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1. Introduction  
 

Team TimeSheet for Outlook is a reporting solution for a team of any size to work, plan and execute project related activities 

and timesheets in Microsoft Outlook and publish to a central database. It leverages the familiar Outlook calendar and task 

interface to track time and expenses towards projects, clients or any entity your business requires. And let you measure 

attendance, payroll, cost estimation or billing for accounting purposes. 

 
 

The client portion of Team TimeSheet provides an add-in interface in Microsoft Outlook to allow individual team members to 

prepare their timesheets in Outlook appointment or task items, and then publish to a database repository. Published 

timesheet includes most of the important predefined Outlook, Project and other custom fields (as deployed by your 

administrator.  

Summary 

 Requires a simple client install 
 Seamless integration with Outlook 
 Prepare timesheets in Outlook calendar or task 

 Record time and expenses for a project or an activity 

 Revise published timesheet periodically over time 

 Apply project color code to tagged appointment or task item 
 Leverages ǳǎŜǊΩǎ familiarity of Outlook for timesheet reporting ςmaximum 

adoption with little or no training time requirement 
 Select your own projects and activities and set own hourly rate 
 Included are project specific Outlook views that bring sense to your timesheets 

 Offline support allows you to continue on timesheet entry in Outlook, and publish 

to database when connected to the network 

 Integrated OLAP reporting tool with more than 30 pre-defined reports available 

 Supports Office 2010, Ribbon, Backstage View and context menu 

 A streamlined timesheet collection and reporting techniques for all team 
members in Outlook 
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2. Requirements  
 

Team TimeSheet is available right inside your Outlook unlike any other stand alone application and web based project and 

time reporting software. It can be easily deployed through an installer (manually or via a group policy object with MSI) across 

the entire organization. Please make sure that your system meets the following requirements before installing Team 

TimeSheet for Outlook: 

Requirements   

Windows Version Windows 2000, Windows XP, Windows Vista or Windows 7. Both 32 and 64 bit OS are 
supported. 
 

Outlook Version Outlook 2010 (32 bit only), Outlook 2007 or Outlook 2003 (SP2 or above). Team TimeSheet 
operates directly inside the Microsoft Outlook application (using Microsoft's "COM add-in" 
technology). Outlook Express is not supported.  
 

Others Microsoft .NET Framework 2.0 

 

.  
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3. Installation  
 

Team TimeSheet for Outlook is a groupware solution and consists of two partsς managerial and client install.  

The client install is for individual team member and allows preparing their timesheets in Outlook appointment or task items, 

and then publishing to a network database repository. It also connects to this project, to let you choose and retrieve deployed 

projects, activities and other project settings to work on with their Outlook.  

Download link: http://www.assistmyteam.net/TeamTimeSheet/download.asp  

The downloaded zip file (TeamTimeSheet Setups.zip) contains 3 files  

TeamTimeSheetManagerSetup.exe As the name implies, this install is meant for the manager or 
administrator who will configure and maintain the Team 
TimeSheet drop down lists, templates and other settings 
data. 
 

TeamTimeSheetClientSetup.exe This install is meant for individual team member who would 
be reporting timesheets and other project deliverables to the 
central database.  
 

VersionInfo.txt This text file contains the current version of the Team 
TimeSheet Client. This file is used for enabling automatic 
upgrade of the client tool (if enabled by the administrator). 

 

 

Client Installation Guide 

The Client installation has to be performed by each member of the team before they can start reporting timesheets and other 

project deliverables from Outlook. Step by step procedure is given below: 

 

Step 1. Run the TeamTimeSheetClientSetup.exe to start the installation. Click Next to Continue. If Outlook 2003 (SP2 or above) 

or later is not installed, the setup wizard will not be able to proceed. Please also ensure Outlook is shutdown (if already 

running or active in the task manager) as the setup has to install an Outlook add-in.  

http://www.assistmyteam.net/TeamTimeSheet/download.asp
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Step 2. In the 'Customer Information' dialog, you will be prompted to select if the application has to be installed for all users 

or only for yourself (current user). 

 

 

Step 3. Select the appropriate destination folder where the application files will be installed. If you change the default folder 

path, please make sure you have appropriate permission. (Note: by default, it will be installed under your program files folder) 
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Step 4. Once you have verified the previous steps, click Next to continue the files extraction. It may take a few minutes to 

complete the whole copying process 

 

 

 

Step 5. Click 'Finish' to proceed to the server configuration in Microsoft Outlook. This ends the files installation process in your 

system.   
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4. Setting connection to the Central Database  

 
Once you have just installed the Team TimeSheet client ǘƻƻƭΣ ȅƻǳ ǿƛƭƭ ƎŜǘ ǘƻ ǎŜŜ ǘƘƛǎ ΨClient Reporting ConfigurationΩ panel 

when you start Outlook. Alternatively, you can invoke this dialog box from ΨTeam TimeSheet /ƭƛŜƴǘΩ > My Project Data Source 

menu, in Outlook 2003 or 2007. If you are on Outlook 2010, you can get to this from the backstage File > Team TimeSheet 

Client > My Project Data Source button. 

Depending on which database option your administrator had configured, you need to key in the network URL path or 

credential for SQL Server so that Team TimeSheet Client can connect to the project database. 

Access database 

If your administrator had chosen a Microsoft Access database, it would be on a shared network path (eg. 

