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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 running with 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 the Office Timesheets Online Help guide for 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 payroll, estimating 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 a web-based application which ensures a quick, 

install-ƻƴŎŜΣ ǳǎŜ ŜǾŜǊȅǿƘŜǊŜΣ ŘŜǇƭƻȅƳŜƴǘΦ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎ ƛǎ ŘŜǾŜƭƻǇŜŘ ǳǎƛƴƎ aƛŎǊƻǎƻŦǘΩǎ ƭŀǘŜǎǘ ŀƴŘ 

most sophisticated web development platform architecture (ASP.NET AJAX) along with an ultra-intuitive 

Office 2007-style fluent 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 

ƴŜŜŘǎ ŀƴŘ ǊŜǉǳƛǊŜƳŜƴǘǎΦ IŜǊŜ ƛǎ ŀ ōǊƛŜŦ ǎȅƴƻǇǎƛǎ ƻŦ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎΩ ŦŜŀǘǳǊŜǎ ŀƴŘ ŎŀǇŀōƛƭƛǘƛŜǎΧ 

 10 customizable tracking levels 

 30 customizable entry and task-based status flags 

 Completely customizable timesheet approval process 

 Five customizable employee rate tables with a facility of tracking effective dates and overtime 

rates at each level 

 Automated employee and manager timesheet notifications and reminders 

 Two built-in reporting engines for generating time and expense reports in unlimited formats 

 Customizable rules for creating and managing time tracking tasks 

 Create an unlimited number of security policies for assignment 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, Sarbanes-Oxley, FMLA, 

etc. 

Apart from all the features, functions, and benefits of Office Timesheets, perhaps its best attribute is 

that all of these seemingly complex policies and procedures can be accomplished easily and quickly from 

ǿƛǘƘƛƴ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎΩ ǎƛƳǇƭŜ ƛƴǘŜǊŦŀŎŜ ǿƛǘƘƻǳǘ ǘƘŜ ƴŜŜŘ ŦƻǊ ŎǳǎǘƻƳ ǇǊƻƎǊŀƳƳƛƴƎΦ 

http://www.helpconsole.com/Office%20Timesheets%20Help/default.aspx
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Hosted vs. Self-Install ed 
¢ƻ ƎŜǘ ǎǘŀǊǘŜŘ ǿƛǘƘ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŘŜŎƛŘŜ ƻƴ ȅƻǳǊ ƳŜǘƘƻŘ ƻŦ ŘŜǇƭƻȅƳŜƴǘΦ hŦŦƛŎŜ 

Timesheets is offered to customers in two deployment options: hosted (Office Timesheets On Demand) 

or self-installed (Office Timesheets).  

Hosted Version: Office Timesheets On Demand 
²ƛǘƘ ǘƘŜ ƘƻǎǘŜŘ ǾŜǊǎƛƻƴ ƻŦ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ƘŀǾŜ ǘƻ ƛƴǎǘŀƭƭ ŀƴȅǘƘƛƴƎΧƛǘΩǎ ƛƴǎǘŀƭƭŜŘ ŀƴŘ 

hosted on our own servers for you. You simply create an account, which instantly installs Office 

Timesheets and sets up a blank live database and sample database for you. After the 30-day trial 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 self-installed 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. The self-installed version of Office Timesheets 

also allows customers to integrate Office Timesheets with their Windows Active Directory (which the 

hosted version does not offer). After the 30-day trial period, if you decide to continue using Office 

Timesheets self-installed version, you will incur a one-time 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 self-installation please refer to the topic: Office 

Timesheets Self Installation InstructionsΦ hƴŎŜ ȅƻǳΩǾŜ ǎǳŎŎŜǎǎŦǳƭƭȅ ǇŜǊŦƻǊƳŜŘ ǘƘŜ ƛƴǎǘŀƭƭŀǘƛƻƴ ǇƭŜŀǎŜ 

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 Entriesτeverything else simply supports these important time tracking data records. 

Essentially, every time entry within 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 Items, which are defined at each Element 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: 

1. Client 

2. Project 

3. Phase 

4. Activity 
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Thus, each task could be comprised as follows: client + project + phase + sub-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 reports whereby you could sort/total/sub-total/etc. time, costs, 

expenses, etc. by employee, client, project, phase, and/or activity. Therefore, your definition of Element 

Levels becomes the ŦǊŀƳŜǿƻǊƪ ƻǊ ŦƻǳƴŘŀǘƛƻƴ ŦƻǊ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘƛƳŜ ŀƴŘ ŜȄǇŜƴǎŜ ǘǊŀŎƪƛƴƎΦ Lƴ 

summary, task tracking elements are essentially buckets in which time can be later sliced and diced for 

reporting, billing, payroll, etc.  

