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What is the Office Timesheets Quick Start Guide? 
 

The Office Timesheets 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 you a foundation that you can 

then use to configure your own unique setup within the product. However, there are many features and 

functions of Office Timesheets that are not covered in this guide. Please consult the Office Timesheets 

AdmiƴƛǎǘǊŀǘƛƻƴ ŀƴŘ ¦ǎŜǊΩǎ DǳƛŘŜ for detailed explanations and procedures in implementing features 

found within Office Timesheets. 

We highly recommend going through the Quick Start Guide with the Office Timesheets Sample 

Database. The sample database is provided with each installation of Office Timesheets.  

How to access Office Timesheets after installation  
 

Office Timesheets creates two databases for you upon installation: a sample database and a blank 

database. The sample database is configured with sample user accounts, employees, time entries, etc.; 

and is designed for you to explore the application before configuring your own live database. The Office 

Timesheets Quick Start Guide also uses the sample database to walk you through some of Office 

¢ƛƳŜǎƘŜŜǘǎΩ Ǉopular features and functions. Thus, 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 blank database. 

Accessing and logging into the Office Timesheets Sample Database 

 

To access your Office Timesheets sample database: 

1. Open your web browser. 

2. Type in the URL for Office Timesheets Sample Database default page by using the following 

conventions http://computername/virtualdirectory (example: http://server1/OTSSample). 

3. Use the following login information to log into the Office Timesheets sample database: 

CƻǊ !ŘƳƛƴƛǎǘǊŀǘƻǊ [ƻƎƛƴ όǊŜŎƻƳƳŜƴŘŜŘ ŦƻǊ ŦƛǊǎǘ ƭƻƎƛƴΧƘŀǎ ŀƭƭ ǎŜŎǳǊƛǘȅ ǊƛƎƘǘǎύ 

Username = admin 

Password = 1 

For Manager Login (has security rights related to managing employee group) 

Username = manager 

Password = 2 

CƻǊ ¦ǎŜǊ [ƻƎƛƴ όōŀǎƛŎ ǳǎŜǊ ƭƻƎƛƴ ǇǊƻŦƛƭŜΧƻƴƭȅ Ƙŀǎ ǊƛƎƘǘǎ ǘƻ ŜƴǘŜǊ ŀƴŘ ǎǳōƳƛǘ ǘƛƳŜ ŀƴŘ ŜȄǇŜƴǎŜ 

sheets) 

http://officetimesheets.fileburst.com/documents/UsersGuide-OTS.pdf
http://officetimesheets.fileburst.com/documents/UsersGuide-OTS.pdf
http://computername/virtualdirectory
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Username = user 

Password = 3 

Accessing and logging into your Office Timesheets Blank Database  

 

To access your Office Timesheets sample database: 

1. Open your web browser. 

2. Type in the URL for Office Timesheets Sample Database default page by using the following 

conventions http://computername/virtualdirectory (example: http://server1/OTS). 

3. Use the following login information to log into the Office Timesheets sample database: 

Username = admin 

Password = 1 

NOTE: If you are using Office Timesheets On Demand (hosted version), the username and 

password will be different than what is shown above when accessing your blank database. The 

Username and Password were specified by you at the time you created the account. This 

information is also emailed to you. 

 

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 five (5) Element Levels: 

http://computername/virtualdirectory
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1. Client (Customer) 

2. Project (Job) 

3. Activity (Service Item) 

4. Sub-Activity(Class) 

5. Pay Code (Payroll Item) 

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/  time, costs, and 

expenses by employee, client, project, activity, sub-activity and/or pay code. Therefore, your definition 

of Element Levels becomes the ŦǊŀƳŜǿƻǊƪ ƻǊ ŦƻǳƴŘŀǘƛƻƴ ŦƻǊ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘƛƳŜ ŀƴŘ ŜȄǇŜƴǎŜ 

tracking database. In summary, elements are essentially buckets in which time tracked against and can 

be later sliced and diced for reporting, billing, payroll, etc.  

Tƻ 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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Add Employees and Elements Items  
 

bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ŘŜŦƛƴŜŘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ¢ŀǎƪ 9ƭŜƳŜƴǘ ŦǊŀƳŜǿƻǊƪΣ ǘƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ŘŜŦƛƴŜ ȅƻǳǊ 

companyΩǎ ŜƳǇƭƻȅŜŜǎ ŀƴŘ ŜƭŜƳŜƴǘ lists within Office Timesheets. 