\ \AMTServer\Reporting DB\). All you need to do is enter that URL path in the Access path box as shown below: 

 

One important consideration with having a network Access database is the write permission on the folder and the MDB file 

ƛǘǎŜƭŦΦ aŀƪŜ ǎǳǊŜΣ ǘƘŜ ǎƘŀǊŜŘ ŦƻƭŘŜǊ ƻǊ ǘƘŜ a5. ŦƛƭŜ ƛǎ ƴƻǘ ŎƻƴŦƛƎǳǊŜŘ άǊŜŀŘ-ƻƴƭȅέΣ ƻǘƘŜǊǿƛǎŜΣ ȅƻǳ Ƴŀȅ ƴƻǘ ŀōƭŜ ǘƻ ǊŜǇƻǊǘ 

timesheets and other project deliverables successfully to the database. 

SQL Server database 

Another database option is the SQL server.  You need to enter the server name where the database for Team TimeSheet 

resides. The Database name is optional only if your administrator had left it blank when configuring it the first time. If it is left 

ŜƳǇǘȅΣ ƛǘ ǿƻǳƭŘ ŀǎǎǳƳŜ ǘƘŜ ŘŜŦŀǳƭǘ ŘŀǘŀōŀǎŜ ƴŀƳŜ ƛǎ άTeamTimeSheetD.έΦ  

LŦ ȅƻǳǊ {v[ ǎŜǊǾŜǊ ƛǎ ŎƻƴŦƛƎǳǊŜŘ ǘƻ ǳǎŜ ǿƛƴŘƻǿǎ ŀǳǘƘŜƴǘƛŎŀǘƛƻƴ όb¢[aύΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŎƘŜŎƪ ǘƘŜ ά¦ǎŜ LƴǘŜƎǊƛǘȅ {ŜŎǳǊƛǘȅέ ƻǇǘƛƻƴ 

to let Windows manage the credentials to access the resources on the SQL server, otherwise, you need to supply valid 

credential (username and password). 

 

  



Team TimeSheet for Outlook 9 

 

 

AssistMyTeam SMB Solutions | www.assistmyteam.net 

 

5. Configuring Projects and Activities  List  
Team TimeSheet Client > My Projects/Activities List 

Before you can start tagging Outlook items such as task or appointment with project metadata and prepare timesheet, you 

need to choose your own relevant list of projects, activities and other custom fields from the project database.   

In Outlook 2003 or 2007, you can do this from the 
ΨTeam TimeSheet /ƭƛŜƴǘΩ ƳŜƴǳ Ҕ aȅ tǊƻƧŜcts & 
Activities List. 

 

On outlook 2010, click the File backstage view button > Team TimeSheet 
Client > My Project and Activity Lists. 
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Available Projects List ς All the available projects are listed in this list box. Selecting a particular project shows all 
the activities defined for that project on the right box (in point. 2).  

 

This is how the projects would appear in a 
drop down list in your Outlook calendar and 
task folder. 
 

  

 

Activities list for the selected project ς This lists all the available activities for the selected project. If your 
ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƘŀŘ ŜƴŀōƭŜŘ ΨŎƘƻƻǎŀōƭŜ [ƛǎǘΩ ƻǇǘƛƻƴ ǳƴŘŜǊ Ψ¢ŜŀƳ ¢ƛƳŜ{ƘŜŜǘ aŀƴŀƎŜǊ Ҕ CƛŜƭŘǎ hǇǘƛƻƴǎΩ ǇŀƴŜƭΣ ȅƻǳ 
would be able to select your own set of activities for that particular project so that you can only work on those in 
hǳǘƭƻƻƪΦ LŦ Ψ/ƘƻƻǎŀōƭŜ [ƛǎǘΩ ƛǎ ƴƻǘ ŜƴŀōƭŜŘΣ ǘƘŜ ŀŎǘƛǾƛǘƛŜǎ ƭƛǎǘ ǿƛƭƭ ƴƻǘ ōŜ ǎŜƭŜŎǘŀōƭŜΣ ŀƴŘ ŀƭƭ ŀŎǘƛǾƛǘƛŜǎ ŦƻǊ that particular 
project will be available in Outlook. 
 

 
 

 

Project Summary ς This portion shows the detail information on the selected project, such as, who the manager is, 
when is the start and finish date, what the rate is and the unique color code assigned by the 
administrator/supervisor. The short description of the project is shown at the bottom and the project code is also 
shown in bracket. 
 

 
 

 

Activity Summary ς This portion shows the detail information on the selected activity, such as, who the coordinator 
is, what the rate is and the due date, if specified. 
 

 
 
 

 

New Project or Activity ς If your administrator 
had allowed members with administrative access 
to add new projects and activities (under Team 
TimeSheet Manager > Access Control), you would 
ǎŜŜ ǘƘŜ ōǳǘǘƻƴ ΨbŜǿΧΩ Ƨǳǎǘ ōŜƭƻǿ ǘƘŜ Ψ{ŜƭŜŎǘ !ƭƭΩ 
check option as illustrated below.  
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When you click it, a popup window allows 
you to enter the detail of the activity that 
you want to add. By default, you will be 
ŀǎǎƛƎƴŜŘ ŀǎ ǘƘŜ Ψ/ƻƻǊŘƛƴŀǘƻǊΩ ƻŦ ǘƘƛǎ ŀŎǘƛǾƛǘȅ 
to be added. Note that, this new activity 
would be added to the activities list in the 
global settings (under the project database). 
 

 
 

 

 

Specify my own Rate ς Your administrator can enable each team member to set their own rate from Team 
TimeSheet Manager > Reporting Options.  
 

 
 
LŦ ǎǳŎƘ ƻǇǘƛƻƴ ƛǎ ŜƴŀōƭŜŘ όōȅ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊύΣ ȅƻǳ ǿƻǳƭŘ ǎŜŜ ǘƘŜ Ψaȅ wŀǘŜΧΩ ōǳǘǘƻƴ Ƨǳǎǘ ōŜƭƻǿ ǘƘŜ Ψ{ŜƭŜŎǘ !ƭƭΩ 
check option. Once you input your own rate, it would be updated in the members list under the global settings 
(under the project database). 
 