¢ƻ ŎǊŜŀǘŜ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǿƴ ǳƴƛǉǳŜ ǘŀǎƪ ŜƭŜƳŜƴǘ ǎǘǊǳŎǘǳǊŜΣ Řƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ 

1. Log into Office Timesheets if you have not done so already. 

2. Click on the Process Management tab. 

 

3. From the Process Management section; click on the Define Elements icon found in the 

Customize ribbon group. 

 

4. Activate the number of Element Levels you wish to use by selecting the Activate Element level 

check boxes; then type in the name of each Element Level you wish to create in a hierarchical 

order in the name fields; then after double-checking your typing and element level order, click 

the Save button to save your Element Level definitions. 
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Define Employees and Elements  
bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ŘŜŦƛƴŜŘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ¢ŀǎƪ 9ƭŜƳŜƴǘ ŦǊŀƳŜǿƻǊƪΣ ǘƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ŘŜŦƛƴŜ ȅƻǳǊ 

ŎƻƳǇŀƴȅΩǎ ŜƳǇƭƻȅŜŜǎ ŀƴŘ ŜƭŜƳŜƴǘ ƛǘŜƳǎ ǿƛǘƘƛƴ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎΦ 

Defining Employees and Employee Groups  
An employee is created within Office 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 Groups allow you to manage 

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 the Process Management tab. 

 

3. From the Process Management section; click on the Employee icon found in the Edit ribbon 

group. 
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4. From the Manage Employee form, click on the Add button in the Employee form group. 

 

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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7. Under Lock Dates, select the starting dates for time entry and expense entry. Office Timesheets 

will not allow time and/or expense entries prior to the date selected. 

 

8. Next, click on the Rates Show Panel in the Employee dialog to define rates for the selected 

employee. 
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9. Click the Save & New action to create additional employees. OnŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ 

employees click on the Save & Close Action. 

 

Add Employee Groups 
 

1. From the Manage Employee form, click on the Add button in the Employee Groups form group. 

 

2. Type in the name you wish to label the group; select the employees you wish to be included 

within the group by clicking the Add button; and select a group manager (optional) for the 

selected group. 
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3. Click the Save & New !Ŏǘƛƻƴ ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ŜƳǇƭƻȅŜŜ ƎǊƻǳǇǎΦ hƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ 

employee groups click on the Save & Close Action. 

Element Items and Element Item Groups  
 

Task elements create the primary structure of tasks within Office Timesheets. Ten element levels may be 

defined within Office Timesheets. By default, 4 element levels are pre-defined within Office Timesheets: 

Client, Project, Phase, and Sub Task. 

Once your task 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 the Process Management tab, then click on the Element Items icon in the Edit ribbon 

group; select the element level in which you wish to add items from the drop menu. 
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2. From the Manage {Element Level Name} form, click on the Add button in the {Element Level 

Name} form group. 

 

3. Type in a name, abbreviation, and status for the selected element items.  
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4. Click the Save & New Action to create additional element items at the selected element level. 

hƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ ŜƭŜƳŜƴǘ ƛǘŜƳǎ ŀǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ŜƭŜƳŜƴǘ ƭŜǾŜƭ ŎƭƛŎƪ ƻƴ ǘƘŜ Save & 

Close Action. 

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 groups is identical to creating employee groups as previously 

described. 
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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 expenses. 

To create an expense item  
 

1. Click on the Process Management tab; then click on the Expense icon in the Edit ribbon group. 

 

 

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

 

3. Type in a name and description of your new expense 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). 
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4. Click the Save & New !Ŏǘƛƻƴ ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ŜȄǇŜƴǎŜ ƛǘŜƳǎΦ hƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ 

adding expense items click on the Save & Close Action. 

 

Expense Groups 
Expense items may be organized into groups like just employees and element items. For example, you 

ƳƛƎƘǘ ŎǊŜŀǘŜ ŀƴ 9ȄǇŜƴǎŜ DǊƻǳǇ ƴŀƳŜŘ ά¢ǊŀǾŜƭ ϧ 9ƴǘŜǊǘŀƛƴƳŜƴǘέ ǘƻ ŎŀǘŜƎƻǊƛȊŜ ŀƭƭ travel & 

entertainment expenses; or you might create an Expense Item Group named billable expenses to group 

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

Populating Employee Timesheets with Tasks  

 
Tasks are the basic foundation of time and expense entries within Office Timesheets. A task is a 

combination of element 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: Client, Project, Phase and Sub-Task. 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 | Phase I | Communication 
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{ƻ ƭŜǘΩǎ ōǊŜŀƪ ǘƘƛǎ ŘƻǿƴΧ 

 Client ABC = the client for which the employee is performing work. 

