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What is the Office Timesheets Quick Start Guide?

This Quick Start Guide highlights the core features and concepts of Office Timesheets and is designed to
help you get up and runningithi the product by giving a foundation you can then use to configure your
own unique setup within the product. There are many other features and functions of Office Timesheets
that are not covered in this guide. Please consult@ice Timesheets Online Haipidefor detailed
explanations and procedures in implementing features found within Office Timesheets.

Office Timesheets Overview

Office Timesheets is a professional employee time and expense management application. With Office
Timesheets, tasks are created for users to enter time against, which can later be used for detailed cost
and/or budget analysis, generating employee paysstjmating time and costs for future projects

and/or jobs, client or internal billing, governmental and/or contractual regulatory compliance and much
more.

Office Timesheets is designed from the ground up as atvesled application which ensures a quick,

install2 y OS> dzaS SOSNEGKSNBI RSLE 28YSyldd hFTFAOS ¢AYSAH
most sophisticated web development platform architecture (ASP.NET AJAX) along with-artuitive

Office 2007stylefluent interface to ensure ease ake and minimal endser training.

Office Timesheets offers a rich feature set that allows you to customize the application to your specific
YSSRA& YR NBIldZANBYSyiad | SNBE A& I ONRST aeyz2LlaAa

e 10customizabldgrackinglevels

¢ 30customizableentry andtaskbased status flags

o Completely customizable timesheet approval process

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

e Automated employee anthanager timesheet notifications and reminders

e Two builtin reporting engines for generating time and expense reports in unlimited formats

e Customizable rules for creating and managing time tracking tasks

e Create an unlimited number of security policies fesighment to employees, to control
precisely what a user can see and do within Office Timesheets

¢ Enable audit trails to comply with regulatory guidelines such as DCAA, SathdegsFMLA,
etc.

Apart from all the features, functions, and benefits of @ffiimesheets, perhaps its best attribute is
that all of these seemingly complex policies and procedures can be accomplished easily and quickly from
GAGKAY hFFAOS ¢AYSAKSSiaQ aAYLIXS AYGSNFI OS 6AGK2dz
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http://www.helpconsole.com/Office%20Timesheets%20Help/default.aspx

Hosted vs. Selfinstall ed

¢2 3ISG aGFNISR 6A0GK hFFAOS ¢AYSakKSSia e2dxft ySSR
Timesheets is offered to customers in two deployment options: ho&bdtice Timesheets On Demand)

or selfinstalled(Office Timesheets)

Hosted Version: Office Timesheets On Demand

2 A0K GKS K2a0SR @OSNBA2Y 2F hFTFFAOS ¢AYSAaKSSiasz &2dz
hosted on our own servers for you. You simply create an account, which instantly installs Office

Timesheets and sets up a blalive database and sample database for you. After thda@ptrial period,

if you decide to continue using Office Timesheets, you are billed a monthly fee based on your number of
timesheet users.

Self-Installed Version: Office Timesheets

With the selfinstalled version of Office Timesheets, you install the application on your own web server
and manage the installation. This is the preferred method of deployment for customers who want
maximum control over their installation and database. Theisskalledversion of Office Timesheets

also allows customers to integrate Office Timesheets with their Windows Active Directory (which the
hosted version does not offer). After the -8y trial period, if you decide to continue using Office
Timesheets selihstalled version, you will incur a oriame charge for the Office Timesheets software
license along with a small annual fee for support, maintenance and upgrades.

