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What is the Office Timesheets Quick Start Guide?

The Office Timesheeuick 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 gireing foundationthat you can

then use to configure your own unig setup within the prodot. However, there are marfgatures and
functions of Office Timesheets that are not covered in this guide. Please consOiffibe Timesheets
Admiy A & G NI (A 2y oy detailedieSphdationsxddipiec@dures in implementing features
found within Office Timesheets.

We highly recommend going through the Quitiart Guide with the Offe Timesheets Sample
Database. Theample database is prod 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 sampleacsounts, 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

¢ A Y S & Kopuaii faafured 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
conventionshttp://computername/virtualdirectory(example: http://serverl/OTSSample).

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

C2NJ ! RYAYAAGNIG2NI [ 23AYy ONBO2YYSYRSR T2NJ TANEGG

Username admin
Password = 1

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

Username = manager
Password = 2

C2NJ ! aSNI[23AYy 060l &aA0 dzaSNJ f23Ay LINRPFAf SX2yf e
sheets)
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http://officetimesheets.fileburst.com/documents/UsersGuide-OTS.pdf
http://officetimesheets.fileburst.com/documents/UsersGuide-OTS.pdf
http://computername/virtualdirectory

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
conventionshttp://computername/virtualdirectory(example: http://serverl/OTS).

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

Username = admin
Password = 1

NOTE: If you are using Officen€sheets 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 emédd to you.

i

Office - @

Timesheets

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.

Essentidy, 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 ltentgchare 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, €ffirimesheets is setup with five Egment Levels:
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http://computername/virtualdirectory

Client(Cusbmer)
Project(Job)

Activity (Service Item)
SubActivity(Class)

Pay Code (Payroll Item)

a s wbdhpeE

Thus, each taskould be comprised as followslient + project + phasestubtask or activity. This would

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

setup would allow you to easily create repowhereby you couldort/total/sub-total/ time, costsand

expenses bgmployee, client, project, activifgub-activityand/or pay code Therefore, your definition

of Elenent Leveldbecomes theF NI YS 62 NJ] 2NJ F2dzy RF A2y FT2NJ &@2dzNJ 2 NAI
trackingdatabase In summary, elements are essentially buckets in which tiaeked against andan

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

T2 ONBIGS @2dzNJ 2NBI YyAT F A2y Qa 26y dzyAljdzS GF &l St Sy

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

2. Click on theProcess Managemeriab.
@) Sign Out =
View Sheets Impaort / Export Reports FProcess Management System C

3. From the Process Management section; click onDkéine Elementscon foundin the
Customizeribbon group
in Out <

iew Sheets Import / Export Reports Process Management Sy

oyeE _‘: Taszk Rules j
ent ltems._. Lo L‘a Approval Proces I;.-I_.nl-{";; _,_,v |
o - . r .
s Holidays j Reporting Periods Define Elements = =€
sheet Templates [ |
Edit Process

4. Activate the number of Element Levels you wish to use by selectingdfieate Elementevel
check boxes; then type in the name of each Element Level you wish to create in a hierarchical
order in the name fielg then afier doublechecking your typing and element level order, click
the Savebutton to save your Element Lewdgfinitions
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View Sheets Import / Export Reports Process Management Systemn Configuration

;, Employee _"2 Task Rules j Custom Fields .‘_% Customize Approval Status |
.':{-;-i' Element ltems... @ Approval Process lﬂ;ﬂu’ l_k Task Rate Fields 5+ Rate Tables
»3 Expense Holidays __j Reporting Periods Deﬂne-Elements l.Jd Customize Task Status Fields
M Timeshest Templates 8- Customize Entry Status Fields
Edit Process Customize
Define Elements
Activate Element Name

Employee Employee
Level 1 Client (Customer)
Level 2 Project {Job)
Level 3 Actity (Service Item)
Level 4 Sub-Activity (Class)
Level 5 Pay Code (Payroll itam)
[ Level
[ Level 7
[ Level8
[ Level9
[ Level 10

Expense Expense

Save

Add Employees and Elements Items

b2g GKIFG 282d2Q0S RSTAYSR 22dNJ O2YLI yeaQa ¢l aj 9f
companR & S Y LJ 2 & S SstswithirROffigef TEn¥sGegtd.

