Team TimeSheet for
Outlook

Help document for team members

An addin for Microsoft® Outlook® that makes it very easy to manage and distribute centralized
projects andactivitiesto team members across the organization and collect expenses,
timesheets and work done on projects via Outlook.
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1. Introduction

Team TimeSheet for Outlookie;

Team TimeSheet for Outlo@kareporting solutionfor a team of any size to work, plan and execute project related activities
and timesheets in Microsoft Outlo@nd publishto a central databasdt leverages the familiar Outlook calendar and task
interfaceto track time andexpensedowards projects, lients or any entity your business requires. And let you measure
attendance, payroll, cost estimatiowr billing for accounting purposes.
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-] Inbox (35)

i 1D Subject Project Activity Location Start
Click here to add a new A,
4  Project: BEC Tech (9 items, 1 unread)
Tﬁ w11 Brag about old times BBEC Tech SEC task Mew York Fri12/3/2C
gﬁ 12 Aninferiority complex EBC Tech Website Filling Sophia Sat12/4/2
:ﬁ 1z Mew officer efficiency EEBC Tech Website Filling Belgrade Sun 12/5/:
E 14 Bad to put on resumes BEEC Tech Website Filling Berlin Mon 1278y
? 15 Chinese learned this BBC Tech SEO task Milan Fri 12/10/.
:ﬁ Repairing the phone EEBC Tech SEC task Milan Fri 12/10/z
g3 Equation of earnings BEEC Tech SEC task Milan Sat12/11/)
3? Mew weapon Chicken EBC Tech SEQ task Belgrade Sun12/2
:ﬁ Merds wersus jocks BEEC Tech SEC task Milan Mon 12/1:
4  Project: CHN Media (8 items, 6 unread)
16 MNew element was found Sending out re... BMW Mon 1278y

Iu |
== -——

CMNMN Media

The client portion of Team TimeSheet provides aniaddterface in Microsoft Outlook to allow individual team members to
prepare their timesheets in Outlook appointment or task items, and then publish to a database repditolighed
timesheet includs most of the important predefined Outlook, Project and other custom fields (as deployed by your

administrator.

Summary

' Requires aimpleclient install

+ Seamless integratiomvith Outlook

' Prepare timesheet# Outlookcalendaror task

+ Recordtime andexpensedor a projector an activity

+ Revisepublishedtimesheet periodically over time

+ Applyproject colorcode to tagged appointment or task item

v Leveragedza Sfanfdidrity of Outlook for timesheet reportingmaximum
adoption with little or notraining time requirement

+ Select youown projects andactivitiesand set owrhourly rate

+ Included are project specifidutlook viewsthat bring sense to your timesheets

+ Offline supportallowsyouto continue on timesheet entry in Outlég and publish
to databasewhenconnected to the network

+ IntegratedOLAP reporting toowith more than 30 predefined reports availakel

+ Supports Office 201(Ribbon Backstage Vievand context menu

+ Astreamlined timesheet collectiorandreporting techniquesfor all team

members in Outlook
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2. Requirements

Team TimeShegd available right inside your Outlook unlike any other stand alone application and webpragsd and

time reportingsoftware. 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 inseahmg

TimeSheefor Outlook

Requirements

Windows Version Windows 2000, Windows XP, Windows Vista or Windows 7. Both 32 and 64 bit OS ar
supported
Outlook Version Outlook 201032 bit only) Outlook 2007 or Outlook 2003 (SP2 or aboVeam TimeSheet

operates directly inside the Microsoft Outlook application (using Microsoft's "COMnddc
technology). Outlook Express is not supported.

Others Microsoft .NET Framework 2.0
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3. Installation

Team TimeSheet for Outlo@ka groupware solution and consistswb partsg managerialandclient install.

The client install is fomdividualteam 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 prigjdet,youchoose andetrieve deployed
projects,activitiesand otherproject settingsto work on with their Outlook

Download linkhttp://www.assistmyteam.net/TeamTimeSheet/download.asp

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

TeamTim&heeManagerSetup.exe As the name implieghis install is meant for the manager or
administrator who wilconfigure and maintain th&eam
TimeSheetdrop down lists, templates and otheettings
data.

TeamTimeShedllientSetup.exe This install is mearfor individualteam member who would
be reporting timesheets and other project deliverables to tl
central database.

Versioninfo.txt This text file contains the current version of theam
TimeSheeClient. This file is used for enabling automatic
upgrade of the client tool (if enabled by the administrator).

Client Installation Guide
TheClientinstallaion has to be performed by each member of the team before they can start reporting timesheets and other
project deliverables from OutloolStep bystep procedure is given below:

-

Team TimeSheet Client - InstallShield Wizard ==

Welcome to Team TimeSheet Client

This Wizard will install Team TimeSheet Client SP
on your computer, To continue, dick Mext.

Microsoft This product requires Microsoft .NET
Framework 2.0 or above. If not
- present in your system, the installation

wizard would download and install it for
you to continue,

Make sure that you have one of the following M3
Outlook version installed:

Cutlook 2003 SP2, Outlook 2007, Cutlook
2010

/ .
ol J-J MOTE: If Outlook is already running, it is recommended
that you shut it down before continuing with this
installation

< Back [ Mext = ][ Cancel ]

Step 1.Run theTeanTimeShedtlienSetup.exdo 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 ensurekQsitshutdown (if already
running or active in the task manager) as the setup has to install an Outloak.add
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Team TimeSheet Client - InstallShield Wizard =

Customer Information

Flease enter your information.

User Mame:

Mary Lindal

Company Mame:

AMT]

Install this application for;

(@ Anyone who uses this computer (all users)

(71 Only for me (Mary Lindal)

[ < Back ][ Mext = ][ Cancel ]

Step2. In the '‘Customer Information' dialog, you will be prompted to select if the application has to be installed for all users
or only br yourself (current user).

Team TimeSheet Client - InstallShield Wizard ==

Choose Destination Location
Select folder where setup will install files,

Setup will install Team TimeSheet Client in the following folder.

To install to this folder, dick Mext. To install to a different folder, dick Browse and select
another folder,

Destination Folder

C:\... VAssistMyTeamTeam TimeSheet Client |

[ < Back ][ Mext = ][ Cancel ]

Step3. 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 programdiles fold
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Tearmn TimeSheet Client - InstallShield Wizard E

Setup is in progress Team TimeSheet

F‘|EESE wait... Chd{ 'CEHCEP to exit ﬁ"IE current SEtI..II:I T||'|'|E'., Task and E:.:pense REpl}rLinl;I from Outlook

The InstallShield Wizard is installing Team TimeSheet Client

[nztallS hield

Sep 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

Tearmn TimeSheet Client - InstallShield Wizard

Installation Wizard Completed.

The installation wizard has successfully installed all
the application files of Team TimeSheet Client

for Qutlook,

Jeam
TlmeshEEt | <Back || Fnsh | [ cancel |

Tirne, Task and Experse Reporting from Outiook

Step5. Click 'Finish' to proceed to the server configuration in Microsoft Outlook. Thistleadi$es installation process in your

system.
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4. Setting connection to the Central Database

Onceyou have just installed thEeam TimeSheeadientii 2 2 = & 2 dz ¢ Adlidnt REpSriing Gahfigdredichandl K A a W
when you start Outlook. Alternatively, you can invoke this dialog box Weaam TimeSheét f A 38y @rGject Data Source

menu, in Outlook 2003 or 2007. If you are on Outlook 2010, you can get to this frdmadkstage File Feam TimeSheet
Client>My Project Data Sourdautton.

Depending on which database option your administrator had configured, you need to key in the network URL path or
credential for SQL Server so tilaam TimeShedllient can connect to thprojectdatabase.

Access database
If your administrator had cbsen a MicrosoftAccessdatabase it would be on a shared network patéd.
\\AMTServaiReporting DB. All you need to dis enterthat URL path in the Access path box as shown below:

F

‘*E?E'; Administration Panel : Client Reporting Configuration

Client Reporting Configuration

Database Type IMicrusuf‘t Access -

Select the Access DB Path  \\AMTServer\ReportingDB)|

| Browse

O VL PR

T N P T R e b L R e T Lo L T T

e o =

One important consideration with having a netvik Access database is the write permission on the folder and the MDB file
AGaStFo al 1S adaNB: GKS aKFINBR RBYFHEREN Z2NKENF AASI BRAS YA R
timesheets and other project deliverables successfulhjhtodatabase.

SQL Server database

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

resides. The Database name is optional only if your administrator had left it blank when configurinfiy st tirae. If it is left

SYLlies AdG ¢g2dzZ R F aadzyS TéaBmeRMeEE <def G RI GFoFasS ylYS Aa a

LT &2dzNJ {v] &aSNBSNI Aa O2yFAIdz2NBR (2 dzaS 6AYR2pa2EdzBKBY @y Ol
to let Windows managhe credentials to access the resources on the SQL server, otherwise, you need to supply valid

credential (username and password).