 
 

Choosing custom fields that take a drop down list  

Depending upon the number of custom drop down fields that are deployed by your administrator; you would see that equal 

number of tabs present in the panel. The rest of the tabs are for choosing relevant values for the active custom drop down 

fields. 

IŜǊŜΣ ōŜƭƻǿ ƛǎ ŀ ǎŎǊŜŜƴǎƘƻǘ ƻŦ ǘƘŜ ΩCƛŜƭŘǎ hǇǘƛƻƴΩ ǇŀƴŜƭ ŦǊƻƳ ¢ŜŀƳ ¢ƛƳŜ{ƘŜet Manager.  All the custom fields are deployed as 

well as these fields are choosable by the members. 
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Let us take the example of the first 
ŎǳǎǘƻƳ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ Ψ/ƭƛŜƴǘΩΦ LŦ ƛǘ ƛǎ 
ƴƻǘ ƳŀǊƪŜŘ Ψ/ƘƻƻǎŀōƭŜ [ƛǎǘΩ όŀōƻǾŜ 
screenshot), you would not be able to 
choose your own client list. Instead, all 
the clients would show up in Outlook. 
 
Due to this, there is no check option to 
select certain clients. 

 
If it is configured to be choosable, a check option would be available on each client, allowing the member to choose their own 

clients to work with in Outlook (see screenshot below). 

 

If the administrator had granted those members with 
admin access to add new values of the custom drop down 
ŦƛŜƭŘǎΣ ȅƻǳ ǿƻǳƭŘ ǎŜŜ ǘƘŜ ōǳǘǘƻƴ Ψ!ŘŘ bŜǿΩ Ƨǳǎǘ ōŜƭƻǿ ǘƘŜ 
Ψ{ŜƭŜŎǘ !ƭƭΩ check option. 
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Clicking it would allow you to enter a 
new value of the list. In this particular 
case (below screenshot), a new client 
is added and saved to the Clients list 
available under the global settings 
(under the project database). 
 

 
 

This is Ƙƻǿ ǘƘŜ Ψ/ƭƛŜƴǘǎΩ ŎǳǎǘƻƳ ŦƛŜƭŘ ƭƛǎǘ ǿƻǳƭŘ ŀǇǇŜŀǊ ƛƴ ȅƻǳǊ hǳǘƭƻƻƪ ŎŀƭŜƴŘŀǊ ŀƴŘ ǘŀǎƪ ŦƻƭŘŜǊΦ 
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6. Configuring Local Settings & Reporting Options  
Team TimeSheet Client > My Local Settings 

 Each member can customize how Team TimeSheet is used with Outlook in ways that the member find useful and informative 

when working with their projects.   

 

 

Allow automatic synchronization of settings from the database at startup 
this is enabled, at every Outlook startup, Team TimeSheet client add-in will try to establish connection to the global 
settings list that was configured by your administrator in the Project database. And it would synchronize all the 
projects, activities, custom fields and other global settings (as defined by your administrator) with the local cache. 
This is helpful to automatically retrieve any new projects/activities or settings that were added by the administrator 
in due course. If you are working in offline mode (i.e., disconnected from the network), synchronization is bypassed. 
 

 

Show Project and Activity drop-down toolbars in Explorer view 
Enable this option to show the Team TimeSheet client toolbar (Outlook 2003, 2007) or ribbon (Outlook 2010) in the 
Outlook explorer window. This toolbar/ribbon in explorer view allows you to directly tag single or multiple Outlook 
items with a project or activity and publish the timesheets to database. 
 
TimeSheet toolbar in Outlook 2007 Explorer view 

 
TimeSheet Ribbon in Outlook 2010 Explorer view 
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Show Custom fields toolbar in Explorer view 
[ƛƪŜǿƛǎŜ ƛƴ όнύΣ ŜƴŀōƭŜ ǘƘƛǎ ƻǇǘƛƻƴ ǘƻ ǎƘƻǿ ǘƘŜ Ψ/ǳǎǘƻƳ CƛŜƭŘǎΩ ǘƻƻƭōŀǊ όhǳǘƭƻƻƪ нллоΣ нллтύ ƻǊ Ǌƛōōƻƴ όhǳǘƭƻƻƪ 
2010) in the Outlook explorer window. This toolbar/ribbon in explorer view allows you to directly tag single or 
multiple Outlook items with a drop down value of one of the custom fields. Note that, if the administrator had not 
ŘŜǇƭƻȅŜŘ ŀƴȅ ƻŦ ǘƘŜ ŎǳǎǘƻƳ ŦƛŜƭŘǎΣ ǘƘƛǎ ǘƻƻƭōŀǊ ƻǊ Ǌƛōōƻƴ ǿƻƴΩǘ ǎƘƻǿ ǳǇ ƛƴ ȅƻǳǊ hǳǘƭƻƻƪΣ ŜǾŜƴ ƛŦ ȅƻǳ ƘŀǾŜ ŜƴŀōƭŜŘ 
it. 
 
Custom Fields Ribbon in Outlook 2010 Explorer view 

 
 
Custom Fields toolbar in Outlook 2007 Explorer view 

 
 
 

 

Add Project Color Codes to Outlook Master Category List 
From Team TimeSheet Manager tool, each project can be assigned a unique color code from the supported 25 
colors in Outlook. LŦ ȅƻǳ ŜƴŀōƭŜ ǘƘƛǎ ƻǇǘƛƻƴΣ ŀƭƭ ǘƘŜ ǇǊƻƧŜŎǘǎ ǿƛǘƘ ŎƻƭƻǊ ŎƻŘŜǎ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ΨaŀǎǘŜǊ /ŀǘŜƎƻǊȅ 
[ƛǎǘΩ ƻŦ ȅƻǳǊ hǳǘƭƻƻƪΦ  
 

  

Once the projects with color 
codes are imported to your 
Outlook, when you tag an 
Outlook appointment or task 
item with a project, the 
corresponding color code would 
be applied automatically.  
 