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

group. 

 

4. From the Manage Employee page, 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.)  

 

7. Under Lock Dates, select the starting dates for time entry and expense entry using the Time 

Entry and Expense Entry date fields. Office Timesheets will not allow time and/or expense 

entries prior to the date selected. Also, if you will be using Office Timesheets approval process 

ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǘŜƭƭ hŦŦƛŎŜ ¢ƛƳŜǎƘŜŜǘǎ ǿƘŜƴ ǘƘŜ ŀǇǇǊƻǾŀƭ ǇǊƻŎŜǎǎ ǿƛƭƭ ǎǘŀǊǘ ŦƻǊ ǘƘƛǎ ǇŀǊǘƛŎǳƭŀǊ 

employee using the Approval Start Date date control field. 
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8. Next, click on the Rates Show Panel in the Employee dialog to define rates for the selected 

employee. 

 

9. Click the Save & New icon ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ŜƳǇƭƻȅŜŜǎΦ hƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ 

employees click on the Save & Close icon. 
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Add Employee Groups 
 

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

grouping. 

 

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

within the group and click the Add button to place them In group; and select a Group Manager 

(required if using approvals for the selected group of employees) for the selected group. 
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3. Click the Save & New icon ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ŜƳǇƭƻȅŜŜ ƎǊƻǳǇǎΦ hƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ 

employee groups click on the Save & Close icon. 

Element Items and Element Item Groups  
 

Task elements (often referred to as time tracking buckets) are the building blocks of tasks within Office 

Timesheets. As was mentioned previously, ten element levels may be defined within Office Timesheets. 

By default, 5 element levels are pre-defined within Office Timesheets: Client, Project, Activity, and Sub-

Activity and Pay Code. 

Once your task element levels are defined, element items are created at each element level, which will 

then allow you to define tasks. 

Adding 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 dropdown menu. 
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2. From the Manage {Element Level Name} page, click on the Add button in the {Element Level 

Name} page grouping. In the example below wŜΩǾŜ ŎƭƛŎƪ ƻƴ ǘƘŜ Client element level which 

opens the Manage Client page. 

 

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

hƴŎŜ ȅƻǳΩǾŜ finished adding element items at the selected element level click on the Save & 

Close icon. 

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 
 

NOTE: If you do not wish to track activity-related expenses in Office Timesheets then you skip this 

section. 

Office Timesheets also allows users to track expenses. 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 grouping. 

 

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 entry). 
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4. Click the Save & New icon ǘƻ ŎǊŜŀǘŜ ŀŘŘƛǘƛƻƴŀƭ ŜȄǇŜƴǎŜ ƛǘŜƳǎΦ hƴŎŜ ȅƻǳΩǾŜ Ŧƛƴished adding 

expense items click on the Save & Close icon. 

 

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

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

entertainment related 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 5 element levels: Client, Project, Phase and Sub-Task. At 

each of these element levels, element items are defined (client names, project names, activities, sub-

activities and pay codes). For example, using this sample task element hierarchy, a task might look like:  

Client ABC | Project 123 | Activity 1| Sub-Activity  1.a | Regular Time 
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{ƻ ƭŜǘΩǎ ōǊŜŀƪ ǘƘƛǎ ŘƻǿƴΧ 

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

¶ Project 123 = the projŜŎǘ ƛƴ ǿƘƛŎƘ ǘƘŜ ŜƳǇƭƻȅŜŜ ƛǎ ǿƻǊƪƛƴƎ ƻƴΧόƘŜǊŜΣ ȅƻǳǊ ŎƻƳǇŀƴȅ Ƴŀȅ ƘŀǾŜ ŀ 

ŎƭƛŜƴǘ ƛƴ ǿƘƛŎƘ ȅƻǳ ǿƻǊƪ ƻƴ нл ŘƛŦŦŜǊŜƴǘ ǇǊƻƧŜŎǘǎΧtǊƻƧŜŎǘ мно ǿƻǳƭŘ ǊŜǇǊŜǎŜƴǘ ǘƘŜ ǎǇŜŎƛŦƛŎ ǇǊƻƧŜŎǘ ƛƴ 

which work is being performed). 

¶ Activity 1 = the activity that the employee is performing for the client and project.  

¶ Sub-Activity 1.a = the sub-activity activity that the employee is performing for the client and project. 

¶ Regular Time = the pay tracking code for the work performed by the employee. 

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.  

 
























































