"

4 Administration Panel : Client Reporting Configuration

Client Reporting Configuration :
Database Type IMiu’usoFt S0L Server - I :f
Server 192, 168. 1. 2\SQLEXPRES j

3

Database projectReporterDB Test 3

4

UzerMame 1

4

Fassword 3

Use Integrated Security f

1

L

g

. r._ __#.5*_4,_.,..__‘__4_' .. "_h.__#‘___xxfﬂ-«imud\ﬁ.p&“ ___.,_ﬂx_h__\rh'.-._...-—-l-l-.
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5. Configuring Projects and Activities List
Team TimeShe@lient > My Projecté(ctivitiesList

Before you can start tagng 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 fridm On outlook 2010, click the File backstage view buttdream TimeSheet
Weam TimeShedtf A Sy 0 Q YSgfsde 5 a Client> My Project and Activityss.
ActivitiesList. m Haome Send / Receive Folder View
Tearn TirmeSheet Client i Team TimeSheet Mani
=5 = = |
#® My Project Data Source My Tools
+_%  Sync Teamn TimeSheet & Project Settings = |
| 3 My Project & Activity Lists . 4 My Project Data Source
nro
| = My Local Settings % Sync Project Data/Settings
p ¥ ] g
U5 My Reporting Settings Open
. Eﬁ My Project and Activity Lists
| My TirneSheet Summary Reports
| My TimeShest OLAP Statistics Print { My Local Settings
<3 Help Topics Help |% My Reporting Settings
Team TimeSheet 7; |&% My TimeSheet Surmary Reports
Client
jll My TimeSheet OLAP Statistics
2] Options
72 Administration Panel : My Project\Activity Lists ==
B |
Save Exit
My Project/Activity Lists |Clier1t | Region | Service Leuel|
Available Project List Select your own Activity list for Project %tremelLab’
CNN Media - Documentation for users
Colour Management Tests o R Hardware procurement e
Distributed Computing Hardwaretroubleshooting
Exchange Maintenance W] Trademark - Assign Ownership

[] Trademark - Check Status

HTML page set sanitizer
Trademark - Check Status via Phone

LifeMapper
Linux World Trademark - Design Search Code Manual
Network Test Trademark - File Madrid Protocol Applications/Documents

Trademark - File Trademark Applications/Documents
Trademark - Order & Pay for Copies
Trademark - Order/Download Data Products

MetworkManager Web Authentication
Cutlook Maintenance

m

RMA Warld Trademark - Pay Fees
Storage upgrade Trademark - Search fView Registered, Pending and &bandoned Trademar
Time Manager Trademark - Search Fasteners
nix Revamp Trademark - Search/View Assignments of Ownership
Web Portal - QUAD Trademark - View Documents
|| xtremelab
Zeta Grid &
Project @ Xtremelab (¥7123) @ Activity : Trademark - Assign Ownership
Manager: Adams Rate: 12 [ select Al
Start Date: Mot Specified Color: _ @
Finish Date: Mot Spedfied Coordinator Brooks

Description: Computer style monotone: Hello, T am the Rate: 32 0
¥5486 Mark Five answering machine. I am .
Due Date: MotS fied
equipped with the new Pentium processor to ue Late: ot specihe @ My Rate ...
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Available Projects List All the available projects are listed in this list box. Selecting a particular project shows
the activities defined for that project on the right box (in point. 2).
This is how the projects would appear in a

Teamn TimeSheet Project - e
BBC Tech drop down list in your Outlook calendand

Folder List CNN Media task folder.

All Folders Colour Management Tests

Distributed Computing
2] All Outiook Items Exchange Maintenance

= \E:ﬁ Personal Folder{ LifeMapper
E Calendar (15 Cutlook Maintenance

[ Chat Transcri RNA World
i3 Contats Storage upgrade

5 Deleted Item | '™ Manager
Nt Unix Revamp

(L7 Drafts Web Portal - QUAD

._.! FaceBook Ktremelab

L] Inbox (3358) 7ot Grid

1 Jobs
iq-l nnnnnn 1 T 1L =T

Activitieslist for the selected project; This lists all the available activities for the selected project. If your

@ FRYAYAAGNYT 62N KFIR Syl of SR WOK22al 60fGA JiARE Oh 1BLAAY
would be able to select your own set of activities for that particular project so that you can only work on thos:
hdzif 221 LF W K22alofS [AadQ Aa y2G Syl of ®aparticulirs
project will be available in Outlook.

-

& Administration Panel : Fields Option IE3
| =l
Save Exit
Title to use Deploy Mandatory Choosable List
Far Project Project ;ﬂ”_
Far Activity Activity = -

Project Summary This portion shows the detail information on the selected project, such as, whodhneageris,

@ when is thestart andfinishdate, what therate isand the uniquecolor codeassigned by the
administrator/supervisor. The shodescriptionof the project is shown at the bottom and tlpgoject codds also
shown in bracket.

Project : ¥tremelab (¥2123)
Manager: Adams Rate: 12

Start Date: 21-07-2010
Colar:
Finish Date: 03-08-2010 olr: I
Description: ¥5486 Mark Five answering machine. Iam .«
equipped with the new Pentium processor

Activity Summaryg This portion shows the detail information on the selected activity, such as, whoothréinator
is, what therate is and thedue date if specified.

Task : Trademark - View Documents
Coordinator: Brooks
Rate: 4
Due Date: Mot Specitied

New Project orActivity ¢ If your administrator Allow members with admin-access to
@ had allowed members with administrative acces Add their own Projects
to add new projects and activities (under Team Add their own Activities
TimeSheet Manager > Access Control), you wol
aSS GUKS odzidz2zy WbSgXQ
check option as illustrated below.
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When you click it, a popup window allows
you to enter the detail of thectivity that :
you want to add. By default,’yoquiII be q
FaaA3dySR Fa uUKS W 2 [F5
to be added. Note that, this new activity H
would be added to the activitiesstiin the A

global settings (under the project database ¥ f
F
O
F

Act

W] FdLENL = FIE LLen srenees

Team TimeSheet for Outlook uE!

[¥] R

Add New Activity ==

Activity Trademark - Procurement

Project IUnix Revamp

Rate 17

Coordinator John Mash
Due Date 04 January 2011 [E~

hed applications

s ] [ Goen |

| [] Select all

Coordinator Bennett

Rate: 3

Due Date: Mot Spedfied My Rate ...

Specify myown Rate¢ Your administrator can enable each team member to set their own rate from Team

TimeSheet Manager > Reporting Options.

Total Cost Calculation

For calculating Total Cost' for reported items, use the rate of
() Project () Task @) Member Allow member to change Rate

LT a4dz0K 2LJiA2y Aa SylFroftSR 606& GKS RYAYAAGNF 2N
check opion. Once you input your own rate, it would be updated in the membersitider the global settings

(under the project database)

v| Trademark - Search Fasteners
| Trademark - Search/View Assignments of Ownership
Use my own Rate |

Enter your own rate for calculating the total
cost on your reported items

W I aQuTiigl ke T IEal L FYITEY PRUEIDLE TUy 2L Oy SUal uu icu 1 auennigi ka

Ml Trademark - View Documents

:

Rate: 4
Due Date: Mot Spedtied

Task :
Coord

Choosing custom fields that take a drop down list
Depending upon the number of custom drop down fields that are deguldyy 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.

[ select Al

| SNB>X 06St2¢6 Aa || aONBSyakz2i 27T eiiMaBagad G\ the cistom fieldiliake2igplOyed ds v S f
well as these fields are choosable by the members.
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‘*Eiié. Adrninistration Panel : Fields Option

Fields Accessibility
Title to use Deploy Mandatory Choosable List
For Project  project = 8

For Task Tagk =
For ‘Custom Field ' rlient =
For 'Custom Field 2 pegion =
For 'Custom Field 3 5ervice level =
For 'Custom Field 4 yark Category =

For 'Custom Field 5 ywark ID
For 'Custom Field 8 rontractor

For ‘Custom Field 7 Extra Charge

FEEEEEEE
15 T A

For 'Custom Field 8 custom Field 8

Let us take the example of the first 4 Administration Panel : My Project\Task Lists
Odza2Y RNRL) R2gYy
y20 YINJ SR W K22a

| My Project/Task Lists | Client |F‘.egiun | Service level | Work Category

Available list for 'Client'
screenshot), you would not be able to :

. . Aaron Beit
choose your own client list. Instead, al || | apql conie
the clients would show up in Outlook. Abu Hakim

Adam Smith
. . . Adrien Silva
Due to this, there is no check option tc Albert Souza
select certain clients. Alexander Buck
Alfred Cary
Andrew Miller

If it is configured to be choosable, a check option would be available on each client, allowing the neeotimarse their own
clients to work with in Outlook (see screenshot below).

.4 Administration Panel : My Project’Task Lists

| My Project/Task Lists | Client | F.egion I Service level I Work Category |

Select your list for 'Client’

w| Aaron Beit [ select Al

w'| Abel Conie

| Adam Smith P e ™ ——

| Adrien Silva -r.".'::1 "ﬂ':"-"allab_le y f"#ﬂdd ew

v| Albert Souza s clients list & . '

v Alexander Buck S - % clients directly

g o

w| Alfred Cary \"""'--.....___...--' -

w| Andrew Miller

w'| Austin Jane

Cdl D=lAdiasio Dmeim
If the administrator had granted those members with Allow members with admin-access to:
admin access to agd new va}lues of the Cl{stprr) drop dc Add their own Projects
Ww{ St Skedk optibnf Q Add their value for the Custom List fields |
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Clicking it would allow you to enter ¢
new value of the list. In this particule
case (below screenshot), a new clie
is added and saved to the Clients li
available under thelgbal settings
(under the project database)

Team TimeSheet for Outlook k!

Mew value

Enter a name far the new value for the drop-daw figld

[] select Al

Add Mew

-

=

‘Client',
Zelbo Heiss|

ThisikK2g GKS W/ tASytaQ Odzadz2zy FTASER fAad

Client Tracking | Chent

. Aaron Beit
Folder List |abel Conie
All Folders Abu Hakim

Adam Smith

2] Al Outlook Ite| 4 i, Sijua

= 4 Personal FgAlbert Souza
ﬁﬂa‘emihlﬂander Buck
T3 Chat Tra Alfred Cary
= Cmtacthndrew Miller
@ Deleted Austin lane
'-_ZI Drafts Baldwin Bevis

Barclay Basil
[ FaceBoox Y T
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6. Configuring Local Settings & Reporting Options
Team TimeShe@élient > My Local Settings

Each member can customize h@wam TimeSheds used with Outlook imays that the member find useful and informative
when working withtheir projects.

-

L3 Administration Panel : Local Settings

General | Reporting

Allow automatic synchronization of settings from the database at startup @
Show Project and Task drop-down toolbar in Exflurer wiew

Show Custom fields toolbar in Explorer view

[ Add Project to the categories field of the item when tagged
[ Add Task to the categories field of the item when Eggedg
[ Add Custom fields to the categories field of the item when T=gged ®

Add Project Color Codes to Master Category List (Only applicaﬁﬂuﬁmk 2007 and above)

Allow automatic synchronization of settings from the database at startup

@ this is enabled, at every Outlook startup, Team TimeSheet clienriraddl try to establistconnection to the global
settings list that was configured by your administrator in the Project database. And it would synchronize all tt
projects, activities, custom fields and other global settings (as defined by your administrator) with the local ce
This is helpful to automatically retrieve any new projects/activities or settings that were added by the adminis
in due course. If you are working in offline mode (i.e., disconnected from the network), synchronization is by

Show Project and\ctivity drop-down toolbars in Explorer view

@ Enable this option to show the Team TimeSheet client toolbar (Outlook 2003, 2007) or ribbon (Outlook 2010
Outlook explorer window. This toolbar/ribbon in explorer view allows you toctlréag single or multiple Outlook
items with a project or activity and publish the timesheetsltgabase

TimeSheet toolbar in Outlook 208Xplorer view
Team TimeSheet Project BBEC Tech ~ | Activity 5EQ task - I_Tl Publish

» || Z Calendar

O & Subject Project Activity Location Start
Click here to add a new ...