This is very helpful to give a 
quick visual cognition as well as 
to organize your items in 
Outlook in a more obvious way.  
 
As this color code is deployed 
centrally, all members working 
on projects would have same 
uniform color coding for the 
entire team. 
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Screenshot below: Explorer view of calendar month in Outlook 2010 with appointments tagged with different 
projects and consequently the inherited color codes. 

 
 
Screenshot below: Inspector view of a particular appointment item in Outlook 2010 ǘŀƎƎŜŘ ǿƛǘƘ Ψ/bb aŜŘƛŀΩ 
project and the inherited orange color code. 

 
 
Likewise, in Outlook task folder, the items tagged with projects appears color coded in small rectangle as seen in the 
screenshot below: 
 

 
 
Note:  

a) /ƻƭƻǊ ŎƻŘƛƴƎ ƻŦ ǘŀƎƎŜŘ hǳǘƭƻƻƪ ƛǘŜƳ ǊŜǉǳƛǊŜǎ ǘƘŀǘ ȅƻǳ ŜƴŀōƭŜ ΨAdd Project to the Categories field of the item 
when taggedΩ option (5). 
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b) Only works with Outlook 2007 and 2010. 
 

 

Add Project to the categories field of the item when tagged 
This allows for the tagged project value to be added to the categories field of the particular Outlook item. This 
option needs to be enabled if you were to enable color coding of tagged project items in Outlook. 
 
Tagged project value added to the categories field of the particular appointment item. 

 
 

 

Add Activity to the categories field of the item when tagged 
This allows for the tagged activity value (of a particular project) to be added to the categories field of the particular 
Outlook item. 
 
Tagged activity value added to the categories field of the particular appointment item. 

 
 

 

Add Custom fields to the categories of the item when tagged 
This allows for the tagged custom fields to be added to the categories field of the particular Outlook item. 
 
Tagged custom fields added to the categories field of the particular appointment item. 
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Reporting Settings 

 

 

Allow reporting of private task and appointment item 
By default, Outlook items that marked private are enabled for reporting, just like normal items. You can prevent 
private items from being reported by disabling (un-checking) this particular option. Preventing private items might 
be useful to separate personal outlook items from those used for project reporting.  
 
When reporting of private item is not 
enabled, when you try to report it, you 
would see a message box on why ƛǘ ŎŀƴΩǘ 
be reported successfully. 
 

  

 

Allow reporting of recurring task and appointment item 
By default, recurring items are enabled for reporting. You can prevent recurring items from being reported by 
disabling (un-ŎƘŜŎƪƛƴƎύ ǘƘƛǎ ǇŀǊǘƛŎǳƭŀǊ ƻǇǘƛƻƴΦ ¢Ƙƛǎ ƳƛƎƘǘ ōŜ ǳǎŜŦǳƭΣ ƛŦ ȅƻǳ ŘƻƴΩǘ ǳǎŜ ǊŜŎǳǊǊƛƴƎ items for project 
reporting. 
 
When reporting of recurring item is not 
enabled, when you try to report it, you 
would see a message box on why ƛǘ ŎŀƴΩǘ ōŜ 
reported successfully. 
 

  

 

Move reported items to subfolder 
If this is enabled, all reported items will be moved to a subfolder named ΨwŜǇƻǊǘŜŘ ǘŀǎƪǎΩ ƻǊ ΨwŜǇƻǊǘŜŘ 
!ǇǇƻƛƴǘƳŜƴǘǎΩ (depending on the folder content type) under the parent folder. This subfolder will be created on 
every folder where reporting is performed. 
 
Reported Items from any Tasks folders are moved automatically to the corresponding ΨwŜǇƻǊǘŜŘ LǘŜƳǎΩ ǎǳōŦƻƭŘŜǊΦ LŦ 
this folder is not present (true if it is reporting for the first time on the parent folder), it will be created 
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automatically. The same is true for reported appointment items in any calendar folders. 
 

 
 
 

 

Automatically report overdue items at startup 
If this is enabled, items that are overdue will be reported to the database automatically on Outlook startup.   
 
For Outlook task item, the due date is checked against the current date and if it occurred before that, it is reported 
automatically to the project database. 
 
For appointment item, the end time is checked against the current date/time and if it occurred before that, it is 
reported automatically to the project database. 
 
In both cases, if the overdue item is already reported, it is ignored. 
 
Note: 
This automatic reporting of overdue items is applicable to the default calendar and task folders only.  
 

 

Automatically report task item when marked complete 
This option is only applicable to Outlook task item. If enabled, Team TimeSheet Client add-in would automatically 
report that particular task item when it is marked completed, provided, it has not been reported before (i.e., it does 
not yet have a report ID). 
 

 

Automatically mark task item complete after successful reporting 
This option is also only applicable to Outlook task item. If enabled, Team TimeSheet Client add-in would 
automatically mark a reported task item as complete. 
 

 

Ask me for confirmation before reporting to the database 
By default, when you report any Outlook task or appointment items, either one a time or in multiple mode, Team 
TimeSheet client does not ask for confirmation. You can change that by enabling this option. 
 

 
 
Asking for confirmation can be useful to avoid hasty or unintentional reporting of items. 