For instructions on performing the Office Timesheet-gedfallation please refer to the topi©ffice
Timesheets Self Installation Instructishs h y OS & 2 dzQ@S adz00S&aa¥Fdz £ & LISNF2N
refer to the topic:How to access Office Timesheets after installation

Define Element Tracking Levels

Office Timesheets is a highly flexible and customizable application. At the heart of Office Timesheets are
Tasks and Entrieseverything else simply supports these important time tracking data records.
Essentially, every time entryithin Office Timesheets is based upon tasks. Tasks give the time entries
meaning, such as who performed the work and what type of work was done. A task is comprised of a
combination of an Employee and one or more Element Itentsch are defined at eachdahent Level

Within Office Timesheets you can create up to 10 Element Levels to define tasks. At each element level,
a list of element items is created. By default, Office Timesheets is setup with four Element Levels:

Client
Project
Phase
Activity

@\(aﬂwam
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Thus, eah task could be comprised as follows: client + project + phasé-task or activity. This would

be your basic foundation for creating tasks on employee timesheets for recording time entries. This

setup would allow you to easily create repowhereby ya couldsort/total/sub-total/etc. time, costs,

expenses, etc. by employee, client, project, phase, and/or activity. Therefore, your definition of Element
LeveldbecomestheF NI YS 62 N] 2NJ F2dzy RF GA2y F2NJ 82dzNJ 2 NBF yAT |
summay, task tracking elements are essentially buckets in which time can be later sliced and diced for
reporting, billing, payroll, etc.

¢2 ONBIGS &2dNJ 2NBFYATFGA2YQa 26y dzyAljdzS GFal S5

1. Log into Office Timesheets if you haxa& done so already.
2. Click on théProcess Managemeritb.

@) Sign Out =

View Sheets Impaort [ Expaort Reports Process Management System C

3. From the Process Management section; click onDkeéne Elementscon found in the
Customizeribbon group

nout =

iew Sheets Import ! Export Reports Frocess Management System Configuration
YEE !

=) TaskRules W “=| Element Fields
nt kems... Ehﬁn Ea Approval Process Steps o l'-;‘j; Tazk Rate Figlds

hit
| Holidays :ﬁ Reporting Periods Define Elements

it Process Customize

u

u ﬁ Customize Tazk Statuzes

4. Activate the number of Element Levels you wish to use by selectingdfiate Elemenlevel
check boxes; then type in the name of each Element Level you wish to create in a hierarchical
order in the name fielg then after doublechecking your typing and element level order, click
the Savebutton to save your Element Lewdgfinitions

@\(aftware
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(.ri-a} i Sign Out - Miller L. James
View Sheets Import ! Export Reports Process Management System Configuration ACcount Administrall

-

& Empioyes
- i+ Element bemsa E235 E Agproval Process Sieps
Hokdays

Il TaskRules & "= Element Fieids 7= Customize Eniry Stal

Dafine Elmments

—
gl::_ Task Raie Fekis 3_3. Cusbtomire &pgraval

Q.-:_.‘ Expense j Repaorting Periods '_:ﬂ Cusstormize Task Slatusss ."' Fiate Takies
Edit Process Customize

Define Elements

Activate Element Hame
Emiployes Employee
Lewel 1 Coad Cenlar
Lenvel 2 dob
Level 3 Work Type
Lewvel 4
Level 5
Level &

Lewvel 7
Level 8
Lenvel 9
Lewel 10

o000 EEE =

Expense Expense Code

Define Employees and Elements
b2¢g UGKIFUG @2dz2Q8S RSTAY
O2YLl yeQa SyLXz2es$S8a

SR 82dzNJ O2YLI yeQa ¢l aji 9fSyYS
YR StSYSylG A0SYa 6AGKAY hTFFA
Defining Employees and Employee Groups

An employee is created withiOffice Timesheets for each person whose hours you wish to track. Every

task created in Office Timesheets requires an employee to be associated with it. Employees may also be
grouped using Office Timesheets Employee Groups function. Employee Groupgoalltsnmanage

employees more efficiently.
To Add an Employee in Office Timesheets:

1. Log into Office Timesheets if you have not done so already.
2. Click on théProcess Managemeritb.

(uﬁ‘ Sign Out =

View Sheets Impaort [ Expaort Reports Process Management System C

3. From the Process Management section; click onBheployeeicon found inthe Edit ribbon
group.

‘!‘ib}saﬂwam
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Import / Export Fepors l Process Management System C
=) TaskRules —=| Element Fig
% Approval Proceszs Steps % Iﬁ Ta=zk Rate |

