Save button 

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. 

  

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

  

 

 

Use SSL 
Check this box if your mail server requires an encrypted 
SSL connection. 
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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 timeɂparticularly those organizations under government contract such as defense 

contractorsɂare 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 

!ÕÄÉÔ !ÇÅÎÃÙ ɉ$#!!ɊȢ (ÅÒÅ ÁÒÅ ÔÈÅ $#!!ȭÓ ÐÒÉÍÁÒÙ ÒÅÑÕÉÒÅÍÅÎÔÓ ÆÏÒ ÔÉÍÅ ÒÅÐÏÒÔÉÎÇȡ 

¶ According to the DCAA requirements only the employee can log his/her labor. Thus, we track data 

entry by login name.  

 

¶ An Audit trail report has to be prepared that includes the complete history of the changes made to a 

ÕÓÅÒȭÓ ÔÉÍÅÓÈÅÅÔ ÁÆÔÅÒ ÉÎÉÔÉÁÌ ÓÕÂÍÉÓÓÉÏÎȢ $ÅÔÁÉÌÓ ÉÎÃÌÕÄÅ ÉÔÅÍÓ ÓÕÃÈ ÁÓ ÔÈÅ ÍÏÄÉÆÉÅÄ ÄÁÔÅȟ ÒÏ× 

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 

ÅÎÔÒÉÅÓ ÉÎ ÁÎ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ /ÆÆÉÃÅ 4ÉÍesheets database. 

Note: By default, the Auditing feature is not enabled because auditing typically puts a higher workload on 

/ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓȭ ÄÁÔÁÂÁÓÅ ÁÓ ÉÔ ÈÁÓ ÔÏ ÒÕÎ ÍÕÌÔÉÐÌÅ ÒÏÕÔÉÎÅÓ ×ÉÔÈ ÅÁÃÈ ÅÎÔÒÙ ÔÏ ÔÈÅ ÄÁÔÁÂÁÓÅȟ ÔÈÕÓ ÁÆÆÅÃÔÉÎÇ 

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. 

 



30 /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ )ÎÓÔÁÌÌÁÔÉÏÎ ÁÎÄ 5ÓÅÒȭÓ 'ÕÉÄÅ ȿ C o p y r i g h t ®  2 0 0 3 - 2 0 1 1 .  L o o k o u t  S o f t w a r e ,  L L C 

 

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

Item  How to use the Item  
Default Value  

(if any)  

Enable Auditing  Click on the radio buttons to enable or disable auditing. 
Disable 
Auditing 

Enable Auditing  

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. 

 

Disable Auditing  Select this radio button to disable or stop auditing. 
 

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

 

Clear Auditing  
Check this check box to clear all auditing tracks upto a 
specified date. 

Unchecked 

Clear Auditing throu gh 

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

 ). Office Timesheets will delete all auditing records up 
to this date. 

  
Note: Audit Start , Audit Stop , and Audit Clear  
entries are never removed from the auditing 
database, even when you clear the Audit tracks. 

  

 

A date that is 
30 days 

before the 
current date 

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

 

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

 

The Save button 

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. 

  

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

  

 

 

Implementat ion of Auditing in Office Timesheets  

 

Office Timesheets uses a special auditing database to keep track of timesheet entries. If Auditing is enabled, 
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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  

Audit Start  
Indicates the start of audit 
tracking. 

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

Audit Stop  
Indicates the end of audit 
tracking. 

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

Audit Clear  
Marks the time when the audit 
track is cleared. 

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 . 

Audit Create  
Indicates the creation of a new 
entry. 

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 . 

Audit Change 
Indicates a change to an entry 
in the timesheet. 

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. 

Audit Delete  
Indicates that an entry has 
been deleted from the 
timesheet. 

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 . 

Viewing and Printing Auditing Reports  

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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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: 

1. Click Options  icon in the Regional Options  ribbon group from the System Configuration  tab.  

2. From the drop-down lists, select the date, time and currency format that you would like to use.  

3. Select a language from the Language drop-down list.  

4. Finally, click Save to save your settings. 
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The following table provides more details about the components of the Regional Options screen: 

Item  How to use the Item  
Default Val ue 

(if any)  

Date Display  
From the drop-down list, select how you would like dates 
to be displayed in Office Timesheets. 

MM/dd/yyyy  

Time Display  

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 valuesɂ  

Value... What it does... 

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

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

 

hh:mm tt 

Currency  /Time Interval  
Display  

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

decimal point 
(.) 

Language 
Select the language you would like to use within Office 
Timesheets from the drop-down list. 