 

5ƻƴΩǘ ŀƭƭƻǿ ƳǳƭǘƛǇƭŜ ƛǘŜƳǎ ǊŜǇƻǊǘƛƴƎ 
By default, you can select multiple Outlook task or appointment items and report at once, to the database in a 
single click. But you can change this behavior by enabling this particular option. Doing so, only the first selected 
item (among the selected items) will only be reported.  
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Lock the Team TimeSheet fields of the reported item 
By default, the tagged fields of the reported item are enabled, which mean, you can edit and change the value even 
ŀŦǘŜǊ ǎǳŎŎŜǎǎŦǳƭ ǊŜǇƻǊǘƛƴƎΦ .ǳǘ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ƴŜŜd for editing or changing project related fields once it is 
reported, you can have it disabled to make it read-only. 
 
Screenshot: Locked state of the project and custom fields drop downs in the Outlook 2010 ribbon 

 
 
Screenshot: Locked state of the project and custom fields drop downs in the Outlook 2007. 

 
 
 

 

Default values for empty fields when reporting  
You can set a default value for each of the project field (including the custom drop down fields) such that when you 
report any Outlook task or appointment item, if one or more of the project fields including the custom fields are 
empty, Team TimeSheet add-in would automatically fill in the default value of the corresponding field to the 
particular Outlook item, before reporting it to the database. 
 
This automatic assignment of default values might be particularly useful if your administrator had marked project 
and other custom fields mandatory for reporting. 
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7. Preparing timesheets with Outlook appointments or task  

 
Once you have chosen your own list of projects and activities and other custom lists (if any), you will notice that under the 

calendar or task Outlook folder, the selected projects and activities are being populated as drop downs fields under the Team 

TimeSheet toolbars or ribbons.  

 

 

To tag a selected appointment or task item, click the drop down control of the project or any of the custom fields and specify 

a value from the list. When you select a project, the corresponding activities for that project will be loaded into the drop down 

list of the activity control, thereby allowing you to specify a valid activity. 
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7.1 Tagging Outlook items with project data  

Recording time is as simple as creating a calendar or task item and setting a few properties. You can use Team TimeSheet 

Client in Outlook to tag and report it to database. There are basically two modes of working with Outlook items ς Explorer or 

Inspector.  

Explorer window mode  

 

 

Project drop down control ς lists all the 
available projects that you have selected 
from the central database. 

 
 

 

 

Activity drop down control ς lists all the available activities for the particular project selected. 

 

Report Item ς After finishing 
tagging project related data on the 
Outlook item(s), clicking this 
button would report to the project 
database. If the reporting was 
successful, the report ID that was 
generated in the database will be 
assigned to the particular Outlook 
item for reference. 
 

 

 

 

All Project Fields ς Clicking this button will pop-up a form that contains all the Team 
TimeSheet fields that are deployed by your administrator. This provides you a central place to 
manipulate the fields. Additionally, if you had opted to not show the project and custom field 
drop down controls in the explorer view (from Team TimeSheet Client > Local Settings), you 
can use this form to tag and assign values to the fields directly. Perhaps, the most important 
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use of this form is the ability to replicate the same tagged values to all the selected Outlook 
ƛǘŜƳǎ ŀǘ ƻƴŎŜΣ ǎƻƳŜǘƘƛƴƎ ǿƘƛŎƘΣ ȅƻǳ ŎŀƴΩǘ Řƻ ǿƛǘƘ the toolbar and ribbon drop down fields. 
 

 
 

 

Views ς This drop down menu contains the 13 Team TimeSheet specific views as well as the 
normal Outlook views. 
 

 

Custom drop down fields - The number of custom drop down fields available in the toolbar or 
ribbon depends on how many among the total 4 drop down lists are deployed by your 
administrator. In the above screenshot, only three drop down fields are deployed (Client, 
Region and Service Level). 

 
 
 
Inspector window mode 
When you open an Outlook task or appointment item, the inspector window pop-ups and it shows all 
the detail information on that item. 
 
Likewise in explore mode, the 
project and custom field toolbars 
and ribbons are available on the 
inspector window. The only 
difference is the absence of the 
Views button on the project toolbar, 
as it is only applicable to multiple 
items.  
 
The tagging of project fields and 
reporting to the database in 
inspector mode remains the same as 
discussed earlier in the explorer 
mode. 
 

 
 

  



Team TimeSheet for Outlook 24 

 

 

AssistMyTeam SMB Solutions | www.assistmyteam.net 

 

7.2 Tagging Recurring appointments  

 
There are some differences in the way you would tag recurring appointments from normal appointments. A recurring 

appointment automatically repeats at fixed intervals e.g. every Friday or the second Monday of every month. In Outlook, a 

recurring appointment consists of two portions ς the parent series, and the individual occurrence. 

In recurring appointment, you can  

- tag the parent series item 

- tag individual occurrence item 

In table view, a recurring appointment is shown in series, which means, if you tag it with a project or custom field value, it 

would be applied to the parent series item. In table view, there is no way to open a recurring appointment in occurrence 

mode. 

Project and custom field values for the parent series item in table view 

 

However, in calendar (Day/Month/Year) view, a recurring appointment is shown by occurrence, i.e., an item for each 

occurrence. This means, if you tag an occurrence item with a project or custom field value, it would be applied to that 

particular occurrence only. In Calendar view, you can open it in both series and occurrence mode. When you double-click a 

recurring item, Outlook would automatically prompt you if you would want to open it in series or occurrence version. 

 

Team TimeSheet supports tagging individual occurrence item as well as the parent series item. Likewise, you can report both 

individual occurrence and the parent series item as well. Team TimeSheet will treat them as if they were multiple standard 

appointments. 