:E Bad to put on resumes BEEC Tech SEO task Sophia Thu 09-12-2010 8:30 PM
ﬁ Murphy's Combat Laws BEBC Tech SED task Istanbul Thu 09-12-2010 5:30 PR
%3 Your iob reauirements BBC Tech SEO task Barcelona Thu 09-12-2010 8:30 PM

TimeSheeRibbon in Outlook 2010 Explorer view
o] H 9 |-

File Home Send / Receive Folder View

Project | Xtremelab - -E E
Activity Trademark - Check Status -

— Report All Project
e Views - Item  Fields

Team TimeSheet

4 Qutlook Data File

L= Inbox
L5 Drafts [11]

=9 Sent Items
il 4 Recurrence: (none) (50 iten
fa] Deleted Iems -

] Calendar (21] i  Speak more precisely

[ I N —

(i subject
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Show Custom fields toolbar in Explorerevir

[ A1S6AEAS Ay 6H0OX SylofS GKAa 2LIiA2y (2 aK2g (KS
2010) in the Outlook explorer window. This toolbar/ribbon in explorer view allows you to directly tag single or
multiple Outlook items with @rop down value of one of the custom fields. Note that, if the administrator had n
RSLI 28SR lye 2F (KS Odzad2yY FAStRaxX GKAa (220l NJ
it.

Custom FieldRibbon in Outlook 2010 Explorer view

£l = )
0|3 v Calendar - Outlook Data File - ¢
l File [ Home Send / Receive Folder View
Project Xtremelab v L,!,} & Client Contact Baldwin Bevis v
Activity Trademark - Check Status = Region North America v
e Report All Project
&y Views ~ Item Fields Service Level L3 v
Team TimeSheet Team TimeSheet - Client Tracking
4 Qutlook Data File
-] Inbox
- [ 8| Subject Location Start End

Al Mendte M1t

Custom Field®olbar in Outlook 2007 Explorer view

: Team TimeSheet Project BEC Tech ~ Activity SEO task = | 17} Publish
Client Adrien Silva ~ | Region Morth America ~ | Service Level LS
» || & Calendar
('@ subject Project Activity Location Start
Click here to add a new ...

Bad to put on resumes  6BCTech  SEO task Sophia Thu 09-12-2010 8:30 PM
33___| Murphy's Combat Laws BBC Tech SEQ task Istanbul Thu 09-12-2010 8:30 PM
E  Your job requirements BBC Tech SEQ task Barcelona  Thu 09-12-2010 8:30 PM
63 Talking to the general BBC Tech SEO task Rome Fri 10-12-2010 8:30 PM
EE| Talking to the general BBC Tech SEQ task Sophia Fri 10-12-2010 8:30 PM

Add Project Color Codes to Outlook Master Category List

FromTeam TimeShedflanager tool, each project can be assigned a unique color frodethe supported 25
colorsinOutlookL ¥ &2dz Syt ofS (KA& 2LIWA2yT |ff GKS LINR2S
[AalQ 2F @2dzNJ hdzilf 221 @

A it atiorDaseledProioct List IEC:::”CE Ca't:”:ize N Once the projects with color
SNSRI DR ST SN EEEE ‘ : codes are imported to your
v i 2 ) Outlook, when you tag an
g Exit Clear All Categaories i
Apply ave i Outlook appointment or task
[ | BBC Tech item with a projet, the
Project Color Code || cnm Media corresponding color code wou
1 |BBCTech T RETIN be applied automatically.
2 |CNM Media Orange M |:| Colour Management Tests
3 |Colour Management Tests ||| Peach M S [] | pistributed Computing This is very helpful to give a
4 _/CRM Solution L_____f ick visual cognition as well ¢
5 |Distributed Computing velow N | [ | Exchange Maintenance quick visual cognition as well ¢
6 |Exchange Maintenance Green N Hello - World to organize your items in
7 [Hello - world | Mo color assianed. [N Outlook in a more obvious way
3 |HTML page set sanitizer M | |:| LifeMapper
g L!feMapper N | m | outiook Maintenance As this color code is deploygd
10 | Linux World centrally, all members working
11 |Network Test Bl | RNA World on projects would have same
12 NetwarkManager Web Auth N | [ | storage upgrade uniform color coding for the
13 |Dutlook Maintenance entire team
14 |RMA World B | Time Manager :
15 |Storage upgrade . Unix Revamp
16 | Time Manager
17 |Unix Revamp B | Web Portal - QUAD
18 |Web Portal - QUAD W | xtremeLab
19 |Xtremelab
20 Zets Grid B | zeta Grid
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Screenshot belowExplorer view of calendar month in Outlook 2010 with appointmtagiged with different
projects and consequently the inherited color codes.

0|9 = ellysk s | Calendar - Outlook
|m| Home send / Receive Folder View Appointment
Project CHMN Media - [& E Client Contact Michael Moore -
Activity  Collating press kits - Region Morth America -
—_ Report All Project
o Views - Fem Fialds Service Level | L6 -
Team TimeSheet Team TimeSheet - Client Tracking
4 July 2010 ¢
subo Tuwe Th Fr | ¢ >\ July - August 2010
27 28 29 30 1 2
4 5 6 7 8 9 n ton Tue Wed
11 12 13 14 15 16 Jul 18 19 20 21
18 19 20 21 22 23 'l 4 From J¥ 15 Be politically correct ; Milan; Unknown 11:01pm |
35 26 27 28 29 30 | o
12 3 456
25 26 27 28
4 |pnysical training job ; Bei 11:01pm §  EEEGTLY
[.5) Inbox ey el LS REEULL
[
[ Drafts [11] =
(=} sent Items Aug 1 2 3 4
'@ Deleted Items
4| calendar (21) v

|83 Contacts

Screenshot belowtnspecor view ofa particular appointment item i@utlook 20101 F 33SR A G K W/
project and the inherited orange color code.

HEHY9 U+ ¥ |+ Physical training job - Appointment = B 3
WG | Appointment Insert Format Text Review &3 a
Project  CHNM Media =~ L_E- Client Contact Michael Moaore -
Activity  Collating press kits Region Marth America -
eport
=2 All ProjectfFields Service Level L6 -
Team TimeSheet Team TimeSheet - Client Tracking

| Collating press kits | cn Media |
Subject: |Physica|trainingjub |
Location: |Ber|in | .

Likewise, in Outlook task foldehe items tagged with projects appears color coded in small rectangle as seen
screenslot below:

01010 | subject Categaories Project Task
Click here to add a ...

4 Project: CHM Media (2 items)

Lﬁ 9 Mew chemical warf... [J[J Red Catego... CMN Media Callating press kits
@ 10 Mew element was f... [] Collating pres... CNM Media Collating press kits

4 Project: Exchange Maintenance [3 items)

Lﬂ 11 Misunderstanding... [J[] Compact ma... Exchange Mainten... Compact mailboxes
@ ¥ 12 Equation of earnin., Q] Compact ma... Exchange Mainten... Compac mailboxes
@ 13 Chinese plane crash [[] Compact ma... Exchange Mainten... Compact mailboxes
Note:

“

a)/ 2t 2N O2RAy3 2F Gl 33SR h dzirddPddject td theHtegbiibdjfidithoRtiete
when taggedbption (5).
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b) Only works with Outlook 2007 and 2010.
Add Project to the categories field of the item whaagged
This allows for the tagged project value to be added to the categories field of the particular Outlook item. Thi
option needs to be enabled if you were to enable color coding of tagged project items in Outlook.

Tagged poject value added to the tegories field of the particular appointment item.

EH 9 U« %5 Physical training job - Appointment o = OER
File Appointment Insert Format Text Review [ a

Project  CHMN Media - l_-% Client Contact Michael Moore -

Adivity | Collating press kits Region Marth America -

= . ) ort .

[=5& All Project Fields It Service Level L6 -

Team TimeSheet Team TimeSheet- Client Tracking

Collating press kits }CMM Media |

Subject: |Phy5ica|trainingjnb |

Location: |Berlir1 | .

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 part
Outlook item.

Tagged activityvalue added to the categories field of the particular appointment item.

HEHY9 O« |- Physical training job - Appointment = = 22
File | Appointment Insert Format Text Review & a

Project  CMNM Media - L%x Client Contact Michael Moaore -

Activity Callating press kits - Region Morth America -

= ) i Report )

|=53a All Project Fields Fem Service Level | L& -

Team TimeSheet Team TimeSheet - Client Tracking

Collating press kits CHM Media |

Subject: |Ph}rsica|trainingjnb |

Location: |Berlin | -

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 Otetfook

Tagged custom fieldsdded to the categories field of the particular appointment item.

H W9 U« %5 Physical training job - Appointment = = =2
File. Appointment Insert Format Text Review A1 e
Project | CNM Media hd L% Client Contact, Michael Moaore -
Activity | Collating press kits - Regj Morth America -
& All Project Fields Vel pl6 -
Team Time5Sheet Tea%neﬁheet - Client Tracking
Michael Moare Morth America L& , Caollating press kits
CNN Media |
Subject: |Physica|trainingjnb |
Location: |Berlin | .
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Reporting Settings

Allow reporting of privatetask and appointment item
Allow reporting of recurring task and appointmentitem
[] Move reported items to subfolder (Reported Ttems") @

[] Automatically report overdue items atstartup (only applicable to defaultfolders) @
[] Automatically report task item when marked complete
[] Automatically mark task item complete after reporting @

Ask me for confirmation befare reparting --.._.___}

Don't allow multiple items reparting

[#] Lock the TimeSheet fields of the reported item

Assign empty fields with the following default values when reporting
Enable default value for Praject and Activity fields
Select a Project as its default value FEC Tech| -
Select a Activity as its default value SEQ task -
Enable default value for Client field Thomas Taylor -
Enable default value for Region field Morth America -
Enable default value for Service Level field L3 -

o Allow reporting of private task and appointment item
By default, Outlook items that marked private aeabled for reporting, just like normal items. You can prevent

private items from being reported kgisabling (urchecking}his particular option. Preventing private itenmsght
be useful to separate personal outlook items from those used for project reporting.