English (US) 

The Copy button  

Click the Copy button to copy the current Regional Option 
settings and assign them to all the other users, or any one 
particular user. 

  
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 
 

http://www.officetimesheets.com/helpsystem/Assigning%20Regional%20Options%20Settings%20to%20Other%20Users.htm
http://www.officetimesheets.com/helpsystem/Assigning%20Regional%20Options%20Settings%20to%20Other%20Users.htm
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Item  How to use the Item  
Default Val ue 

(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. 

  
 

The Save and Save as Default 
button s 

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. 

  

NOTE: If you move to some other page before 
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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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  button. 

 

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 Account s 

 

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 PoliciesɂAdministrator, 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: 

¶ The total number of User Accounts licenses purchased;  

¶ The total number of User Accounts assigned or in use; and  

¶ The total number of User Accounts available (not currently in use). 

 

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: 

Item  How to use the Item  
Default Value  

(if any)  

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

 

The Add button  

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. 

  

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. 

  

 

 

The Open button  
Select a user name from the User Account list and click 
the Open button to view/edit the det ails of a user account.  

The Delete button  
Select a user name from the User Account list and click 
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. 

 

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. 

 

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

Do this... To... 

Click the Add Employee  button Add a new employee record into the system. 

Click the Delete  button Delete the User Account. 

Click the Save & New button Save this User Account and start creating a new User Account. 

Click the Save & Close button Save this User Account and return to the User Accounts screen. 

Click the Cancel button or the 
Close button on the top right 
corner of the User Account dialog 
box 

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

 

2ÅÓÅÔÔÉÎÇ Á 5ÓÅÒȭÓ 0ÁÓÓ×ÏÒÄ 

 

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. 



39 /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ )ÎÓÔÁÌÌÁÔÉÏÎ ÁÎÄ 5ÓÅÒȭÓ 'ÕÉÄÅ ȿ C o p y r i g h t ®  2 0 0 3 - 2 0 1 1 .  L o o k o u t  S o f t w a r e ,  L L C 

 

 

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. 

 

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. 

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

5. Re-type the password in the Confirm Password  field. 

6. Click the Save & Close button to save the changes and return to the User Accounts screen. 

7. Inform the user about the new password. The user should now be able to log in using the new 

password. 

$ÅÌÅÔÉÎÇ Á 5ÓÅÒȭÓ !ÃÃÏÕÎÔ 

 

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

 

3. Click OK to deleÔÅ ÔÈÅ ÕÓÅÒȭÓ ÁÃÃÏÕÎÔȢ 

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 ÄÉÁÌÏÇ ÂÏØȢ ɉ3ÅÅ 2ÅÓÅÔÔÉÎÇ Á 5ÓÅÒȭÓ 0ÁÓÓ×ÏÒÄ ÆÏÒ ÍÏÒÅ ÄÅÔÁÉÌÓȢɊ 

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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2. Type your current password in the Current password  field. 

3. Type your new password in the New password  field. 

4. Re-type your new password in the Confirm new password  field.  

5. Click the Save button to change your password. 

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 PoliciesɂAdministrator, 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: 

¶ Control timesheet View Criteria. 

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

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

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

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

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

¶ Control access to task-related activities.  

¶ Control access to entry-related activities.  

¶ Specify whether a user or group of users can make use of locks or override locks.  

¶ Enforce the time entry options in the Timesheet View for a user or group of users.  

¶ 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. 

 

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: 

Item  How to use the Item  
Default Value  

(if any)  

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

The Open button  
Select a Security Policy from the Security Policies  list and 
click the Open button to view/edit the details of  a Security  
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Item  How to use the Item  
Default Value  

(if any)  

Policy. 

The Delete button  

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

  

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 

TiÍÅÓÈÅÅÔÓ ÁÐÐÌÉÃÁÔÉÏÎȟ ÔÈÅÙ ÐÒÏÖÉÄÅ Á ÃÏÎÖÅÎÉÅÎÔ ×ÁÙ ÔÏ ÁÓÓÉÇÎ ÒÉÇÈÔÓ ÔÏ Á ÔÅÁÍ ÏÆ ÅÍÐÌÏÙÅÅÓ ÏÎ Á ȰÎÅÅÄ-to-

ËÎÏ×ȱ ÂÁÓÉÓȢ &ÏÒ ÅØÁÍÐÌÅȟ ÍÏÓÔ ÅÍÐÌÏÙÅÅÓ ÄÏ ÎÏÔ ÎÅÅÄ 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 PoliciesɂAdministrator, 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. 

 

2. Click the Add button. 

The Security Policies dialog box will appear. 