Holidays ﬁ Reporting Period Define Elements

Process

=:ﬁ Customize

4. From theManage Employedorm, click on theAdd button in the Employeeform group.

w Mier 1 James
ViewSheets  Impo/Expot  Reports | Process Management  System Configuraion  Account Administralion

G Emploves T TaskRules [ =5 Emmment Fasics £:2! Customize Entry Stahsaes
Lz Element kems.. ;E-“g B approval Process Steps @:’ 12, Task Rate Fiskds -8, Customize Agproval Statuss
&F Expense Holdiys == pcerting Perisds DefineElemeants % Customirs Task Siatmes == Rate Tables

Eat Frocess Il Costormize

Cenun L ile And
Husiness Development Cpen ifnderson L. Thomas
Dociamaniabon Aston C. Tar
Engneerng Development Brown M. Alan
Erplementation Services Delete Canan C Cadrk
Inigrmaticn Technology Clark K. Lauren |
Prodiset Warkstng and Managamant Coopar C. Jamas
Pude Relations Cesta B Matthew
Qualty Assurance Fabang H. Ryan
Frasman & Kely
Garca Al James
BeRgif 5. Rizhasd
Kaplan 5. Lindsay
Keky R Danek
Low . Lovise
MeGragor . Jans
Killar U, Inrres
Palmeri M. Christopher
Foberts M. Ky
o-a

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

@(oﬂwam
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Employee x

ﬁ | HSave&New ‘gl = _ B E
- > cancel - — —

Save & Cloze Deefinition Ratez Groups Dependencies Element Fisld=
Actions Show
First Mame Brian
[THR A
Last Mame Anderson
Display Mame Anderzon A Brian
E-Iail brian_a_anderson@gquorumeng.com
Status
Reporting Period Vieekly v|
Holidays Groups |{Nu selection} vl
Lock Dates

Expense Entry :IE

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

First Mame Brian
M1 A
Last Mame Anderzon
Display Mame Anderzon & Brian
E-Mail brian_a_anderzon@quorumeng.com
Status
Reporting Period Weekhy L
Holidays Groups g”ij_f:e‘igi” n}
Monthhy

Lock Dates Semi-Monthly
Time Entry
R, P [
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7. UnderLock Datesselect the starting dates for time entry and expense entffic® Timesheets
will not allow time and/or expense entries prior to the date selected.

Lock Dates
Time Entry

(osmnzor |3

Expense Entry

S0 Mo
29

05/31/2007 |5
4

May, 2007

Tu We Th
1 2 3
g 9 10

1 17

(53]

31

30
6 7
13 14
20 21 22
27 28 29
3 4 5

16
23 24
30
E

7 8 9

Thursday, May 31, 2007

Fr Sa
4 5
11 12
18 19
25 26
i 2

8. Next, click on th&RatesShow Panel in the Employee dialog to define rates for the selected

employee

5 Save & New — =
L X oo 3 =
Save & Close Defenition | Rates | Groups  Dependencies  Element Fields
Actions Show
—— Rates

Pay Rate | Overhead Cost | gilling | shift Differentia | Shift Differentia |
Effective date Standard rate Overtime rate
--- 10.00 ] [12.00 [ Clear |
[ osi172007 |5 13.00 ] [19.50
T @ bw ] [ow
T Jm bw | o
I N R
T @ bw | [oo
T @ bw | [o
[ =3 0.00 | [0.00 Clear
[ =& 0.00 | [0.00 Clear
[ =3 0.00 | [0.00 Clear
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9. Click theSave & Newvactionto create additional employees. @S @& 2 dzQ@S FTAYy A a KSR

employees click on thBave & Closéction.