When reporting oprivate item is not Message Manager ]
enabled, vinen you try to reporit, you
would see a message boxonwhyi Ol —

Repairing the phone "

be reported successfully. - Problem: Private Item not allowed for reparting!

Please review the following problems with reporting the selected items:

® Allow reporting of recurring task and appointment item
By default, recurring items are enabled for reportiigpu can prevent recurring items from being reported by
disabling(UFOK SOl Ay 30 (KA A& LI NIAOdz I NJ 2 LJi A 2 y temgfdt préjecty A 3
reporting.

When reporting of recurring item is not Message Manager (=
enabled, vinen you try to reporit, you
would see a message box on whyi Ol —

Repairing the phone -

reported successfully. - Problem: Recurrence Item not allowed for reporting!

Please review the following problems with reporting the selected items:

Move reported items to subfolder A o
If this is enabled, all reported items will be moved to a subfoldened?w SLI2 NI SR Ul alaQ 2I
I LILI2 A Y (id¢épentiigiof the folder content typender the parent folder. This subfolder will be created on
every folder where reporting is perfored.

Reported Itemdrom anyTasks foldesare moved automatically to theorresponding?w S L322 NIi SR L G S
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 sames true for reported appointment items in any calendar folders.

Home 5end / Receive Folder Wiew
= All Project
e Views - Fields -
Team Time5Sheet Team Time5heet - Client Tracking
—_— = <
\-55 Journal
r
o | Motes
[ Outbox O vmin | Subject Project
() RSS Feeds Click here to add a new Task
LO Search Folders = 19 Valid identification Time Manager
8= Suggested Contacts - i’l 20 Humor relating to Irag Time Manager
=] n
4 | Tasks & 21 I'matthe wrong bank Web Portal - QL
| ] Reported Items 29| |27 | Bring s W
- Y ring some maore ammo Web Portal - QL

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, théue dateis checked against the current date and if it occurred before that, it is report
automatically to the project database.

For appointment item, thend timeis checked against the current date/time and if it occurrefbteethat, 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 itemsaigplicable tathe default calendar and task folders only.

Automatically report task item when marked complete

This option is only applicable to Outlook task item. If enabledm TimeShedtlient addin would automatically
report that particular task item when it is marked completed, providetias not been rported 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 enalblegin TimeSheé&tlient addin would
automatically mark a rept¢ed 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 e,
TimeSheetlient does not ask for confirmation. You cdrange that by enabling this option.

Teamn TimeSheet Client &ddin 3

:] Are you sure you want to report the selected item(s) to database?

ves || No |

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

52y Q0 Fft2¢ Ydf GALX S AGSYa NBLRNIAY3

By default, you can select multiple Outlook task or appointment items and report at once, to the database in
single click. But you can change this behavior by enabling this particular option. Doing so, only the first selec
item (among the selected ites) will only be reported.
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Lock theTeam TimeShedields of the reported item

By default, the tagged fields of the reported item are enabled, which mean, you can edit and change the valt
F FGSN) 8dz00S & a¥dzZA NB LR NIdXoyedithg or dhangingTprojécerelateR felfstorice iKi$ ¢
reported, you can have it disabled to make it ready.

ScreenshatLocked state of the project and custom fields drop downs in the Outlook 2010 ribbon
.EH 'ﬂ] ) = Tasks - Outlook Data File - Microsoft O

File. Home Send / Receive Folder View

- Withdraw All Project
ey Views ~ ReporgS Report#9  Fields

Team TimeSheet

Team TimeSheet - Client Trat

Locked State
of reported

4 Qutlook Data File

E ::;::; 25 Ch| ! (m|ID | Subject Project Task

=7 sent Items ad..

@ Deleted Items

ﬁ Calendar (1] Project: CH Media [3 items)

83 Contacts i"l ¥ quation of ear... [] L2, Africa, ... | CHNM Media Mailing billin
5 Journal = 9" New chemical ... [][] Red Cate... CNM Media Collating pre:
o | Notes < 10 Mew element w... [] Collating p... CNM Media Collating pre:

ScreenshatLocked state of the projeand customitlds drop downs in the Outlo@007.

: Team TimeSheet Project |RNA World || Activity | OCR Tasks P “ I:E] Update R
! Client Tracking | Client [Andrew Miller || Region [North America / -|| Service Level [L2
» || & Tasks \ /
[0/ @ ID  subject Start Date Cug Locked stated Task S

of reported
item

Click here to add a new Task

¥ 2a«oTIT ob requirements Tue 08-06-2010 Mon 25062010 World  OCR Tasks

25 Send Team Projects beta ver... Sun 15-03-2010 Wed 15-058-2010 BEC Tech Website Filling

[

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 wh
report any Outlook task arppointment item, if one or more of the project fields including the custom fields are
empty, Team TimeSheet add would automatically fill in the default value of the corresponding field to the
particular Outlook item, before reporting it tihe database

This automatic assignment of default values might be particularly useful if your administrator had marked prc
and other custom fields mandatory for reporting.
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7. Preparing timesheets with Outlook appointments or task

Once you have chosen yoown 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 dropfigmsnsnderthe Team
TimeSheet toolbars or ribbons.

.ﬂ| -j 7 |= Calendar - Qutlook Data File - Mich
File Home 5end / Receive Folder View
Project E| g =@ All Project Fields Custom List 1 -
Activity | BEC Tech #_¥ Sync Project Settings | Custom List 2 -
= ; Publish
i ey ETOIOEE Custom List 3 -
Col I t Test
F' U!'Ir anagemen. s heet Team Time5heet - Custom Fields
Distributed Computing
4 Qut| Exchange Maintenance
= LifeMapper
—| Outlook Maintenance Subject Project | Activity Location| Start End
—| RNA World Click here to add ...

=

'ﬁ Storage upgrade
1,
Time Manager

ﬁ Unix Revamp

Reward these sol... CHN ... Sending .. Istanbul Tue 12/7/2010 11:05 ... Fri 12,
Travel in a sailbo... CHM M... Sending .. Oslo Tue 12/7/2010 11:05 ... 5Sunl

[ Web Portal - QUAD A study of who ... CHM .. Sending.. New Y.. Wed 12/8/2010 11:0... Sat132
éﬁ' tremelah The angry girlfrie.. CNN ... Sending .. Mosc.. Wed 12/8/2010 11:0... Sat 12
L.E Zeta Grid Repairing the ph... CHM M... Mailing b... Milan Fri 12/10/2010 11:05 ... Fril2
ol Keep high work ... CNN ... Collating ... Dublin  Tue 12/21/2010 11:0... Wed !
= Outbox | | ﬁ 20 Investment coun.. CMNM M. Collating .. Dublin  Wed 12/22/2010 11:0... 5at12

To tag a selected appointment or task item, click the drop down control of the project or any of the custom fields agd specif
a value from the list. When you select a project, the corresponding activities for that project will be loaded into thi®warop
list of the activity control, thereby allowing you to specify a valid activity.

.E| 'j 7 | = Calendar - Qutlook Data File - Micro
File Home Send / Receive Folder View
Project  CHM Media - 1 Eﬂﬁxll Project Fields Custom List1 -
Activity IZI.-. o @Sync Project Settings = Custom List 2 -
M::-"u"iET. Sorting and tabulating results n-f.re.s-earch projecris Custom List 3 -
Sending out review copies of new books Team TimeSheet - Custom Fields

Mailing billing statements
4 Out Logging and photocopying accounts received
L: Faxing press releases
L7 Collating press kits
==

@ Deleted Items

Project | Activity Location| Start End

ﬁ Calendar (24} 4  Project: CHN Media (11 items, & unread)
53 Contads ﬁ M 11 5Speed Magazine ... CMMN M... Mailing b... MewY... Fri12/3/2010 11:00 AM Fri 12,2
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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 tatabase There are basically two modes of working with Outlook iterexploreror
Inspector.

Explorerwindow mode
= Ak ek ients | Calendar - Outlook Data File -

| File Home Send / Receive Folder View Meeting

Project BBC Tech 1 - !3 E;.d Client Conta
Activity Website Filling . - Region

EBenjamin Franklin - Lj

Europe -

- Report All Project ) Actions Op
g3l Views = § Item  Fields e L& - v
Team Time5heet 6 Team Time5Sheet - Client Tracking
>
4 » Augpst 16 - 20, 2010
16 onday |1T/uesday |1B Wednesday 19 Thursday
|9:Gﬂaf| /’ Submarine humor & fun ; Rome 10:00am
C pudding
Wi Mew York
E g @M | Unknown How to look very
- busy
- Hague
LL ECICI R ifing any plots Unknown
Barcelona
Unknown
7 0o Question and answer
Hague
2 00
Pl P
- q 0o Procrastinator's |
Projectdrop down controk lists all the Project | Colour Management Tests |T|
available projects that you have selected -
Activity | BBC Tech
from the central database. :
= Vi CHMN Media
a3 Viet

Colour Management Tests
Distributed Computing
4 Jut Outlook Maintenance

= Time Manager

L[ YpleBgvamp  f

@ Activity drop down controk lists all the available activities for the particular project selecte

@ Report Itemc After finishing

tagging project related data on th Report 1D

Outlook item(s), clicking this 0 @0/ID | Subject Activity

button would report to the project Cligkfere to add a ...

databas]?.llft:]he repo;t:r[l)gthwa;s &1 ® Chocolate pudding  BBC Tech Website Fill
c

SUCCES? L(; ! t(:] I’edp(?[l’ b a _I\INS" @ Be politically correct Colour Mana... Picking up

generated in the database wi € ﬁ Main Vice Presiden... Zeta Grid Restocking

assigned to the particular Outlool
item for reference.

All Project Fieldg, Clicking this button will popip a form thatcontains all theTeam

@ TimeSheefields that are deployed by your administrator. This provides you a central plac
manipulate the fields. Additionally, if you had opted to not show the project and custom f
drop down controls in the explorer view (froffeam TimeSheé&llient > Locabettings), you
can use this form to tag and assign values to the fields dirdatishaps, the most important
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use of this form is the ability to replicate the same tagged values to all the selected Outlc

AGSya i 2yO0S:s

& 2 Y S (i Kie yoalbawaKdvribbkrsdrog ddwla figds. y

All Project Fields

=]

Reported ID Mot Reported Yet!

