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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
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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.
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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.
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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.)
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