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 @sBeciated 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 doo@keady.
2. Click on théProcess Managemeritb.

(,,ﬂ‘ Sign Out =

View Sheets Impaort / Export Reports Process Management System C

K Office TimesheetQuick Start GuideC opyright® 20032011. Lookout Software, LLC
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3. From the Process Management section; click onBEh®loyeeicon found in the Edit ribbon
group.

Import / Export Feporns Process Management Systemn C

5} TaskRules “=| Element Fie

Frrh -
E Approval Process Steps @“ ._a Task Rate |

Holidays ﬁ Reporiing Periods Define Elements

Process

=_ﬂ Customize

4. From theManage Employe@age click on theAdd button in the Employeeform group.

\ y View Sheets Import / Export Reports Process Management System Configuration

';"‘ Employee ‘j Task Rules :l Custom Fields =.$ Customize Approval Status
e sy = 5 i e
'3-%__\__3 Element ltems.._ Approval Process {j‘fpf' ;i Task Rate Fields i+ Rate Tables
- - : ) T 3 5 )
58 Expense Holidays j Reporting Periods Define Elements =.2] Customize Task Status Fields
M Timesheet Templates =;ﬂ Customize Enfry Status Fields
Edit Process Customize
Manage Employee
—— Employee Groups —F Employee I
LA} admin -
Administrators aid Amy Rogers i add
Business Development Andrea Paulino
Engineering Andrew Paul
Finance Anna Perez
IT Antheny Coale
Professional Services Delete April Parnell Delete
QA Brett Gramer
R&D Cindy Thompscn
Cliff Hanson
Courtney Wright

David Humber
Debra Weakley
James Galway
James Cuinn
Janet Barnes
Jason Vasquez
Jennifer O'Flaherty
Jeremy Hanson
John Thomas
Kelly Tumner
Kenneth Black
Kevin Jackson
manager

Mark Wedge

hatt Saito

Michael Blevins
Miranda Lilly

Mikki Pelfrey

Ryan Hyde -

Filter View | active Only [=]

m

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

E Office TimesheetQuick Start GuideC opyright® 20032011. Lookout Software, LLC



Employee x

HSave & New ‘

x Cancel E _l% 'j/;.' j h’{d @}.

Save & Close Definition Rates Groups Dependencies Custom Figlds E|e¢trosni¢ Signature CluickBooks
Actions Show
First Name [Amy]
ML
Last Mame Rogers
Display Mame Amy Rogers
E-Mail arogers@officetimesheets com
Windows Login
Status Active [=]
Reporting Period Weekly [~]
Holiday Group 1 - US Federal Holidays [~]
Manager Jeremy Hanson [=]
Lock Dates
Time Entry 120302010 -]
Expense Entry 030121 o
Do net allow Time and/or Expense Entries prior to these dates.
Approval Start Date 12302010 (7]

Do not show Time andior Expense Sheets prior to this date.

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 Name Amy
ML
Last Name Rogers
Display Mame Amy Rogers
E-Mail arogers@officetimesheeis.com
Windows Login
Status Active El
Repaorting Period Weekly (=]
- {Mo selection}
Holiday Group Bi.Weekly
Manager Monthly
Semi-Monthly
Lock Dates

7. UnderLock Datesselect the starting dates for time entry and expense eunsing theTime
Entryand Expense Entrgate fields Office Timesheets will not allow time and/or expense
entries prior to the date selected\lso, if you will be using Office T@sheets approval process
g2dzQff ySSR (2 Sttt hFTFFAOS ¢AYSaKSSia ¢KSy (KS
employee using thépproval Start Datedate control field.
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~—— Lock Dates

Time Entry
Expense Entry

Approval Start Date

Do nct allow Time and/or Expense Entries prior to these dates.

Dao not show Time andfor Expense Sheets prior to this date.