 

3. In the 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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¶ Click the Add button, to add groups to the security policy definition.  

¶ 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.  

 

Note: If you do not want users to change View Criteria settings on their tÉÍÅÓÈÅÅÔÓ ÔÈÅÎ ÙÏÕȭÌÌ ÎÅÅÄ ÔÏ 

ÕÎÃÈÅÃË ÔÈÅ Ȱ#ÒÉÔÅÒÉÁȱ ÃÈÅÃËÂÏØ ÉÎ ÔÈÅ )ÎÔÅÒÆÁÃÅ ÁÒÅÁ ÏÆ ÔÈÅ ÓÅÃÕÒÉÔÙ ÐÏÌÉÃÙȢ 5ÓÅÒÓ ÁÓÓÉÇÎÅÄ ÔÏ ÔÈÅ ÓÅÃÕÒÉÔÙ 

ÐÏÌÉÃÙ ×ÉÌÌ ÎÏÔ ÈÁÖÅ ÔÈÅ ÏÐÔÉÏÎ ÔÏ ÃÈÁÎÇÅ ÔÈÅ 6ÉÅ× #ÒÉÔÅÒÉÁ ×ÈÅÎ ÔÈÅ Ȱ#ÒÉÔÅÒÉÁȱ ÏÐÔÉÏÎ ÉÓ ÕÎÃÈÅÃËÅÄȢ 

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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(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 

ÕÎÃÈÅÃË ÔÈÅ ÉÔÅÍÓ ÙÏÕ ÄÏÎȭÔ ×ÁÎÔ ÓÅÌÅÃÔÅÄȢ 

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 



47 /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ )ÎÓÔÁÌÌÁÔÉÏÎ ÁÎÄ 5ÓÅÒȭÓ 'ÕÉÄÅ ȿ C o p y r i g h t ®  2 0 0 3 - 2 0 1 1 .  L o o k o u t  S o f t w a r e ,  L L C 

 

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: 

 

Providing access to Element-related Functions 

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

 

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: 

Item...  Check/Select this item toé 
Default Value  

(if any)  

Add Employees  Allow the user to add Employee entries. 
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Item...  Check/Select this item toé 
Default Value  

(if any)  

Edit Employees  Allow the user to make changes to Employee entries. 
 

Delete Employees  Allow the user to delete Employee entries. 
 

View/Modify Employee Rates  

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

Selecté To...  

None 
Disallow the user from viewing or modifying 
Employee Rates. 

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

Group 

Allow the user to view or modify the rates 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.) 

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

 

None 

Add Elements  Allow the user to add Element entries. 
 

Edit Elements  Allow the user to make changes to Element entries. 
 

Delete Elements  Allow the user to delete Element entries. 
 

Add Expense Codes  Allow the user to add Expense Code entries. 
 

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

Dele te Expense Codes  Allow the user to delete Expense Codes entries. 
 

Add Holidays  Allow the user to add Holiday entries. 
 

Edit Holidays  Allow the user to make changes to Holiday entries. 
 

Delete Holidays  Allow the user to delete Holiday entries. 
 

 

Providing access to Task-related Functions 

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



49 /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ )ÎÓÔÁÌÌÁÔÉÏÎ ÁÎÄ 5ÓÅÒȭÓ 'ÕÉÄÅ ȿ C o p y r i g h t ®  2 0 0 3 - 2 0 1 1 .  L o o k o u t  S o f t w a r e ,  L L C 

 

 

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: 

Item...  Check/Select this item toé 
Default Value  

(if any)  

General Access to Data  

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

Selecté To...  

None 
Disallow the user from viewing or modifying task -
related data. 

Self 
Allow the user to view or modify only his/her own 
task-related data. 

Group 

Allow the user to view or modify the task -related 
data 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.) 

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

 

None 

Add Tasks  

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

Selecté To...  

None Disallow the user from adding tasks. 

Self Allow the user to add only his/her own tasks.  

Group 
Allow the user to add 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 

None 
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Item...  Check/Select this item toé 
Default Value  

(if any)  

for Group managers or Team leaders.) 

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

 

Edit Tasks  

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

Selecté To...  

None Disallow the user from editing tasks. 

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

Group 

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.) 

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

 

None 

View/Modify Task Tracking  

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

Selecté To...  

None 
Disallow the user from viewing or modifying task 
tracking data. 

Self 
Allow the user to view or modify only his/her own 
task tracking data. 

Group 

Allow the user to view or edit task tracking data 
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.) 

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

 

None 

Delete Task Tracking  

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

Selecté To...  

None Disallow the user from deleting task tracking data.  