Add Employee Groups

1. From theManage Employedorm, click on the Add button in thEmployee Group$orm group.

6.@) Sign ut - Miller I James
View Sheats Impart § Export Repars Process Managerment Systern Configuration Account Administraion
& Emplyes T TaskRules @} 5] Ement Fiskss £ Customize Entry Stahes
Lz Esmecd Rema . 5 B} approval Process Steps 2 Task Rate Fiskts % Custonize Azproval Statuses
@ Expanss R, 3 Reparting Periods il t-¢) Customize Task Stafusss - Raie Tables
Edt Process Custnmize
Manage Employee
Employes Groups Emplayes
an [ Add
AccouningFrancs Andergon A Lioyd
Business Developmeant Anderson L. Thomas
Documantabion Aslon C. Tara
Engneering Development Brown M. Alan
Irgherantaten Sarvices Delee Canan C Cadrk Dt
infgrmaticn Technology Clark . Lauren
Prodistt Marksting and Managsment Conper C. Jases
Praivhc Rpisliong Costa E Matthew
Cuakty Lssurancs Fabang H. Fyan

Frasman A Kaly
Garca Rl James
Jessup 3. Richand
Kapisn 5. Lindsay
Hely R Dansk

Lk D Lonise
MoGregor D. Jena
Rilar W Lnmes
Palmeri . Chrisdopher
Aokerts M. laya

[Ty

2. Type in the name you wish to label the group; select the employees igfutavbe included
within the group by clicking thadd button; and select a group manager (optional) for the

selected group.
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Employee Group x

i H’ Save & New
)( Cancel
Save & Close

Actions

Group Mame

Accounting/Finance

Mot in group

Anderzon A Brian
Anderzon A. Lloyd
Anderson L. Thomas
Brown H. Alan
Canon C Cedrik

%3

Add

[£:4

In group

Azton C. Tara Remove

Cooper C. James
Freeman A Kelby
MeGregor D. Jena

Group Manager
Aston C. Tara [:]

3. ClicktheSave & New Ol A 2y (G2 ONBIFIGS FTRRAGAZ2YIf SYLX2eSS
employee groups click on tHgave& CloseAction.

Element Items and Element Item Groups

Task elements create the primary structure of tasks within Office Timeshesislement levelsnay be
defined within Office Timeslets. By default, 4 element levedse predefined within Office Timgheets:
Client, Project, Phase, and Sub Task.

Once youtask element levels are defined, element items are created at each element level, which will
then allow you to define tasks.

Add Element Items

1. Click on thé’rocess Managemertb, then click on th&ement Itemsicon in theEditribbon
group; select the element level in which you wish to add items from the drop menu.

‘l H:Hbisuftwa re
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Wiew Sheets Impaort/ Expart Repors FProcess Mana

& Employee ) TaskRules
I% Eb-aﬁtlaml % Approval Process Steps %
| " Client ¥ EH Reporting Periods Define £l
Project Frocess
I Phaze
i Task F=

2. From theManage{Element Level Nanmjeform, click on theéAdd button in the £lement Level
Nameé form group.

W Liier M. Jammg
Mﬂm Ieripadt | Expart Reports [ Process Management E Systern Configuration Adtount Adrinistration

; T Task Fules 71 Elemesit Fiskda £ Custemize Entry Statusss
Reportng Perods Dofino Eloments  .w) ¢ rstomize Tosk Siatuses g Rats Tables

M J Process J Customize

—— GClignt Groups Chient 1

Proapectiye Chanbs ElackRock Hlﬂummht
Work Exchange Bleprint Energy Systems, Inc.
[ Delete ] | {mngntview pwctr Company

3. Type ina name, abbreviationand status for the selecteglement items.

@ﬁoﬂwam
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Client

# [«

| l!.l Save & Mew a{-ﬂ s

}( Cancel e = =

Save & Close Elerment Groups Dependencies Element Fieldz
Actionzs Show
Element

Mame Addizon Labz, Inc.

Abbreviation Addizon Labs

Status

Click theSave & NewAction to create additional element items at the selected element level.
hyOS @2dz2Q@0S FTAYA&AKSR FRRAy3 StSySydsae&Sya 4

JoseAction.
5. Repeat the above steps to add element items at other element levels.
Add Element Item Groups

Just like employee groups, each task element level allows for the creation of task element groups. The
process for creating task element groupgdisritical to creating employee groups as previously

described.