12/30/2010 @
03012011 |

h2raoro1n |5

Su Mo Tu
28 25 30

5 6 7
12 13 14
19 20
26 27

2 3 4

Today: Jul

1 December, 2010 3
We Th Fr 5a

1 2 3 4
8 9% 10 11
15 16 17 18
22 23 24
29 30 31 1
5 & 7 8

Thursday, December 30, 2010

ly 14, 2011

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

employee
Employee

= save & New — =
X conce E-RI = =

Save & Close Definiticn Rates Groups Dependencies

Actions
~——— Rates
Pay rates I Overhead " Billing ". D {
Effective date Standard rate Overtime rate
- |55.00 | |o.on |
35| [0.00 | [0.00 |
iis: [o.00 | [o.o0 |
| [0.00 | [0.00 |
35| [0.00 | [0.00 |
iis: [o.00 | [o.00 |
e [0.00 | [0.00 |
iis: [0.00 | [0.00 |
2357 [o.00 | [o.00 |
e [0.00 | [0.00 |
9. Click theSave & Newconli 2 ONBI S F RRAGAZ2Y I §

employees click on thBave & Clos&on.

SyLt 285Sao hyo
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Add Employee Groups

1. From theManage Employedorm, click on theAdd button in theEmployee Groupgage

groupng.
¥y

& View Sheets Import / Export Reports Process Management System Configurs
"“ Employee j Task Rules j Custom Fields
-.:-{;Ji. Element ltems. @j Approval Process lﬂ’fu‘ ﬂ Tazk Rate Field
‘E Expense Holidays :j Reporiing Periods Deﬂne.E.Iements =.21 Customize Task
M Timesheet Templates =.ﬂ Customize Eniny

Edit Process
Manage Employee
—| Empleyee Groups | —— Employee

LAl admin
Adminisirators ol Amy Rogers

Business Develepment Andrea Paulino

Engineering Andrew Paul

Finance Anna Perez

IT Anthony Coale

Professional Services April Pgrnell

QA Brett Cramer

R&D Cindy Thompson
Cliff Hanson

Courtney Wright
David Humber
Debra Weakley
James Galway
James Quinn
Janet Barnes
Jason Vasquez
Jennifer O'Flaherty
Jeremy Hanscn
John Thomas
Kelly Turner
Kenneth Black
Kevin Jackson
manager

Mark Wedge
Matt Saito
Michael Blevins
Miranda Lilly
Mikki Pelfray
Ryan Hyde

Filter View | Active Only

2. Type in the name you wish to label the group; select the employees you wish to baeithclu
within the group and clickhe Add button to place themin group and select a Group dhager
(required if using approvals for the selected grougiployee3 for the selected group.

ﬂl Office TimesheetQuick Start GuideC opyright® 20032011. Lookout Software, LLC
1



Employee Group

H Save & New

H )( Cancel

Save & Cloze
Actions

Group Mame

Profeszional Services

Mot in group

admin

Amy Rogers
Andrea Paulino
Andrew Paul
Anna Perez
Anthony Coale
April Parnell
Brett Cramer
Cliff Hansomn
Courtmey Wright
David Humber

m

Group Manager

manager

3. Click theSave & Newicon(i 2

ONBI 48

Add

Remove

employee groups click on tigave & Clos&on.

Element Items and Element Item Groups

In group

Cindy Thompson
James Cluinn
manager

user

F RRAGAZ2YL €

SyL)X 2eS8S

Task elementgoften referred to as tire tracking buckets) are the building blockgasks within Office
TimesheetsAs was mentioned previousher element levelsnay be defined within Office Timeshis.
By default5 element levelsare predefined within Office Tmesheets: Client, ProjecActivity, and Sub

Activity and Pay Code

I NP dzL.

Once youtask 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 theProcess Managemertab, then click on th&lenent Itemsicon in theEditribbon
group; select the element level in which you wish to add items from theabom menu.