Self 
Allow the user to delete only his/her own task 
tracking data 

Group 

Allow the user to delete task tracking data 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.) 

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

 

None 

Delete Tasks with Entries  
Specify whether the user can delete tasks that contain entries or 
notes. You can only select one option here. None 
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Item...  Check/Select this item toé 
Default Value  

(if any)  

Selecté To...  

None 
Disallow the user from deleting tasks with entries 
or notes. 

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

Group 

Allow the user to delete tasks with entries or 
notes 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.) 

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

 

Delete Tasks without Entries  

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

Selecté To...  

None Disallow the user from deleting empty tasks.  

Self 
Allow the user to delete only his/her own empty 
tasks. 

Group 

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

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

 

None 

Copy Tasks  

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

Selecté To...  

None Disallow the user from copying tasks. 

Self 
Allow the user to copy only his/her own tasks to 
other users. 

Group 

Allow the user to copy tasks between 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.) 

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

 

None 

Mass Update Task Data  

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

Selecté To...  

None Disallow the user from mass updating tasks. 

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

None 
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Item...  Check/Select this item toé 
Default Value  

(if any)  

Group 

Allow the user to mass update task 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.) 

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

 

Re-generate Tasks  

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

Selecté To...  

None Disallow the user from re-generating tasks. 

Self 
Allow the user to re-generate only his/her own 
tasks. 

Group 

Allow the user to re-generate 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.) 

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

 

None 

Edit Task Dates  

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

Selecté To...  

None Disallow the user from editing task dates.  

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

Group 

Allow the user to edit task dates for anyone i n 
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.) 

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

 

None 

Edit Task Status 1  to Edit Task 
Status 15  

These are 15 user-defined task status fields. Specify whether the 
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: 

Item... #ÈÅÃËȾ3ÅÌÅÃÔ ÔÈÉÓ ÉÔÅÍ ÔÏȣ 
Default 
Value 

(if any)  

Delete Time Entri es 

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

3ÅÌÅÃÔȣ To... 

None 
Disallow the user from deleting time 
entries. 

Self 
Allow the user to delete only his/her own 
time entries. 

Group 

Allow the user to delete time 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.) 

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

 

None 

Delete Expense Entries  

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

3ÅÌÅÃÔȣ To... 

None 
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Item... #ÈÅÃËȾ3ÅÌÅÃÔ ÔÈÉÓ ÉÔÅÍ ÔÏȣ 
Default 
Value 

(if any)  

None 
Disallow the user from deleting expense 
entries. 

Self 
Allow the user to delete only his/her own 
expense entries. 

Group 

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.) 

All 

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

 

Mass Update Time Entries  

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

SelÅÃÔȣ To... 

None 
Disallow the user from mass updating 
time entries. 

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

Group 

Allow the user to mass update time 
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.) 

All 

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

 

None 

Mass Update Expense 
Entries  

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

3ÅÌÅÃÔȣ To... 

None 
Disallow the user from mass updating 
expense entries. 

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

Group 
Allow the user to mass update expense 
entries of anyone in his/her group (or in 
the groups that have been added to the 

None 



55 /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ )ÎÓÔÁÌÌÁÔÉÏÎ ÁÎÄ 5ÓÅÒȭÓ 'ÕÉÄÅ ȿ C o p y r i g h t ®  2 0 0 3 - 2 0 1 1 .  L o o k o u t  S o f t w a r e ,  L L C 

 

Item... #ÈÅÃËȾ3ÅÌÅÃÔ ÔÈÉÓ ÉÔÅÍ ÔÏȣ 
Default 
Value 

(if any)  

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

All 

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

 

Require Start/Stop Times  
Force the user to enter start/stop times for task 
entries.  

Require Time Entry Notes  Force the user to enter notes with each time entry.  

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

Edit Existing Entries  

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. 

  

 

 

Edit Entries Outside 
Prev/Cur/Next  

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. 

  

 

 

Edit Entries in Previous 
Period  

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

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

  

 

 

Edit Entries in Current 
Period  

Allow the user to make changes to entries that fall in 
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Item... #ÈÅÃËȾ3ÅÌÅÃÔ ÔÈÉÓ ÉÔÅÍ ÔÏȣ 
Default 
Value 

(if any)  

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. 

  

 

Edit Entries in Next Period  

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. 

  

 

 

Edit Entries Outside Task 
Dates 

Allow the user to make changes to entries that fall 
outside of Á ÔÁÓËȭÓ ÓÔÁÒÔ ÁÎÄ ÅÎÄ ÄÁÔÅÓ specified in the 
Task dialog box. 