You can open the recurring appointment in series mode, to tag project and custom field values differently than those of 

individual occurrence item. 
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Project and custom field values for the parent series item 

 

Project and custom field values for the first occurrence 

 

If you have enabled project color coding of tagged Outlook items, the color code of the recurring appointment is applied 

ŀŎǊƻǎǎ ǘƘŜ ǎŜǊƛŜǎΦ {ƻΣ ƛŦ ȅƻǳ ǘŀƎ ŀ ŘƛŦŦŜǊŜƴǘ ǇǊƻƧŜŎǘ ǘƻ ƛƴŘƛǾƛŘǳŀƭ ƻŎŎǳǊǊŜƴŎŜ όǘƘŀƴ ǘƘŀǘ ƻŦ ǘƘŜ ǎŜǊƛŜǎ ƛǘŜƳύΣ ƛǘ ǿƻƴΩǘ ƻǾŜǊǿrite 

the series color code. 
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7.3 Reporting and Publishing timesheets to Database 

 
If you have finished preparing timesheet and other project deliverables in Outlook appointment or task items, you are all set 

to publish to database. Make sure you have network connectivity to the project database ŀƴŘ ǘƘŜƴ ǎƛƳǇƭȅ ŎƭƛŎƪ ΨtǳōƭƛǎƘΩ 

ōǳǘǘƻƴ ƛƴ ǘƘŜ Ψ¢ŜŀƳ ¢ƛƳŜ{ƘŜŜǘΩ hǳǘƭƻƻƪ ǘƻƻƭōŀǊ ƻǊ wƛōōƻƴΦ  

 

LŦ ǘƘŜ ǊŜǇƻǊǘƛƴƎ ǿŀǎ ǎǳŎŎŜǎǎŦǳƭΣ ȅƻǳ ǿƛƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜ ΨtǳōƭƛǎƘΩ ōǳǘǘƻƴ ƛǎ ƴƻ ƭƻƴƎŜǊ ŀǾŀƛƭŀōƭŜΣ ƛƴǎǘŜŀŘ ǘƘŜǊŜ ŀǊŜ ƴŜǿ ōǳǘǘons 

to update or withdraw the timesheet. 

 

If you change the Outlook views to list view, you will notice 
ǘƘŀǘ ǘƘŜ hǳǘƭƻƻƪ ƛǘŜƳ ƛǎ ōŜƛƴƎ ǘŀƎƎŜŘ ǿƛǘƘ ǘƘŜ ΨwŜǇƻǊǘ L5Ω ƻŦ 
the corresponding published timesheet ID in the database. 
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This is how the published timesheet #11 looks like in the database. Notice that Outlook predefined fields and project fields are 

included in the timesheet. The total cost of the timesheet is also automatically calculated during the reporting process.
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7.4 Updating and  withdrawing  reported timesheets  

 
Once you have reported project deliverables and timesheets via appointment or task items from Outlook to the project 

database, often there might be requirement for amending some changes to the reported data over time. Or simply, you might 

need to withdraw the reported timesheet altogether from the project database. The availability of updating and withdrawing 

of reported timesheet in Outlook depends on the administrative settings on the Team TimeSheet Manager tool. 

Updating reported data via Outlook 

¸ƻǳ Ŏŀƴ ǳǇŘŀǘŜ ƻǊ ƳƻŘƛŦȅ ǊŜǇƻǊǘŜŘ Řŀǘŀ ŘƛǊŜŎǘƭȅ ŦǊƻƳ hǳǘƭƻƻƪ ƻƴƭȅ ƛŦ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƘŀŘ ŜƴŀōƭŜŘ ΨAllow members to 

update reported timesheet option in the Team TimeSheet Manager > Reporting Options panel. 

 

Supposing, the above option is enabled, when you select a reported item in explorer window or open in inspector window, 

you will see that there is a new button.  

CƻǊ ŜȄŀƳǇƭŜΣ Ψ¦ǇŘŀǘŜ Report #нΩ ŀǎ ǎƘƻǿƴ ōŜƭƻǿ ƛƴ ǘƘŜ ǎŎǊŜŜƴǎƘƻǘ. 

 

This way, you can change the project or custom field drop down values as well as update any other Outlook fields such as 

subject, location, mileage, body etc. and then re-submit again to update the existing report on the project database. 

Withdrawing reported data via Outlook 

[ƛƪŜǿƛǎŜΣ ƛŦ ȅƻǳǊ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƘŀŘ ŜƴŀōƭŜŘ ΨAllow members to withdraw reported timesheetΩ option in the Team TimeSheet 

Manager > Reporting Options panel, you would be able to cancel a particular reported timesheet and withdraw it from the 

central database via Outlook. 

  



Team TimeSheet for Outlook 29 

 

 

AssistMyTeam SMB Solutions | www.assistmyteam.net 

 

If withdrawal is allowed, once you have reported an Outlook item, a new button is available in the Team TimeSheet toolbar or 

ribbon. For example, below in the screenshot, you can withdraw the submitted timesheet for this appointment by clicking the 

Ψ²ƛǘƘŘǊŀǿ wŜǇƻǊǘ ІнΩ button. 

 

If withdrawal was successful, the reported timesheet is removed from the project database, and the particular Outlook item 

will be again available for reporting. Notice the update and withdraw buttons are substituteŘ ōȅ ǘƘŜ ΨPublishΩ ōǳǘǘƻƴΦ 
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8. Work with Outlook Views  

 
Outlook views are a wonderful tool to automatically sort, quickly find information and rapidly re-arrange Outlook items in any 

folder. Views can also be organized to group and filter items to make a particular feature of your information obvious at first 

glance.  

 

Team TimeSheet provides 13 special Outlook views to help you to work with your projects and deliverables in a simpler and 

ǎŜƴǎƛōƭŜ ǿŀȅΦ ¢ƘŜǎŜ ǾƛŜǿǎ Ŏŀƴ ōŜ ŀŎŎŜǎǎŜŘ ǘƘǊƻǳƎƘ ǘƘŜ Ψ±ƛŜǿǎΩ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΣ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ Team TimeSheet toolbar or 

ribbon. These views are common to both appointment and task items in your Outlook. 