.EI 10fficeTimesheet@uickStartGuidhCopyright® 20032011. Lookout Software, LLC



-

View Sheets

Import { Export Reports

IPI

m Employes
| %4, Element ltems... |

| Client {Customer)

g Tazk Rules
E Approval Process

olidays m Reporting Periods

Project (Job)

= Actvity (Service [tem)
I Sub-Activity (Class)
Pay Code (Payroll ltem)

Process

[Ty

[ a

2. From theManage{Element Level Namjepage click on theAdd button in the £lement Level
Name pagegrougng. In the example below®% Q@S Ot Gliénielerfieyft levekiEch
opens theManage Clienpage.

@ View Sheels Impest / Export Reports Process Management |

T3 TaskFules _
Y spproval Process Steps c?’
ol I Reporting Periods

G Employes
S5 Elemnd tems...
B Epense

Define Elemenis

Lider M. Jaws

Systern Configuration Account Adminisiration
i, Task Rabs Feids
=1¢) Customize Task Siatuses  r= Rate Tables

#72=| Customize Eniry Staluses
i customize approval Statsses

Customize

— Client Groups

Chient |

AR

Faying Chents
Pro-Bano
Prospective Chants
Work Exchange

Add Addmen Labs, inc

Apfolink Enginesring, Pic

Customapp incorporated
DCE Enferprimes

GesCon ntemational Fic.
Highper Bio-Tach, inc.
ngght Merevs Corporaton
ri=lfower, ncorporated
Leaiave, B

Wgmorez, Incorporabed
Hicrosatve Conporation
Hi&

8 mbinm P mimm b

Alsiom Techrology, ncorporabed

BlackRock Manufacsuring Pastrans, nc.
Biyeprint Energy Systems, Inc.

Bright Wisw Elsciric Company

Critizeal Mass Teohnplged, e

Flexicie Techroioges, ng.

3. Type ina name, abbreviationand status for the selecteglement items.
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Client (Customer) x

H’Save & New

H > cancel j = j:] i I@:

Save & Close Element Groups Dependencies Custom Fields QuickBooks
Actions Show
Element
Name DCS Enterprises
Abbreviation DCE
Status Active El

4. Click theSave & Newconto create additional element items at the selected element level.

hy OS dirstied gifing element items at the selected element level click oSt &
Closeicon.

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 gagign of task element groups. The
process for creating task element groups is identical to creating employee groups as previously
described.
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%7 ViewSheets  Import/Export  Reporis

[ Process Management I System Configuration

%2 Element items...

3 Expense

M Timesheet Templates

m Employee i

g Task Rules

“Z| Custom Fields I{i Customize Approval Stat

@ [} Approval Process @' 4] Task Rate Fields .*7 Rate Tables

[F] Reporting Periods || pafine £1 ».7] Customize Task Status Fields

| Customizs Entry Ststus Fislds

Short-Term Projects

Edit Process Customize
—| Project (Job) Groups -| Project (Job)
1Ay Add Accounting System Upgrade -
Internal Projects AccouniStar
Large Projects Capital 'VR

Clearance Email Campaign
Company Indoor Signage

Cordova Project

Cordova Signage

Faleon BPO

FlexTrade System

Gemini CRM

Greenlite Help Desk

Holiday Packages Email Campaign
L& Convention Spongorship
LiveTrader Application

A

Mvision Reporting Application
PMNC Extranst

BHNC Intranst

ResilienceX |D package

Revere Data Mapper

Revise Company website
SharePoint Intranet

SharePaint Intranet Development
Silverleaf CRM

StarPoint Product Brochure
StarPeint Website I
Super-Fx

Tritet API

Tribet Web Services Module

UnderTide Media Campaign -

Project (Job) Group

Save & Close

Actions

H Save & New

x Cancel

Filter View | active Only [=]

Group Name

|Internal Projects

—— Mot in group

SharePoint Infranet
Silverleaf CRM
StarPaoint Website

Super-Fx
TriNet AP

*0B Processor

SharePoint Intranet Development

StarPoint Preduct Brochure

Triket Web Services Medule
UnderTide Media Campaign
Wehbitechure Joint Wenturs

Remove

~—— In group
MiA

Fpert Storefront
*Pert Workforce Management System
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Expense Items and Expense Item Groups

NOTE: If you do not wish to track activitglated expenses in Officeifiesheets then you skip this
section.