‘l H:Hbisuftwa re
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w Uier M. Jamwg
'ql'lwﬂhllh Irmpost | Export Reports | Process Management :_ Systern Configuration Account Administration
; T Task Fues Il 71 Elemesit Fiskda £ Custemize Entry Statusss
& Expense 3 meporting Pernds Dofine Elemests sy ¢ stomize Task Siatuses  gr= Fints Tabiss
Edit Process Customize
Chent Groups —| —— CHent
AR Add Addncn Labe, e Add
Faying Chenis Algiom Techroipgy, ncorporabed b
Pro-Bano Opan : futolink Engneering, Plc. | Open |
Prospacts b Chnte BlackRock Manufassurag Patusrs. e
Work Exchange Beprint Energy Systems. inc.
Bright View Eieciric Company
Crticel Mass Technokges, e,
Customéapp Incorporated
DCE Enterprinss
Fiexiiy Tachagioges, e,
GeoCon intemational, Fic
Highgar Bio-Tach, e,
Raght Mews Corpesation
nf=lifower, ncorporated
Lesivave, e,
Wergraz, incorporabed
Microsotve Comporation
WA
Client Group x
= H Save & New
x Cancel
Save & Close
Actions
——— @roup Mame
Paying Clients
—— Motin group
Addizon Labs, Inc. ~
Alstom Techneology, Incorporated =]
AutoLink Engineering, Plc.
BlackRock Manufacturing Partners, Inc.
Blueprint Energy Systems, Inc. -
Bright View Electric Company ol Add
—— In group
Memorez, Incorporated Remove
Microsobve Corporation

151Pagecopyright® 20032007
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Expense Items and Expense Item Groups

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

To create an expense item

1. Click on théProcess Managemertab; then click on theExpensédcon in theEditribbon group

Import { Export Reports Process Management System C
= TaskRules "= Element Fie
ﬁ @ Approval Process Steps @}V f-_i Tazk Rate

Define Elements

1T #H Reporting Periods 2.4 Customize

Procezs

2. From the Manage Expense form, click on the Add button in the Expense form group.

(""ﬂ Sign Cut - Ml U, Jammes
View Sheels Import 7 Export  Reports Process Managament Systam Configuraion Account Administration

& Erployes sy T TaskRules G -5 Element Fiskes £ Cuptomize Entry Statusss

Wt Elemant Bass... HEE] 5] Approval Process Steps w &, Task Rate Fiexds .9, customize Approvel Statuses

4 Expenss . S| Reporting Pericds e e t.¢] Customire Task Statusss  g+7 Rats Tables

Edi Process Cuesboamize
Manage Expense
Expense Groups
Computier Equgment
Courer
Exlnbinmen
FedEx Oraeermight
Dalote FadEx Standard Dalote

nternet
Lodging
Uealy
Odffice Supples
PO
Fostage
Priniting
Rental Cor
Shipping (Mon-Standard
UFS Grond

UPS Crveernight

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

oftware
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el LRSLUIMIZE 1SR Sl UREtss HH RHE 1S

Mustnrmizo

Expense x

Add |E H Save & New : j

i 1 ¥ cancel

OPEH O Save & Close Definition Groups Element Fieldz

Ei
Fi Action Show

Delete Fi

g Expense
Li Mame Airfare
M Description Aijrfare Ticket Purchaze
,E.]| Status Active |%
P
Pi .
=) Price 0.00
S Cuantity 0.00
H Markup / Markdown |0.00
Tax 0.00

4. ClicktteSave & New Ol A2y (G2 ONBIFIGS I RRAGAZYLFE SELSyas
adding expense items click on tBave & Closéction.

Expense Groups

Expense items may be organized into groups like just employees and element items. For example, you
YAIKG ONBFGS 'y 9ELSy&aS DNRdAzI yI Y&®Rel& ¢ NF St 3 9y
entertainment expensesr you might create an Expense Item Group adrhillable expenses to group

a set of expenses that are commonly billed back to a customer; etc.