 Project 123 Ґ ǘƘŜ ǇǊƻƧŜŎǘ ƛƴ ǿƘƛŎƘ ǘƘŜ ŜƳǇƭƻȅŜŜ ƛǎ ǿƻǊƪƛƴƎ ƻƴΧόƘŜǊŜΣ ȅƻǳǊ ŎƻƳǇŀƴȅ Ƴŀȅ ƘŀǾŜ ŀ 

ŎƭƛŜƴǘ ƛƴ ǿƘƛŎƘ ȅƻǳ ǿƻǊƪ ƻƴ нл ŘƛŦŦŜǊŜƴǘ ǇǊƻƧŜŎǘǎΧtǊoject 123 would represent the specific project in 

which work is being performed). 

 Phase I = represents the specific phase of Project 123 for which work is being performed.  

 Communication = represents the specific sub-task or activity that the employee is performing for 

the client, project and phase. 

To add tasks to employee timesheets  

 
1. Click on the View Sheets tab; then click on the Timesheet icon in the View ribbon group. 

 

2. Next, click on the Add Tasks icon in the Task ribbon group.  

 

3. From the Task dialog make 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. 
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Selecting Element Names 
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All Element Names selected that are needed to create the desired task 

 

Selecting optional Task Start and Due dates 
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Entering optional Task Rate, Budget Rate/Hours, Cost Rate/Hours, etc. 

 

Selecting Optional Task Status 

 

4. Click the Save & New !Ŏǘƛƻƴ ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ǘŀǎƪǎΦ hƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ ǘŀǎƪǎ ŎƭƛŎƪ 

on the Save & Close Action. 

Tasks will appear on employeeΩǎ ǘƛƳŜǎƘŜŜǘǎ ŀǎ ƛƭƭǳǎǘǊŀǘŜŘ ōŜƭƻǿΧ 
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Adding similar tasks to the same timesheet  
There are several tools within Office Timesheets 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 

Action allows you to open an existing task, make a few minor changes to the task, and then save it as a 

new task, without removing the original task. Why would you want to utilize such a function? Often, 

ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǘŀǎƪ ƻƴ ŀ ǘƛƳŜǎƘŜŜǘ ǿƘŜǊŜ ƻƴƭȅ ƻƴŜ ŜƭŜƳŜƴǘ ƛǘŜƳ ƛǎ ŘƛŦŦŜǊŜƴǘ 

from an existing task. For example, you may have ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘŀǎƪ ƻƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǘƛƳŜǎƘŜŜǘΥ  

Client ABC | Project 123 | Phase I | Communication 

However, the employee may need to have an identical task on his/her timesheet, but with a different 

sub-task/activity like Research. The Save as New Action allows you to simply open the original task and 

ŎǊŜŀǘŜ ǘƘƛǎ ƴŜǿ ǘŀǎƪ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǘƛƳŜǎƘŜŜǘ ǉǳƛŎƪƭȅ ōȅ ǎƛƳǇƭȅ ŎƘŀƴƎƛƴƎ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ŦƻǊ ǘƘŜ {ǳō-

Task, and clicking Save as New. 

To add new tasks using the Save as new Action: 

1. Double-click on the task you wish to use as a template for creating a similar task. 

 

2. Change the properties of the task from within the Task dialog box. 
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Example 1.1: Changing the task item from Feature Coding to Feature Testing 

 

Example 1.2: Changing the task item from Feature Coding to Feature Testing 
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Example 1.3: Changing the task item from Feature Coding to Feature Testing 

 

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

 

The new task is created, while the original task is maintained on ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǘƛƳŜǎƘŜŜǘΧ 
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#ÏÐÙ ÁÎ ÅÍÐÌÏÙÅÅȭÓ tasks or entire ÔÉÍÅÓÈÅÅÔ ÔÏ ÏÎÅ ÏÒ ÍÏÒÅ ÏÔÈÅÒ ÅÍÐÌÏÙÅÅÓȭ 

timesheets  
 

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

and easier. The Copy Tasks function ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎƻǇȅ ǘŀǎƪǎ ƻƴ ƻƴŜ ŜƳǇƭƻȅŜŜΩǎ ǘƛƳŜǎƘŜŜǘ ǘƻ ƻƴŜ ƻǊ 

ƳƻǊŜ ƻǘƘŜǊ ŜƳǇƭƻȅŜŜǎΩ ǘƛƳŜǎƘŜŜǘκǎΦ ²Ƙȅ ǿƻǳƭŘ ȅƻǳ ǿŀƴǘ ǘƻ ǳǘƛƭƛȊŜ ǎǳŎƘ ŀ ŦǳƴŎǘƛƻƴΚ hŦǘŜƴ ȅƻǳΩƭƭ ŦƛƴŘ 

that many employees frequently work on the same tasks. The Copy Task function allows you to 

populate Employee Timesheets with common tasks.  

To copy tasks:  

1. Click on the View Sheets tab; then click on the Timesheet icon in the View ribbon group. 

 

2. Next, click on the Copy Tasks icon in the Task ribbon group.  

 

3. From the Copy Task dialog, select the element properties you wish to copy over to other 

employee timesheets in the From element selection column; select what all you would like to 

ŎƻǇȅΧ 

 