Office Timesheets also allows uséo track expense&xpense codes are special element items that are
only available when creating expenses.

To create an expense item

1. Click on thé’rocess Managemerttb; then clickon the Expenseacon in theEditribbon group

L 1 ki 4
Wiew Sheets { Export Reports Process Management System |
5; Employee _"2 Tazk Rules j Custo
[ e ok =5
"7 Element Foa Approval Process G:!‘ﬁu"‘ o Taskl
p e _ . LT =
‘3 Expenge Holidays j Reporiing Periods Pehne Elements l.ﬁ Cusio
M Timesheet Templates l.'LI Cusio
Edit Process
Manage Expense
2. From the Manage Expense form, click on #usgl button in the Expense form groupm.
\ View Sheets Import [ Export Reports Process Management Systern Configuration
; Employee j Task Rules j Custom Fields .‘lg Customize Approval Status
-:i;‘. Element tems__ ﬁ Approval Process G;‘lr :g& Task Rate Fields 1* Rate Tables
% Expansze H.olidays j Reporting Periods Deﬂne-E.I.ements ilz] Customize Task Status Fields
M Timesheet Templates 8, =) Customize Enfry Status Fields
Edit Process Customize
Manage Expense
—— Expense Groups —[ Expense |
[ Add ] Airfare Al

Entertainment

Open ] Equipment Open

Fusl

Internet

Delete Meals Delete

Mileage

Office Supplies
Printing

Rental Car
Shipping: DHL

3. Type in a name and description of your new expense item; then enter a default Price, Quantity,
Markup/Markdown, and Tarate (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

expenseentry).

.ﬂll Office TimesheetQuick Start GuideC opyright® 20032011. Lookout Software, LLC
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el LRSLUIMIZE 1SR Sl UREtss H RHE 1S

Mustnrmizo

Expense x
O = o
Save & New —=
Add [ A = = =
C ¥ cancel =
OPEH | O Save & Close Definition Groups Element Fieldz
Ei
Fi Action Show
@ ::' Expense

n
Li Mame Airfare
r[‘; Description Aijrfare Ticket Purchaze
Pl | | Status Active |%
=
2] .
=) Price 0.00
S Cuantity 0.00
U
u Markup / Markdown |0.00

Tax 0.00

I |

4. Click theSave & Newicon(i 2 ONBI ¢S I RRAGA2Y | f iShedd8dhg S A G SY:
expense items click on tieave & Closé&on.

Expense Groups

Expense items nyabe organized into groupsast like employees and element items. For example, you

YAIKG ONBIGS 'y 9ELISYyaS DNRdAzLI yI Y&Rel& ¢ N St 3 9y
entertainmentrelated expensesor 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 foundatioftime and expensentries within Office Timesheets. A tashis
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 éradatl El
Levels). Office Timesheets isimiy setup with Selement levels: Client, Project, Phase and-Babk. At
each of these element levels, element items are definedrftihames, project names, activities, sub
activities and pay codgsFor exampleysing this sample task element hierarchy, a task might look like:

Cient ABC | Project 123 | Activity 1| Sut\ctivity 1.a | Regular Time

.ﬂl 10fficeTimesheetQuickStartGuidhCopyright® 20032011. Lookout Software, LLC
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91 Client ABG: the client for which the employee is performing work.

 Project123=theprof Ol Ay 6KAOK (KS SYLX 2&8S8S A& 62N)JAy3d 2y
Ot ASYyl Ay 6KAOK @&2dz 62N] 2y Hn RAFTFSNBY(H LINR2SOI
which work is being performed).

1 Activity 1=the activity that the employee is penfming for the client and project

SubActivity 1.a=the subactivity activity that the employee is performing for the client and praject

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

=

To add tasks to employee timesheets

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

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

.ﬂl10fficeTimesheet@uickStartGuidhCopyright® 20032011. Lookout Software, LLC




































































































