Populating Employee Timesheets with Tasks

Tasks are the basic foundation of tiraed expensentries within Office Timesheets. A tashis

combination of eément items that describe work that is performed by an employee. As mentioned
previously, Office Timesheets enables you to configure up to 10 Task Tracking Levels (called Element
Levels). Office Timesheets is initially setup with 4 element levels: Gefect, Phase and Silask. At

each of these element levels, element items are defined (client names, project names, phases,-and sub
tasks). For example, using this sample task element hierarchy, a task might look like:

Client ABC | Project 123 | Phas¢ Communication

@\Suﬁwarﬂ
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{2 £830a oNBI]l (KA R26YX

¢ Client ABG: the client for which the employee is performing work.

e Project123 (G KS LINRP2SO0 Ay 6KAOK GKS SYLX28SS Aa 62N
Ot ASYyil Ay 6KAOK &2dz ¢ djpd122wbuldreprederit fAeFsPadik yrojeclitNE 2 S O (
which work is being performed).

e Phase F represents the specific phase of Project 123 for which work is being performed.

¢ Communication= represensthe specific sultask or activity that the employee idorming for
the client, project and phase.

To add tasks to employee timesheets

1. Click on theView Sheetgab; then click on th&imesheeticon in theView ribbon group.

{-"ni‘ Sign Out ~ Ll U gy
Wiaw Sheets Irgel | Expedel Reports Piooeds Management Byshem Coafiguralion Adtowtt Adminisbialion
- L] Duy Sl Aot Tea Boty Lo agg bxperme Entry || a8 A0 Taan EH uaa vpane s
* & ] Time Cined Tp Timer Os o) Open bpenpeLi || 2 GenerweTwska 3 Copy Tasks 1 -
| " = ——
N - I crtera Ty Timer 0N o (£ Taesi | Delete Tasks And Entries Emperyen arape
W Tieres Eriry Enptrses Tk A panev
Timashee! Vigw
Miller M. James o Tl [ T Wed Tu
18 Jen 59 Jun 0 Jan 21 Jen
Ciler Progect Prasn Taak Conit Camtnr

2. Next, click on theddd Taskscon in theTaskribbon group.

6@}' Sign Out = Wiler W

View Sheets Impadrt / Export Repors Process Management System Configuration Account

= 1] Day (il Add Time Entry || Loml pga Expe < Add Tasks 0 Mass

Az ; 3 Time Clock *p Timer On ~1] Open Expense List =2 Generate Tasks 33 Copy

Lbslal | i I Criteria (g Thmer Off =7 Edit Task 2] Deteds
View Time Entry Expenses Task

3. From theTaskdialogmake the element selections needed to create your task; and fill in other
optional task details such as Task Start and Due dates, Task Rates and Hours, and Task Status
Selections.

‘!‘ib)ﬁu&wam
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: Task Start and Due dales
-
T —

—— Task rates and hours
Task rate [

Budgat
Cost

Est 1o Complete

—— Satuses
[CJcomplete [ClBillable
] on Held
[ Cancelled

Selecting Element Names

Select element n
o Hsed) o X
K cance DK Cancel

Actions

|4

+ & Close
Actionz

—— Group

ask Elements
| {an v

oyee
it
ot

~——— Mames

{No =election}
Addizon Labs
Alstom Tech
AutoLink
BlackRock
Blueprint Energy
Bright View
Critical Mazs
CustomAPP

DCE

Flexible Tech
GeoCon

Highper Bio
Inzight News
InteliPower |

Show as | Abbreviations | %

]

[ I == 1 [ 1 [=m | [ 1 =1

Center

@ﬁoﬂwam
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All Element Nameselected that are needed freate the desired task