Project | ggc Tech

F

Activity | 5g0 task

-
S ]

Client [Abu Hakim

o

‘Gustum Fields

Region [Eumpe

o

with drop down

Service Level [L4

lists

Work Category

o

Custom Field 5
Custom Field &
Custom Field 7

Custom Field &

b :
Custom Fields
with stafic text

Food Expense 35

Travel Expense gp

*~Custom Fields
with currency

normal Outlook views.

O
®

Views¢ This drop down menaontains the 13ream TimeSheaipecific views as well as the

Custom drop down fields The number of custom drop down fields available in the toolbat
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 depl¢@édnt,

Region and Service Level

Inspectorwindow mode

When you open an Outlook task appointment item, the inspector window peyps and it shows all

the detail information on that item.

o HH9 0« 9= Che
Likewise in explore mode, the
project and custom field toolbars File Meeting Insert Format Text Review
and ribbons are available on the Project BEC Tech T Client Contact Benjamin
inspector window. The onl . L!}
. P . y Adtivity website Filling - Region Europe
difference is the absenasf the — o Report _
Views button on the project toolbar | =& All Project Fields leme (SENICELEVEL | LG
as it is only applicable to multiple Team TimeSheet Team TimeSheet - |
items. Website Filling BBC Tech
i . . Crganizer:  Unknown
The tagging of project fields and _ :
. . Subject: Chocolate pudding
reporting to the database in
inspector mode remains the same i | Location: | Mew York
discussed earlier in the explorer | = T
mode. Start time: | Mon 8/16/2010 - | |4:30 AM -
End time: | Mon 8/16/2010 - | |7:30 AM -
Hello, this is Ron's toaster. Ron's new answering machine is in
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7.2 Tagging Recurring appointments

There are some differences in the way yoould tag recurring appointmentsom normal appointments. A recurring
appointment automatically repeaist fixed intervalse.g. every Friday or the second Monday of every manthutlook, a
recurring appointmentonsists of two portions the parentseries and the individuabccurrence

In recurring appointment, you can

- tag the parent series item
- tag individual occurrence item

In table view, a recurring appointment is showrseries, 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 setes in table view

| s | — . .
O[S9 |= Calendar - Outlook Data File - Micrc

ile Home Send / Receive Folder View
Project LifeMapper - ! — Client Contact Adam Smith A
Activity  Processing merchandise - Region South East Asia -

— Report All Project )
ay Views - Item Fields Service Level L3 -
Team TimeSheet " Team TimeSheet - Client Tracking

d_,.,.ﬂ""

Recurring appointment

0 o/ 1D always shown in series Task Start
(parent) in table view

ﬂ Piloting your plane Time Manager Entering name, addr... Mon

:ﬁ Procrastinator's Creed BEBEC Tech Wehbsite Filling Tue &

t__'4|' Question and answer LifeMapper Processing merchand... Tue 8

:ﬁ Reasons to work nights Qutlook Maintenance  Validate addins Tue &

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

B g e b e o

Open Recurring ltem

4 » August 16 - 20

'T "Question and answer " is a recurring
16 Monday 5

appointment. Do you want to open
only this occurrence or the series? P Thursdaj
19:00am 10

{i} Open this ocourrence, e

—————

- i
“ Double-clicking ™
an occumence
item

") Open the series.

[ Ok ] [ Cancel ] W

Unknown Unknown
Question and answer Question and a

4:00

5:00

6:00

7:00

&:00 Hague & | Hague

9:00

Team TimeSheatupports tagging individual occurrence item as well as the parent serieslitkewise, you can report both
individual occurrence and the parent series item as Welam TimeSheetill treat them as if they were multiple standard
appointments.

You can pen 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 tharent series item

™ B R @;n_ﬁwer -Appa@ o B R

Appointment Series Insert Format Text Review [ 9
Project LifeMapper - l} Client Contact Adam Smith -
Activity  Processing merchandise - Region South East Asia -
Report
=3 All Project Fields fem | Semvice Level L3 -
Team Timesheet | Team TimeSheet - Client Tracking |

@ Some instances of this recurring appointment conflict with other appointments on the calendar.

| Processing merchandise ” LifeMapper ” Services |
Subject: |Questi::|r1 and answer |
Locatiomn: |HEQUE | -

Recurrence: Occurs every day effective 8/17/2010 from 7:00 AM to 10:00 AM

) ) . Cal
Machine voice: Hello. This is HAL 5. You have reacheg Recuring .
number of Carey Smith. | have taken over the fun appointment opened
has been saved to disk. If you would like to leave inj as parent series item
tone.
w
Project and custom field values for the first occurrence
IE“ % “) |+ Calendar - Outlook Data File - Micro... Calendar, Tools
Home S5end / Receive Folder View Appointment Occurrence
Project BEC Tech b l} [p— Client Contact Alfred Cary - ﬁ {
Activity | SEC task - Region Africa - _
Report All Project Actions| Opt
EViews = Fem Fialds Service Level |L1 - - ;
Team Timdsheet Team TimeSheet - Client Tracking | |
LY
»
Search Calenda
LI August A - 2[]JI 2010 Search Calenda
|1? el 16 Wed In calendar view,
recurring appointment
is shown by individual
gCCurence
u
v
- Recruiting any pilots
o
LL
Telemarketers go
away
Osla

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

I ONRP&aa GKS aSNASad {23 AT &2dz 4F3 I RAFTFSNBy

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 todatabase Make sure you haveetwork comectivity tothe project databasé Y R G KSy aAyYLX & Of A 0]
odzii2y Ay GKS We¢SIY ¢AYS{KSSGQ hdzif 221 G22t06lNJ 2NJ wWAOO2Y ®

A T |~ LI FEFLEEIS| Lalenaar - UUnooK L
ﬁ Home 5end / Receive Folder WView Appointment Occurrence
Project Xtremelab - u =3 All Project Fields Client Andrew Miller -
Activity Hardware troubleshooting - +_¥ Sync Project Settings Region Marth America -
Publish
@Uiews = | Service Level L5 -
Team TimeSheet Team TimeSheet - Custom Fields
>
4 » August 16 N0, 2010 Search Cale
to gy |18 e |
2:00am Submarine humor & fun | Rome 10:00am
4:00 How to look very busy
5:00
n 6200 R 0 any p
L 1] - = o -
- 7:00 Question and answer Question and answer Question and answer
o g Hague || Hague
LL &:00
2:00

LF GKS NBLRNIAY3A gl a adz0O0SaaFdzAd s e2dz gAftft y20A0S oKl
to update or withdraw the timesheet.

[axN
[entN
A

(V)

0S|~ ' T IS RER LS|  Calendar - Quilook Data F

ﬁ Haome Send / Receive Faolder View Appointment COccurrence

Project | Xtremelab - [1 [__].,, Withdraw Report #11  Client Andrew Miller -

Activity  Hardware troubleshooting - aﬁ.ll Project Fields Region Morth America -

5 Wiews R:ppndrlel £_¥ Sync Project Settings | Service Level | LS -
Team TimeSheet Team TimeSheet - Custom Fields

>
4 b Augus‘t 16 = D, 2010 f Search Calendar |

I Recruiting any pilots ;

|clers

If you change the Outlook views to list view, you will notice
GKig GKS hdzif 221 AGSLRALG — calendar

the corresponding publisheiimesheetlDin the database [@m  Subject

Click here to add a new Appointment

11 Question and answer

15 Machine Language Check
104 New submarine Design

Mew element was found
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This is how the published timesheet #11 looks like in the database. Nlotit®utlook predefined fields angroject fields are
included in the timesheet. The total cost of the tlmesheet is also automatlcally calculated durlng the reportlng process.

— - = e — e e Lo . .- - - .a
PR R P L Rl N T L . ol S — P P

i-D Duration Locaton Subject - WF‘.EportedDate ReportedBy  ProjectValue TaskvValue ) TotalCost .ﬁ.pproued
1 11520 Milan I'm at the wrong... 12-08-2010 1:2... Campbel Web Portal - QUAD Database Serve... 1536.0000 False
P 4320 Mew York  China blames &... 12-08-2010 1:2... Campbell CMM Media Mailing billing sta... 288.0000 False
3 11520 Hague Mew governmen... 12-08-2010 1:2... Campbell ¥tremelab Trademark - Che... 2304.0000 False
4 2580 Istanbul Change your co... 12-08-2010 1:2... Campbel Time Manager Distributing payc... 192.0000 False
5 7200 Mew element wa.., 12-08-2010 1;2... Bennett Distributed Com... Compatibility tes,,, 960.0000 False
3 34560 Dublin The ifs of emplo... 12-08-2010 1:2... Bennett Time Manager Entering name, ... 2304.0000 False
7 4320 Dublin Investment cou... 12-08-2010 1:2... Bennett Exchange Maint... Compact mailboxes 283.0000 False
3 11520 Istanbul Question and an... 12-08-2010 1:2... Bennett Exchange Maint... Compact mailboxes 758.0000 False
g 4320 Rome Talking to the ge.. 12-08-2010 1:2... Bennett BBEC Tech Website Filling 1440,0000 False
10 2580 Belgrade  Filoting your plane 17-08-2010 2:3... John CMM Media Collating press kits  192,0000  False
11 a0 Hague Question and an... 26-08-2010 11:.... John ¥tremelab Hardware procu... 6.0000 False
12 a0 Hague Mew governmen... 25-08-2010 11:.... John RMA World OCR. Tasks 4.0000 False
13 1440 Istanbul Tribute to the M... 28-08-2010 12:.... Monica Zeta Grid Assisting custom... 96.0000 True
e e st ol L M MEL. NAL

AssistMyTeam SMB Solutigng/ww.assistmyteam.net




Team TimeSheet for Outlooki:

7.4 Updating and withdrawing reported timesheets

Once you have reported project deliverables and timesheets via appointment or taskfitem®©utlookto the project
database, often there might be requirement for amending some changes to the reported datéirae.Or simply, you might
need to withdraw the reportedimesheetaltogether from the project database. Thgailability ofupdating and withdrawing
of reportedtimesheetin Outlook depends on the administrative settings on Team TimeShed#lanagertool.