 

Let us discuss some of the Team TimeSheet specific views. 

View 1 ς Reported ID 

This a table view, where all ǘƘŜ ǊŜǇƻǊǘŜŘ hǳǘƭƻƻƪ ƛǘŜƳǎ ŀǊŜ ŀǊǊŀƴƎŜŘ ōȅ ǳƴƛǉǳŜ ΨwŜǇƻǊǘ L5Ω ŦƛŜƭŘ ƛƴ ŀǎŎŜƴŘƛƴƎ ƻǊŘŜǊΦ ¢ƘŜ 

Project and Activity fields are also available in the view. 
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View 2 ς Reported State 

This is a table view, where all the Outlook items are grouped by the reported state i.e., if the item has been submitted to the 

ǇǊƻƧŜŎǘ ŘŀǘŀōŀǎŜΦ wŜǇƻǊǘŜŘ ƛǘŜƳǎ ǿƛƭƭ ōŜ ƎǊƻǳǇ ǳƴŘŜǊ Ψ¸ŜǎΩ ŀƴŘ ǳƴǊŜǇƻǊǘŜŘ ƛǘŜƳǎ ǳƴŘŜǊ ΨbƻΩ ƻǊ ΨbƻƴŜΩΦ ¸ƻǳ Ŏŀƴ Ŝŀǎƛƭȅ 

differentiate reported items from the unique ID value.  

 

 

View 3 ς Project and Activity 

This is a table view, where all the Outlook items are first grouped by project, and then sub-grouped by activity value. This 

gives you a hierarchy tree representation of all Outlook items and may prove useful to track and pinpoint a specific project or 

activity, or to get the number of items belonging to a specific project or activity, or simply just to have a listing that is better 

organized and summarized. 

 

Notice that, you can easily swap or change project or activity by dragging an item from one group or subgroup to another. 
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View 3 ς Due Date 

This is a table view where the Outlook task items are grouped by the due date. 

 

 

View 4 ς Items without Project (Filtered) 

This is a table view showing only those items that are not tagged with a project.  

 

 

View 5 ς Calendar view of reported items (Filtered) 

This is a special calendar view showing only reported items in that particular task or calendar folder.  
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9. My TimeSheet Summary Report s 
Team TimeSheet Client > My TimeSheet Summary Reports 

 

With Summary Reports, you can get an on your submitted deliverables, timesheets and aggregate hours and expenses for the 

selected period. It comes handy to keep track of current budget deficit and work done, and plan and forecast requirements 

for resources and work hours for remaining part of the projects. 

 

You can generate summarized and aggregate reports on submitted timesheets based on different time intervals such as 

today, this week, this month, last month etc. Any predefined Outlook, user-defined and project specific fields can be chosen 

for inclusion into the reports. Aggregated and summarized reports can then be exported to Excel, Text, XML or HTML web 

page or printed for sharing and easy distribution. NOTE: You will be able to get timesheets overview for all members if your 

ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƘŀŘ ŜƴŀōƭŜŘ ǘƘŜ ƻǇǘƛƻƴ ΨAllow members with admin-access to view Summary Reports on all reported timesheets 

(for all members)Ω ǳƴŘŜǊ Team TimeSheet Manager > Access Control. Otherwise, you will be able to only get overview for 

those timesheets that you had reported. 

 

 

Select a time period from the drop down list for which a summary report is to be generated. The following periods 
are available for selection: 
 

Today  

Yesterday  

This Week  

Last Week 

This Month  

Last Month  

This Year  

Last Year  

Date Range..  
Note: When using current intervals such as this week, this 
month, this year etc., it would not take into account the 
remaining days required for completing that interval (say, 
week, month) from the current day.  

The last option 'Date Range..' allows for user selection of 
start and end date 
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Filter By (Optional) ςYou can filter the summary report to be generated by applying a specific search criteria.  
 
Filter by Project 

 
 

Filter by Member 

 

 

 

Select reported items type ς This gives you a choice of the item type that will be included in the report. You can 
choose to only include appointments or tasks or both.  The fields available to be included into the report, depends 
on the selected item type. 
 
The following table gives you the list of available fields on each item type: 

Appointments Tasks Common Fields 

ID ID ID 
All Day Event Actual work Billing Information 
Billing Information Billing Information Categories 
Categories Categories Companies 
Companies Companies Creation Time 
Creation Time Complete Importance 
Duration Contact Names Is Recurring 
End Date Creation Time Last Modification Time 
Delegation State Date Completed Mileage 
Delegator Delegation State No Aging 
Due Date Delegator Sensitivity 
Importance Due Date Start Date 
Is Recurring Importance Due Date 
Last Modification Time Is Recurring Subject 
Mileage Last Modification Time Body 
No Aging Mileage Reported By 
Location No Aging Reported Date 
Recurrence State Ordinal Project 
Meeting Status Owner Activity 
Response Status Ownership Total Cost 
Resources Role Custom Field 1* 
Sensitivity Sensitivity Custom Field 2* 
Start Date Start Date Custom Field 3* 
Subject Status Custom Field 4* 
Option Attendees Subject Custom Field 5* 
Organizer Team Task Custom Field 6* 
Body Total Work Custom Field 7* 
Reported By Body Custom Field 8* 
Reported Date Reported By Custom Field 9* 
Project Reported Date Custom Field 10* 
Activity Project  
Total Cost Activity  
Custom Field 1* Total Cost  
Custom Field 2* Custom Field 1*  
Custom Field 3* Custom Field 2*  
Custom Field 4* Custom Field 3*  
Custom Field 5* Custom Field 4*  
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Custom Field 6* Custom Field 5*  
Custom Field 7* Custom Field 6*  
Custom Field 8* Custom Field 7*  
Custom Field 9* Custom Field 8*  
Custom Field 10* Custom Field 9*  
 Custom Field 10*  

* - These custom fields will be available for inclusion into the report if the administrator has enabled them. The title of each of this custom 
field will be substituted with the admin specified caption at runtime. 