{

Task
{
| il H SAVE 85 New L=y Efﬁ
I x Cancel ﬂ
B Save & Cloze Task Notes
| Actions Show
| Task Elements Task Stan
| Employee ||'.'|iller M. James |E] Start Date |:
Client | Addison Labs, Inc. -] Due Date |:
Project |An:n:nu ntStar | E]
Task rate:
Phaze |De'.relupment |E]
Taskrate
Task |Featu re Coding |E]
Cost Center |{Nu selection} |E] Budget
Cost
Selecting optional Task Start and Due dates
Show
Task Start and Due dates
| Miler 1. James Start Date E
| Addison Labs, Inc. Due Date | oa/31/2007 |5
|Au:-:|:|unt5tar 4 August, 2007 3
Development = BEsEER . . uwe ™h Frosa
Task rate 29030 31 1 2 3 4 @e
|Featureﬂud|ng |E] Sudaet s 5 7 8 9 10 11
|{No selection (] . 12 13 14 15 16 17 18
Cost 19 20 21 22 23 24 25
Est to Com 26 27 28 29 30 31 1
2 3 4 5 & 7 8

Statuse Friday, August

Today: June 21, 2007

[ lcomple
[]on Hold

oftware
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Entering optional Task Rate, Budget Rate/Hours, Cost Rate/Hours, etc.

1= Taskrates and hours
L Task rate 45.00
; Budget 45.00 100.00
Cost 37.00
Est to Complete .00 0.00
Statuses
[ 1comolete [ 1Billable

Selecting Optional Task Status

| ) S—

Cost 37.00 100.00

Est to Complete 0.00 n.00
Statuses

[lcomplete Billable

[10n Hold Bilable

[ cancelled

4. ClicktheSave & New Ol A2y (2 ONBIGS RRAGAZ2YI f

on theSave & Clos@Action.

Tasks will appear oemployee@ (1 A Y S

Q)¢

al

KSSda la AffdzaGNI GSR

(;ﬂ) Sign Ol ~ Wiy M Javes
- View Shists npod / Expan Repam Process Mandosming Sretem Confguiabin FLimunl At lilion
— 1 ey TRl A TISERY || L) psd Epense Estry | A Tasis 5 Mass Update 5
. e 22 ﬂj A T Clock | (3 Timer On 2] OptnEapesneins | 0 GeowrteTaats 50 Copy Taata ) LT
e I Criera Sy Temer 017 o Edt Task 2| Delete Tasis Ardd Entries e ——
v Time Eriry Eupensss Teai Apprrenl
T argel View
Willar M Jamas w | cansaoer - Nan Tee Wed T
18 Jun 13 Jani 0 2 Jani
Cliern Progect imaae Task Coat Center
Mewly added =4z Lats. nc Asscrantiiar Cvelopmet Feature Costing
Task

oftware
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Adding similar tasks to the same timesheet

There are several tools within OfficeriEisheets that make entering tasks on timesheets faster and

easier. One such function is the Save as New Action found within the task dialog. The Save as New
Actionallowsyou to open an existing task, make a few minor changes to the task, and then aawe it

new task, without removing the original task. Why would you want to utilize such a function? Often,
@2dzQf f FAYR (GKIFI{G &2dz ySSR G2 ONBFIGS | ySg GlFay 2y
from an existing task. For example, you may havéS F2ft ft 2g6Ay 3 Gl al 2y |y SYLX

Client ABC | Project 123 | Phase | | Communication

However, the employee may need to have an identical task on his/her timesheet, but with a different
subtask/activity likeResearchThe Save as New Actiatlows you to simply open the original task and
ONBIFGS GGKAa yS¢ (lFal 2y (KS SyLX2eSSQa (G(AY¥YSakKSSi
Task, and clickinBave as New

To add new tasks using the Save as Aetion:

1. Doubleclick on the task ywowish to use as a template for creating a similar task.

Frmy ) SN0 - BT
1 g
#w Sheets mnpod / Expan Feparm Process Mandosmin] Sratem Conguiabin AStount ASMISESINation
- = 1] Day Lrl AR T Ery | L= g Experag Eary | A0 Tasks G Mass Update &
| = | 1 Tirs Ciock 3§ TrerOn B e —— 20 Gerarate Tasta 334 Copy Taaka \) i
" Expen B Empic u
ahie | Boenss ¥ Criers iy Timer D17 o&F Edt Task 2| Dot Tasis And Entries 2 o
Double-click W Timse Endry Expensss Tesk Apprrval
on task Tirrsantet Vtw
Willar W Jamas v || e | SEECHOT _-'}-' | en Tes e Tri
18 Jun b3 Jan 0 2 Jani
e Pregeet Fhase Task Cont Canter
dddmon Labs_ Ing ACmuntglar Davigpmact Feature Coting ||_|_ 1