Updating reporteddatavia Outlook
. 2dz OFY dzLJRFGS 2NJ Y2RATE NBLERNISR RFGF RA MBOmdmdersiANRE Y h dzi f 2
update reportedimesheetoption in theTeam TimeShedfanager > Reporting Optiomanel.

"'Ei.E. Administration Panel : Reporting Options
Reporting Options

[1Fer appointments, only allow reporting from the default calendar folder
["Far tasks, only allow reporting from the default task folder

Allow members to update reported data |
Allow members to withdraw reported data

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

C2NJ SEI YLRepart#®! WRI K26y 0St.26 Ay GKS &aONBSyakzi

| +* ¥ |5 Airbus deal - Meeting £3
-ile Meeting Insert Format Text Review 9

Project BBC Tech - I 1 Client Abel Conie -
= L S|

Activity  Website Filling - Region Europe A

= ) i Update [Withdraw ]

=% All Project Fields Report #12 Report #12 | Service Level L5 -

Team TimeSheet Team TimeSheet - Client Tracking

Accessaries

Crganizer:  Unknown A
Subject: !Airbus deal

Location: Sophia .
Start time: Sat 12/4/2010 *  11:05 AM -

End time: Sun 12/12/2010 = 11:05 AM -

Drawling granny voice: Way back inna winner of fifty-two, we didn' have fanshy gadjets like
shummbody got home. Now, shum people, dey shay dey don' like 'em, but | shay it'll shave

i

This way, you can chantjee project or custom field drop down values as well as update any other Outlook fields such as
subject, location, mileage, body etc. and therstdmit again to update the existing report on the project database.

Withdrawing reported data via Outlook
[ A1S6AAST AT @& 2dzNJ AlBwideyidess to WithdradvgpdktdidieshSeftiptir iStReTedm TimeSheet

Manager > Reporting Optioq&nel, you would be able to cancel a particular repotietesheetand withdraw it from the
central databaseia Outlook.

L3 Administration Panel : Reporting Options
Reporting Options

ar appeintments, only allow reporting from the default calendar folder

CIF intments, only all ting from the default calendar fold
ar tasks, only allow reporting from the default tas er

[|For tasks, only al ting from the default task fold

Allow members to update reported data
Allow members to withdraw reported data
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If withdrawal is allowed, once you have reported an Outlook item, a new button is availableTirahe TimeSheabolbar or

ribbon. For example, below in the screenshot, you can withdraw the submiittexsheetfor this appointment by atiking the
WAGKRNI ¢ but®mnl2 NI | HQ

HEHd9 e 9| Airbus deal - Meeting £2

BNGIEN |  meeting Insert Format Text Review 9

Project BEC Tech - I\:& |'! Client Abel Conie hd

Activity Website Filling - Region Europe -

Update | Withdraw

=& All Project Fields Report #12|Report #12 || Service Level 15 -
Team TimeSheet Team TimeSheet - Client Tracking

| Accessories |

Crrganizer:  Unknown Al

Subject: |||&ir|:|us deal |

Location: |50phia .

Start time: |53t 12/472010 = |11:CI5 AR - All day event

Endtime: | Sun 12/12/2010 - | 11:05 AM -

Drawling granny voice: Way back inna winner of fifty-two, we didn' have fanshy gadjets like
shummbody got home. Now, shum people, dey shay dey don' like "em, but | shay it'll shave

-

If withdrawal was successful, the reportBohesheetis removed from the project database, and the particular Outlook item
will be again aailable for reporting. Notice the update and withdraw buttons are substRute6 & Publigts dbdzi (G 2 y @

™ R A Airbus deal - Me 22
BN | Meeting Insert Format Text Review e
Project BBC Tech - I\:& Client Abel Conie -
Activity Website Filling - Region Europe -
Publish
=3 All Project Fields Service Level L5 -
Team TimeSheet Team TimeSheet - Client Tracking

| Accessaries |

Organizer:  Unknown

AM
Subject: “&irbus deal |
Location: |5c|phia -
Start time: | Sat 12/4/2010 - | 11:05 AM - All day event
Endtime: | Sun 12/12/2010 - | 11:05 AM -

Drawling granny voice: Way back inna winner of fifty-two, we didn' have fanshy gi

shummbody got home. Mow, shum people, dey shay dey don' like 'em, but | shay
a lot.
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8. Work with Outlook Views

Outlook views are a wonderful tool to automatically sort, quickly find information and rapidigramgeOutlook itemsn any
folder. Views can also be organized to group and filteansto make a particular feature of your information obvious at first
glance.

3 —
O] 9 |-
File Home 5end / Receive Folder View
Project BEC Tech - E EAII Project Fields
Activity Website Filling " publish +_¥ Sync Project Settings
ublis
sy Views -
i Reported ID
Reported 5tate
Project and Activity :
Projec
Project o add a new A..
Aoctivity
Due Date ms, 3 unread)
Items without Project (Filtered) el's orders
Items without Activity (Filtered) 1d the police
the Marines

Items without Project and Activity (Filtered]

Reported ftems [Filterad) PITHET SeTvice

) of earnings
Unreported Items (Filtered]
hows it all
Calendar view of Reported Items (Filtered) [ .
e precisely
Calendar view of Unreported Items (Filtered) arong bank

Team TimeShegtrovides 13 special Outlook views to help you to work with your projects and deliverables in a simpler and
8P ¢KSaS OASSwad@ yRNRIJ IRRPS/MA dySseynddifeERGHneNsa: loiokt S UA+yA

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

Let us discuss some of thieam TimeSheeafpecific views.

View 1¢ Reported ID
This a table view, where @l K S NB L2 NI SR hdzif 221
Project and Activity fields are also available in the view.

AGSYa | NB

O YD Subject Project Activity

Click here to add a new Task

AssistMyTeam SMB Solutigng/ww.assistmyteam.net

;E] 1 China blames America Time Manager Distributing paychecks

& 2 Fimellanager

;2] 3 Mew element was found Zeta Grid Vacuuming and adging t..
;a 3 4 Civil War Era humar EEC Tech SEQ task

;’2] 1 5 Question and answer Hello - Warld hl-h2

;2] J B What's your excuse? EEC Tech SECQ task

i] 3 7 Change your course EEC Tech SEOQ task

;2] ¥ 8 Chinese plane crash EEC Tech SEO task

;E] 9 v Mew chemical warfare CHM Media Collating press kits

;’2] 10 Mew element was found CHM Media Collating press kits

w

F NN} y3aSR 0@

dzy A |
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View 2¢ Reported State

This is a table view, where all the Outlook items are grouped by the rapetéde i.e., if the item has been submitted to the
LINE2SOG RFEGFOFAS® wSLE2NISR AGSYa gAff 0S IANPRAzZL) dzy RSNJ W, Sac(
differentiate reported items from the unique ID value.

i) 1D Subject Project Activity Location Categories | Start
Click here to add ...

4 Repcrrted:{a items, 5 unread)

3@ 3 Be politically corr.. Colour Manage... Picking up or deli... Milan [1 Pickin... Thu 7/15/20...
:ﬁ 5 Main Vice Preside... Zeta Grid Restocking Hague Bl Rest.. Sat7/17/201...
3? 3 Humor relating to... Distributed Com... Bloggin FAQs Sun Micro ... [] Blogagi.. Sat7/17,/201...
:ﬁ 4 Speak more preci.. CNHMN Media Collating press kits Milan [] Collati... Sat 7/17/201...
:E 7 Hidden military b... Unix Revamp Patent - Check 5t... Hague B Patent... Sat 7/17/201...
3@ 3 Be politically corr... Zeta Grid Cleaning and sto... Moscow B Cleani.. Sun7/18/201..
3? 9 Reward these sol.. Time Manager Responding to re.. Frankfurt [J] Respo.. Sun 7/18/20...
3? 10 Reasons to work ... CHNMN Media Faxing press rele... Istanbul [] Faxing... Sun 7/18/201...
4 Reported:{ﬁ items, 10 unread)
3? Choose a punish... Storage upgrade Belgrade [] storag.. Mon7/49/20..
3@ Fake two dollar bi... Exchange Mainte... Madrid [] Excha.. Mon 7/19/20..
& Strange new battl.. Zeta Grid Frankfurt  [J[] Zeta .. Tue 7/20/201...
:E Physical training j... CHNN Media Collating press kits Berlin [1 Micha... Tue7/20/201..
View 3 ¢ Project and Activiy

This is a table view, where all the Outlook items are first grouped by project, and ther@uyted by activity value. This
gives you a hierarchy tree representation of all Outlook items and may prove tséfatk 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 listingotttdris
organized and summarized.

[ | 1D Subject Project Activity Categories | Start End

Click here to add a new ...

4  Project: XtremeLalbl (7 items, 1 unread)

4 Task: Hardware procurement (2 items, 1 unread)
3@ Hidden military base Xtremelab Hardware proc.. [] Hardwa... Sun 7/25/2.. Mon 7/26/...
E Painting shows it all ¥tremelab Hardware proc.. [J] Hardwa... Wed 7/28/2... Thu 7/29/2..,

4 Task: Trademark - Check Status (3 items)

3? 3 BEe politically correct X¥tremelab Trademark - Ch... [J] Cleanin... Sun7/18/2... Wed 7/21/...
3@ Strange new battles Xtremelab Trademark - Ch.., [J[] Zeta G... Tue 7/20/20... Fri 7/23/20..,
3? Merds versus jocks Xtremelab Trademark - Ch... [J] Tradema... Thu 7/29/2... Fri 7/30/20...

4 Task: Trademark - Order & Pay for Copies (2 items)
:ﬁ Commanding dumb Ktremelab Trademark - Or... [J] Tradema... Fri7/23/20... Sat7,/24/20...
3@ EBad Japanese economy  Xtremelab Trademark - Or... [J] Tradema... Wed 7/28/2... Mon 8/2/2...

Notice that, you can easily swap or change proje@ativity by dragging an item from one group or subgroup to another
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View 3 ¢ Due Date
This is a table view where the Outlook task items are grouped by the due date.

G100 |Subject | Project | Activity |Due Date  “ |% Com... | Categories

Click here to add a ne...