 

 

Fields to be included - Select which all fields are to be included into each selected section of the report.  The tool 
automatically remembers your choice of fields in subsequent reporting. For a list of available fields for inclusion into 
the report, refer to point 3 (above). 
 

 

The report document area. At the top of the document, the manager name is automatically inserted as well as the 
time the report was generated. 

 
 
 

 

Print the current report - ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ΨtǊƛƴǘΩΣ ȅƻǳ ǿƻǳƭŘ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ǘƘŜ ǇǊƛƴǘ ŘƛŀƭƻƎ (similar to one used 
by Internet Explorer browser). Within that dialog, you would be able to customize the print settings. 
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Save the current report to file ς You can save the report to an Excel Spreadsheet (*.XLS), Text file (*.TXT), XML data 
file (*.XML) or to a web page file (*.HTM) for sharing and future use. 
 

 
 

 
Screenshot: Exported to an Excel Spreadsheet file 
 

 
Screenshot: Exported to an XML data file 
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Screenshot: Exported to a Text file (notice the exported columns are separated by tab) 
 

 
Screenshot: Exported to a Web Page file(HTML) 
 
Optionally, you can also append the report/statistical data to an existing TEXT or HTML file. 

 
 

 

 

 

 



Team TimeSheet for Outlook 38 

 

 

AssistMyTeam SMB Solutions | www.assistmyteam.net 

 

10. My TimeSheet OLAP Statistics 
Team TimeSheet Client > My TimeSheet OLAP Statistics  

 

With the integrated Online Line Analytical Processing (OLAP) tool, you can analyze your submitted timesheets and other 

project deliverables in multidimensional view to extract critical information and intelligence. The tool supports the ability to 

explore large complex data sets and allows displaying in grids, charts and graphs and support most common operations such 

as pivoting, drill down/slice and dice, filtering etc.  

NOTE: You will be able to get run OLAP statistics for all members if your administrator had enabled the ƻǇǘƛƻƴ ΨAllow members 

with admin-access to view OLAP Statistics on all reported timesheets (for all members)Ω ǳƴŘŜǊ Team TimeSheet Manager > 

Access Control. Otherwise, you will be able to only get statistics for those timesheets that you had reported. 

9.1 The User Interface  

 

 

This statistical tool presents an easy-to-use interface for operating an OLAP-slice. The basic data is displayed in the working 

area. The environment tools for managing the content and characteristics of the slice are placed on the pivot panels. You can 

set the panels' layout the way you like. To drag a panel to a different location, you need to capture and drag its header with 

the mouse. This will highlight all the possible locations where it can be dropped. You can detach a panel from the component; 

it will be displayed as a float window. 

Instrumental panels can be: 

¶ Attached to any side of the component;  

¶ Placed into any existing panel;  

¶ Displayed as bookmarks on any panel;  

¶ Set as auto-hidden panels;  

Used as float windows. 



Team TimeSheet for Outlook 39 

 

 

AssistMyTeam SMB Solutions | www.assistmyteam.net 

 

 

The File menu 
The file menu consists of the following commands: 

 
 

a) Open Offline Cube from file - While generating a live cube from the project/timesheet database 
provides the advantage of analyzing live data, often, you might be away or disconnected from the 
network. 
 
In such scenario, you have the option of connecting to an offline cube, which was previously generated 
and saved to your local folder using this utility. An offline cube file has the extension ς ΨΦƻŦŦƭƛƴŜŎǳōŜΩ and 
can be either in compressed or uncompressed format. An offline cube gives the same functionality as 
that of a live cube (which is generated from the project/timesheet database at real time), except that 
the data in the offline cube is only current to the time the cube was saved to file. This provides the 
flexibility to continue analyzing the cube and writing reports etc, while you are on the move. 
 

b) Open a Predefined View - More than 30 views specifically designed for Team TimeSheet are included. 
{ƛƳǇƭȅ ǎŜƭŜŎǘ ŀ ǾƛŜǿ ŀƴŘ ŎƭƛŎƪ Ψ[ƻŀŘΩ ƻǊ ŘƻǳōƭŜ-click to load the statistical analysis of that report, the 
result will be displayed in the Grid or Chart (depending on the current active view). 
 

 
 
 

c) Open report view from file - Once a particular snapshot of the statistics is achieved, you may want to 
save it for future reference or share it among your team members. A report view is the current state of 
the statistics in the Grid/Chart working area, with specific member fields on the pivot panels (Rows and 
Column areas) and measure fields in the values area. It has a file extension ΨΦƻƭŀǇǊŜǇƻǊǘΩ. 
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d) Save report view as - If you want to share a report view with others, you can simply save the current 
report (state of the statistics along with the pivot details) to a file folder of your choice - could be a 
network folder also. 
 

 
 
 

e) Save to offline Cube ς Once you have loaded a live cube from the database, you have the option to 
save the entire cube data to a file (with the extension .offlinecube) for offline use, when you are 
disconnected from the network. Offline cube can be saved in compressed or uncompressed format, the 
former option will enable you to reduce the file size considerably. 
 

f) Same as e. (above) 
 

g) Close the cube - This option closes the cube from the OLAP Statistics and free up the memory for 
loading another cube. 
 

 

View Menu 
Contains actions that you can perform on the current report view. 










