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

‘l H:Hbisuftwa re
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Example 1.1: Changing the task item from Feature Coding to Feature Testing

Task Startand [

Task
gJ H Save as new 2 @
C I
Save & Close x ones Tazk MNotes
Actionz Show
—— Task Elements
Employee |!.'|i|h3r M. James |E]
Client | Addison Labs, Inc. -]
Froject |A|:u:uu ntStar | Q
Fhase | Development | Q

Task Feature Coding B

Cost Center {No =election} E]

Start Date @
Cue Date @

~——— Task rates and

Taskrate

Budget
Cost

Est to Complete

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

=
X

wctions

1ents

Select element

| |
Save J x
Cance| OK Cancel

Actionz

—— Group

| {an v

——— Mames

Communication |
Compo=se HTHML

Caontent Editing

Content Writing

Data Entry

Database Design

Debug

Design Images and Layout

Design Presentation

Distribute

E=stimate/Schedule

Feature Coding

Finalize Degigns

Gather Contact Lists |

[em I [ I [ | [ I [ 1 [ =1

@Koﬂwﬁm
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Example 1.3: Changing the task item from Feature Coding to Feature Testing

Task
s e s [
m x Cancel
Save & Close Task Notes
Actions Show
—— Task Elements Task Start an
Employee |h'|iller M. James |E] Start Date | 080
Client | Addison Labs, Inc. (-] Due Date | 0813
FProject |A|:|:nu ntStar | E
—— Task rates ar
FPhase |DE"JE|DDITIEI‘It |E —
Task Feature Testing E
Cost Center |{No selection} (-] 2LLLE
Cost
Est to Complete

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

Task
# | H Save az new @
Save & Cloze x canes Task Motes
Actions Show
——— Task Elements
Employee |!.'Iiller M. James |E] ‘ ‘ Stz

The new task is created, while the original task is maintained 6nS SYLJX 2@ SSQa

'6-5@"' Uil UL Jaeres
ViewSheets | Wmpod/Export  Repeds  ProcessM " Agueali

Srsem C AZount ATmEe B

(i D e cisee | (5 Tewroe o) OpnBpessnt | A8 GinerstaTeaks  3j Copr Tasts \Z
Tresheet | Boecsts F Coes | (G Teecon e ¢ Dot Tagks g Eraven | ETEEN
Additional Task Vew Time Eriry Experses Tank i
is added to the
timesheet
Miller 1 Jamas
Client Project Phase Task
Addann Labe, Ind. ALopuriShe Dereiopmend Fapbuns Tading
Agsmon Labs, s, 2 Fagtyre Teating |

@\Soﬂware
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#1 DU Al AltaBksdrenbird ®61 AOEAAO O TTA T 0 11 OA 1
timesheets

Copy Taskss another function within Office Timesheets that makes entering tasks on timesheets faster

and easier. The Copy Tasksfunctioh f 2 & &2dz G2 O2LR Glala 2y 2yS Syl
Y2NB 20KSN) SYLX 28SSaQ GAYSakKSSikad 2Ke ¢g2dAZ R &2dz
that many employees frequently work on the same tasks. Tty Taskunction allows you to

populate Employee Timesheets with common tasks.

To copy tasks:

1. Click on theView Sheetgab; then click on th&imesheeticon in theView ribbon group.

2. Next, click on th&€opy Taskgon in theTaskribbon group.

3. From theCopy Tasklialog, select thelement properties you wish to copy over to other
employee timesheets in thEromelement selection column; select what all you would like to
02 Lk X

‘l E:Hbisuftwa re
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