4 Due Date: March 26, 2010 (4 items)

= 4 eEeIIEIL T Semielprio. ootosognion IO ISRl oiis O =55
] 1 China blames America  Time Manager Distributing p... Fri3/28/2010 0% B Distribut

% ¥ Equation of earnings CHMM Media Mailing billing... Tue 3/20/2010 0% OO Red Cate

4  [Due Date: April 03, 2010 3 items)

! e I = B
E ; 2 LeicP o e B T 2 o01c ags g - 5
=ik Military Christmas Time Manager Distributing p... Thu 4/8/2010 0% B[] Distribut

View4 ¢ Items without Project(Filtered)
This is a table vieshowing only those items that are not tagged with a praject

01| Subject Project...| Activi | Status \Due Date  ~ % Complete
Click here to add a new ...
i Reward these soldiers Mot Started  Fri 4/9/2010 0%
=ik Awalking economy Mot Started  Mon 5372010 0%
o 4 Accident report details Mot Started  Mon 6,/14,/2010 0%
& ¥ Speak more precisely Mot Started  Fri 8/20/2010 0%
] Indian chief's signal Mot Started  Fri 8/27/2010 0%
o] 4  What's your excuse? Mot Started  Wed 9/8/2010 0%

View5 ¢ Calendar view of reported items (Filtered)
This is a special calendar view showing only reported items in that particular task or calendar folder.

¢ » July - August 2010 [search Calendar (Ctri<E)

Sunday Monday Tuesday Wednesday Thursday Friday

- 11:01pm Be politically correct ; Milan; Ur
(=

-

I=-

™ Be politically correct ; Milan; Unknown

[=u)

E— v v v v o v

11:01pm Painting shows it: 11:01pm 11:01 pm Flying near Ath
w» k4 b b

Flying near Athens ; Berlin; Unknown 11:01pm

w

W
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9. My TimeSheet Summary Report s
Team TimeShe@lient>My TimeSheeSummary Reports

With Summary Reports, you can get@anyoursubmitted deliverables, timesheets and aggregate hours and expenses for the
selected periodlt comeshandy to keep track of current budget deficit and work done, and plan and forecast requirements
for resources anavork hoursfor remaining part of the projects

You cargenerate summarized and aggregate reports on submitted timesheets based on diffemenihtervals suclas

today, this week, this month, last month efny predefined Outlook, uselefined and project specific fields can be chosen
for inclusion into the reports. Aggregated and summarized reports can then be exported to Excel, TextHIMIL areb
page or printed for sharing and easy distributibf©TEY ou will be able to get timesheatserview for all members if your
FRYAYAAdNF G2 N KI Alow3ngrhbars v@tRadiinicessad vigvk uyima#y Reports on all repditedsheets
(for allmembers) dzydar8 NiheShedlanager > Access Control. Otherwigeu will be able to only get overview for
thosetimesheetsthat you had reported.

= | Summary Reports

File 9

Select a Time Perio ,J""@ Date Range... Filter by {Dpﬁnnal}f,@
[Date Range... '] 29 December 2010 [Elv To 02 January 2011 [El- [Prnjer_t ']

[ Generate Report | EH xR v E=E=SEcEE—EHRS

4

A R Blad\a'—v 1]

Select reported items type B 7 U Font ~ Size 1(&pt)
[Appointﬂents - -
Select fields to be included REPOI’t ® :

Mileage - Generated by : John K
Mo Aging Time : 05-01-2011 1:33 PM

Crdinal
Owner
Cwnership
Role Reported TimeSheets| : Date Range...[02-12-2010 to 02-01-2011] - 15 it
Sensitivity
Start Date
Status
v| Subject
Team Task
Total Work N CHM N -
Body 23 | Repairing the phone Media Mailing biling statements 50.00 200.00
v|Reported By

v|Reported Date 24 | New officer efficiency H;P;E g?';g'&gb%%tksrewe"“ copies
Last Reported Date

Subject Project  Activity Egggnse Eﬁg

m

12.00 34.00

v| Project Bad to put on CHMM Sending out review copies
7 Task 25 m.-...mE B n i af nn..:;ll-..-..-.b.- g 12.00 23.00

| Total Cost 1 ul

Select a time periodrom the drop down list for which a summary report is to be generatée. fdllowing periods
are available for selection:

Today The last optioriDate Range'.allows for useselection of
Yesterday start and end date

) Date Range
This Week [T-08-2010 | 1o [14-08-2010 -
Last Week \
This Month W ) August2010 "]

3 = = = = d

;i:-;t:(/lomh N2 27 28 29 30 ;1 1| T

is Year B 2 3 4 5 8§ 7 SE] 2{10pt) -
Last Year —1 9 1 11 12 13 ¢ 15
Date Range.. 5 17 18 19 20 21 22
Note: When using current intervals such as this week, thi: 23 294 25 %5 2_? 28 zq'a
month, this year etc., it would not take into account the 30 31 1 2 3 4 3
remaining days required for completing that interval (say, < aToday: ,14'05'1“1“

week, month) from the current day.
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@ Filter By(Optional)¢You can filter the summary report to be generated by applying a specific search criteria.

Filter by Project
Filter by (Optional)

Filter by Member
Filter by {(Optional)

[Prn]ect T] h [Member "] [ ']
WYSIWYG -|-|'|'ML CNN Media WYSTWYG Eregcl:fstt I
- Colour Management Tests
= A # 53 @ Distributed Computing = Jd # E3 @ colombo I
_ Exchange Maintenance Davis
B 7 U |l HTML page set sanitizer B I U |aral De Jong
LifeMapper - Diaz ~
Linux World Durand
Metwork Test Eder
MetworkManager Web Authentication Fenech E
Outlook Maintenance Fischer
RMA World Gargia
Storage upgrade Gomez
Tirne Manager Haas
Unix Revamp Hagen
Web Portal - QUAD Hill —

¥tremelLab
Feta Grid

Hnfar

@ Select reported items type; This gives you a choice of the item type that will be included in the report. You ca
choose to only includappointmentsor tasksor both. The fields available to be included into the report, depend

on the selected item type.

The following table givegou 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 CreationTime
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 Fiel®
Body Total Work Custom Field 7
Reported By Body Custom Field'8

Reported Date
Project

Activity

Total Cost
Custom Field 1
Custom Field 2
Custom Fiel®’
Custom Field
Custom Field&’

Reported By
Reported Date
Project

Activity

Total Cost
Custom Field 1
Custom Field 2
Custom Field 3
Custom Field 4

Custom Field 9
Custom Field 10
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Custom Fiel® Custom Field 5
Custom Field” Custom Field 6
Custom Fiel® Custom Field 7
Custom Fiel® Custom Field 8
Custom Field0 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 téslcustom
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 t
automatically remembers your choice of fields in subsequent reporting. For a list of available fields for inclusi
the report, refer to point 3 (above).

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

Report

Generated by : John K
Time : 05-01-2011 1:33 PM

Reported TimeSheets| : Date Range...[02-12-2010 to 02-01-2011] - 15 items

. . L Food Travel Total
Subject Project  Activity Expense Expense Cost
23 Repairng the phone || Maiing biling statements 50.00 200.00 384.00
24 New officer effidency |t ﬁg:‘fg‘g‘uigt review copies of |5 5 34.00 480.00
25 | Bad to put on resumes |t ﬁg?fﬁ'ﬂfgt review copies of |5 o, 23.00 384.00
26 | Stop being late to work | ﬁg:‘fg‘g‘uigt review copies of |, 12.00 480.00
27 | Tribute to the Marines |t ﬁg?fﬁ'ﬂfgt review copies of | 54 oy 30.00 96.00
) ) CMM i .
28 Daddy is going to war Media Coliating press kits 6.00 0.00 192.00
- CMM i .
29 | Fishing on the ke Media Collating press kits 6.00 Q.00 192.00
CMM i .
30 | How you made money Media Coliating press kits 6.00 0.00 288.00
’ CMM i .
31 | Question and answer Media Collating press kits 6.00 Q.00 288.00
Review Transcript - Larry  CHMN )
41 Live Media Faxing press releases 6.00 7.00 192.00
) CMM )
42 | Correspondent Review Media Faxing press releases 6.00 7.00 288.00
43 | Bank customer service | a1 | Maing biling statements 3.00 4.00 288.00
o CMM . -
44 | Fishing on the ke Media Mailing biling statements 3.00 4.00 288.00
. CMMN . e
45 | Chocolate pudding Mediz Mailing biling staternents 3.00 4.00 384.00
) CMM . -
46 | Speak more precisely Media Mailing biling statements 3.00 4.00 480.00
195.00 365.00 4704.00

Printthe currentreport-2 KSy @& 2dz Of AO1 Wt NAYy (i Q> @& 2 dz (dirfildztoRne dised
by Internet Explorer browser). Within that dialog, you would be able to customize the print settings.
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=l Summary Reports

e |

| Export To Excel C
Export To Text -
Export To XML
Export To HTML

Append To Existing Text File

Team TimeSheet for Outlook e

Save the current report to fileg You can save the report to an Excel Spreadsheet (*.XLS), Text file (*. TXT), XM
file (*. XML or to a web page file (*.HTM) for sharing and future.use