 

Edit Entries Scope 

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

3ÅÌÅÃÔȣ To... 

None 
Disallow the user from editing the scope 
of the entries. 

Self 
Allow the user to edit the scope of only 
his/her own entries. 

Group 

Allow the user to edit the scope of 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.) 

All 

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

 

None 

Edit Entry Status 1  to Edit 
Entry Status 15  

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

Edit Approval Status  
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. 

 

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: 

Item... #ÈÅÃËȾ3ÅÌÅÃÔ ÔÈÉÓ ÉÔÅÍ ÔÏȣ 
Default 
Value 

(if any)  

Lock Employees 

Specify whether the user can lock the entries made by 
employees. You can only select one option here. 

3ÅÌÅÃÔȣ To... 

None 
Disallow the user from locking the entries 
made by employees. 

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

Group 

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.) 

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

 

None 

Override Locks  Allow the user to edit entries which have been locked. 
 

 

Enforcing Time Entry Options 

11. Click the Time Entry Options button to view the Time Entry Options panel. 
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Use this panel to enforce the Time Entry Op tions  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: 

Item...  Check/Select this item toé 
Default Val ue 

(if any)  

Default start time for time 
entry  

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

Day View time intervals in 
minutes  

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

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

 

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

 

Time spent only on Timesheet 
View  

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

 

Time spent format  
Force the Day View  screen to use the time spent format 
specified in the Time Entry Options  screen.  

Show totals by employee 
Reporting Period  

Force the Task Totals  and Sheet Total  on the Timesheet 
View  to display the total for the userôs 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 

×ÈÏ ÈÁÖÅ ÎÏÔ ÃÈÁÎÇÅÄ ÔÈÅ ÄÅÆÁÕÌÔ ÓÅÔÔÉÎÇÓȢ )Æ Á ÕÓÅÒ ÈÁÓ ÃÈÁÎÇÅÄ ÔÈÅ ÄÅÆÁÕÌÔ ÓÅÔÔÉÎÇÓȟ ÔÈÅ ÕÓÅÒȭÓ 

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. 

 

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: 

Item... #ÈÅÃËȾ3ÅÌÅÃÔ ÔÈÉÓ ÉÔÅÍ ÔÏȣ 
Default Value  

(if any)  

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

Time Display  
Force the display of time values with the time display 
format specified in the Regional Options  screen.  

Currency/Time Interval 
Display  

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

 

Language 
Force the use of the language specified in the 
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 

ÕÓÅÒÓ ×ÈÏ ÈÁÖÅ ÎÏÔ ÃÈÁÎÇÅÄ ÔÈÅ ÄÅÆÁÕÌÔ ÓÅÔÔÉÎÇÓȢ )Æ Á ÕÓÅÒ ÈÁÓ ÃÈÁÎÇÅÄ ÔÈÅ ÄÅÆÁÕÌÔ ÓÅÔÔÉÎÇÓȟ ÔÈÅ ÕÓÅÒȭÓ 

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: 

Do this... To... 

Click the Save & New button 
Save this Security Policy and start creating a new Security 
Policy. 

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 
corner of the Security Policy 
dialog box 

Return to the Security Policies  screen without saving the new 
Security Policy. 

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. 

 



61 /ÆÆÉÃÅ 4ÉÍÅÓÈÅÅÔÓ )ÎÓÔÁÌÌÁÔÉÏÎ ÁÎÄ 5ÓÅÒȭÓ 'ÕÉÄÅ ȿ C o p y r i g h t ®  2 0 0 3 - 2 0 1 1 .  L o o k o u t  S o f t w a r e ,  L L C 

 

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. 

 

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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Do this... To... 

Click the Save & New button 
Save the changes that you have made to the Security Policy and 
start creating a new Security Policy. 

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

Click the Cancel button or the 
Close button on the top right 
corner of the User Account dialog 
box 

Return to the Security Policies  screen without saving the 
changes that you have made to the Security Policy. 

 

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. 

 

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: 

 

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

 

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

Item  How to use the Item  
Default Value  

(if any)  

Require combination of 
numbers and characters  

Check this check box to specify that a valid password 
should contain both letters and numbers. If this check box 
has been selected, Office Timesheets  will not allow the 
users to set passwords containing only characters or only 
numbers. The password has to contain a combination of 
both numbers and characters. 

Unchecked 

Minimum character length 
of passwords  

From the drop-down list, select the minimum length for 
the passwords. 

0 (zero) 

Maximum length of 
passwords  

From the drop-down list, select the maximum length for 
the passwords. 

14 

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

The Reset button  
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. 

 


































































































































































































































































































































































































