B
Append To Existing HTML File
—— 1 |
O\ d9-C ¥ Reports_12-02-2010_te_01
2
—/I Home Insert Page Layout Formulas Data Review View Developer
= Cut T S
J & Cu Tahoma il [ A A= §||r§"/'*| ;WrapText General
Past ~ copy S A E & c g st
dsie L 3 - - w g g % ;E ;E -, - i - [} . -
= f Format Painter | I A | |[|E| = =||iE i5|| 5 Merge & Center - || |BD - % 0 || %0 5
Clipboard i Font P Alignment ] Mumber
c20 -( I |
A B C D E F G H I
i ID End Date Start Date Subject Project Activity Food Expense Travel Expense Total Cost
2 23 21-12-20108:30 17-12-2010 8:30 +Repairing the phon CNMN Media  Mailing billing statenS0.00 200,00 84,00
3 ™4  11-12-2010 8:30 08-12-2010 8:30 J New officer effider CNN Media  Sending out review "12,00 B4.00 "480.00
24 "5 11-12-20108:30 07-12-2010 8:30 /Bad to put on resur CNN Media  Sending out review 2,00 3,00 84,00
5 26 22-12-20108:30 17-12-2010 8:30 4+ Stop being late to v CNN Media  Sending out review 23,00 2,00 350,00
g 27 19-12-20108:30 13-12-2010 8:30 s Tribute to the Marir CNN Media  Sending out review "50,00 B0.00 56,00
7 f28  11-09-2010 7:37 09-09-2010 7:37 s Daddy i going to w CNN Media  Collating press kits .00 500 92,00
g "9 11-09-2010 7:37 09-09-2010 7:37 sFiching on the lake CNM Media  Collating press kits 5,00 500 92,00
g @0 12-09-2010 7:37 09-09-2010 7:37 +How you made mor CNM Media  Collating press kits .00 500 288,00
10 31 12-09-2010 7:37 09-09-2010 7:37 ) Question and anew CNM Media  Collating press kits '6.00 500 288,00
11 ¥1  04-10-2010 7:37 02-10-2010 7:37 Review Transcript - CNM Media  Faxing press releas's. 00 .00 92,00
12 @2  05-10-2010 7:37 02-10-2010 7:37 / Correspondent Rey CNM Media  Faxing press releas's. 00 .00 288,00
12 ¥3  05-10-2010 7:37 02-10-2010 7:37 / Bank customer sery CNM Media  Mailing biling staten™.00 .00 288,00
14 @4  05-10-2010 7:37 02-10-2010 7:37 i Fiching on the lake CNM Media  Mailing biling staten™.00 .00 288,00
15 @5 06-10-2010 7:37 02-10-2010 7:37 4 Chocolate pudding CMM Media  Mailing biling staten™.00 .00 84,00
15 @5 07-10-2010 7:37 02-10-2010 7:37 4 Speak more precise CNM Media  Mailing biling staten™.00 .00 350,00
17 195 365 4,704.00

ScreenshotExported to an Excel Spreadshidet

<?xml version="1.0" encoding="UTF-8" ?>
- <Reportsz
- <TimeSheet>
<ID=23</ID=

«End_x0020_Date>=21-12-2010 8:30 AM</End_x0020_Datex=
<Start_x0020_Date=17-12-2010 8:30 AM</Start_x0020_Date=

<Subject:=Repairing the phone</Subject:>
<Project=CNN Media </Project:
<Activity =Mailing billing statements </Activity >

=Food_x0020_Expen_x0020_E=50.00</Food_x0020_Expen_x0020_E>
<Travel_x0020_Expen_x0020_E=200.00</Travel_x0020_Expen_x0020_E=

<Total_x0020_Cost=384.00=/Total_x0020_Cost=
</TimeSheet=
- <TimeSheeat=
<ID=24</ID=

ScreenshotExported to an XML data file
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File Edit Format WYiew Help
iD End Date Start Date Subject Project Activity Food Expense
23 21-12-2010 8:30 aMm 17-12-2010 8:30 am Repairing the phone CNN
24 11-12-2010 8:30 aMm 06-12-2010 8:30 aMm New officer efficiency CNN W
25 11-12-2010 8&:30 aMm 07-12-2010 8:30 AaMm Bad to put on resumes CMNN M
26 22-12-2010 8:30 aMm 17-12-2010 8:30 aMm StDE being late to work
27 19-12-2010 8:30 AM 18-12-2010 8:30 AM Tribute to the Marines CNN M
28 11-09-2010 7:37 aMm 09-09-2010 7:37 AM Daddy 15 going to war  CNN b
29 11-09-2010 7:37 aMm 09-09-2010 7:37 AM Fishing on the Take CNN
30 12-09-2010 7:37 am 09-09-2010 7:37 AM How you made money CNN M
31 12-09-2010 7:37 AM 09-09-2010 7:37 am guestion and answer CMN M
41 04-10-2010 7:37 AM 02-10-2010 7:37 AM Review Transcript - Larry Liu
42 05-10-2010 7:37 AaM 02-10-2010 7:37 AaM Correspondent Review CMN M
43 05-10-2010 7:37 AM 02-10-2010 7:37 AM Bank customer service CHNN
44 05-10-2010 7:37 aM 02-10-2010 7:37 aMm Fishing on the Take CNN M
45 06-10-2010 7:37 AM 02-10-2010 7:37 AM Chocolate pudding CNN I
46 07-10-2010 7:37 AM 02-10-2010 7:37 AM Speak more precisely CNN
195.00 365.00 4,704.00|
ScreenshotExportedo a Texfiile (notice the exported columns are separated by tab)
& C\Users | D esktop\ HTML_Export.htrn - Windows Internet Explorer
O O = |g C:\Users I D esktop\ HTML_Export.htm
File Edit View Favorites Tools Help
¢ Favorites | & C\Users\JID esktop\ HTML_Export.htm | |
A B C D E F G
1 D Subject Project Activity Food Expense Travel Expense Total Cost
3 3 Repairing the phone  [CHN Mediz  |Mailing billing statements S0.00 200,00 384,00
4 4 Mew officer efficiency  JCMN Media  [Sending out review copies of new books|12.00 34,00 4E0.00
5 25 Bad to put on resumes [CHNN Media  [Sending out review copies of new b-n-uk5|12.DD 23.00 354,00
6 26 Stop being late to work [CNN Media  [Sending out review copies of new bmkﬁlB.Dﬂ 12,00 HE0.00
7 7 Tribute to the Marines [CNN Media  [Sending out review copies of new books|50.00 30,00 96,00
a = Daddy is going to war [CHNN Mediza  |Collsting press kits .00 5,00 152,00
9 29 Fishing on the lake CHNN Mediza  [Collsting press kits .00 .00 192,00
10 30 How you made money [CHNN Media  [Collsting press kits 600 500 288,00
11 3 Question and answer  [CNN Madiz  |Collsting press kits .00 5,00 ZEE.00
py Review Transcript - oy Madia  Faxing press relesses .00 7.00 152.00
Larry Live
22 4z Correspondent Review [CNN Mediaz  |Faxing press releases .00 7,00 288,00
23 43 Bank customer service [CHMN Media  |Mailing biling statements 3.00 4,00 288,00
24 44 Fishing on the lzke CNMN Mediz  [Maziling billing statements 3.00 4.00 ZEE.00
25 45 Chorcolaste pudding CHNN Mediz  |Mailing billing statements 3.00 .00 384,00
26 48 Spesk more precisely [CHN Mediz  |Mailing biling statements 3.00 4,00 480,00
27 195.00 365.00 4,704.00

ScreenshotExportedto a Web Pagéile(HTML)

Optionally, you can also append the report/statistical data to an existing TEXT or HTML file.

AssistMyTeam SMB Solutigng/ww.assistmyteam.net

37



Team TimeSheet for Outlook et

10. My TimeSheet OLAP Statistics
Team TimeShe@&lient>My TimeSheeDLARStatistics

With the integratedOnline Line Analytical Processing (OLAP) yool,can analyze your submitted timesheets and other

project deliverablesn multidimensional viewio extract criticd information and intelligenceThe tool supports the ability to
explore large complex dat&ts 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 enadledihilbw medbers
with adminaccess to vieWDLAP Statistiasn all reportedimesheetgfor all members)  dzydars NiheShedtlanager >
Access Control. Otherwise, you will be able to only get statistics for thmesheetsthat you had reported.

9.1 The User Interface

::::? l@tﬂtiﬂiu ?. Eeportin-g - (Total Cost per Project per Member) E'@

File  Views

14/ Predefined Views... [1&/ Open View.. [ | & Reset Chart/Grid | 57 Sync Chart/Grid

[ gol Measures -
ﬁ Creation Time

ﬁ Date Completed ‘
ﬁ Date Due E_
ﬁ Last Modification Time

-l Last Reported Date

ﬁ Projects Reported By T L"ﬂﬂlﬁ J Columns area
#-{ef Reported Date

w-{gf Start Date @ EH-B- 33 5| D & i - | -

H ’;ﬂgﬁ::g By - | | Reporied By ¥ | Campbell Bennett De Jong Fischer Total
.| |Project b 4
Xtremelab £11.00 £11.40 £10.00 3240
Tasks per Project T — : _
Distributed Computing s7.07 513 427 51147
Rows area @ CHNN Media £53 473 §1.67 5280 21013
BEC Tech 8767 £22.33 &24.00 554 00
o | Outlook Maintenance £.28 §33
RNA world
LTcrtaI Cost : J .H ol 450 2450
Unix Revamp 585 £85
Values @ Zeta Grid 54 50 $450
Total £19.00 £24 32 83277 84215 £118.23

This statistical tool presents an edsyuse interface for operating an OLARce. The basic data is displayed in the working
area. The environment tools for managing the content and characteristics of the slice are placed motipapels. 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 wit
the mouse. This will highlight all the possible locations where it can be dropped. You can detach a patied f@mponent;

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,
1 Set as autéidden panels;

= =4

Used as float windows.
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The Fi& menu
The file menu consists of the following commands:

File | Views

N
Open Offline Cube from file w

Open a Pre-Defined ‘-fiew...@
Open Report View from File @

[ Save Report View As... @

Save to Offline Cube (Uncompressed)
Save to Offline Cube (Compressed) Cf)

CIDSEC!JI:IE@
Exit
™" T~ Eninn T —

a) Open Offline Cube from file While generating a live cube frothe 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 gent
and saved to your local folder using this utility. An offline cube file has the extendiog ¥ F  Jand ¢
can be either in compressed or uncprassed format. An offline cube gives the same functionality a
that of a live cube (which is generated from {hi®ject/timesheet databasat real time), except that
the data in the offline cube is only current to the time the cube was saved to filepfvigles the
flexibility to continue analyzing the cube and writing reports etc, while you are on the move.

b) Open a Predefined ViewMore than 30 views specifically designed for Team TimeSheet are incluc
{AYLX & aStSOi | @A Sdickloyad the statisiidal anafyssslof gt repakt) the 2
result will be displayed in the Grid or Chart (depending on the current active view).

Pre-defined Views

Select a pre-defined view to load * ’ Load ]

= Average Cost per Member

= Average Cost per Project ’
i Average Cost per Project and Member
= Average Time per Member

= Average Time per Project

< Average Time per Project and Member

Cancel ]

m

=i Ttems Count by Member

=i Ttems Count by Project

=i Items Count by Project and Member
i Items Count by Approver

=i Items Count by Approver and Member
=i Items Count by Approver and Project
=i Iteme Count by Reported Date

=i Iteme Count by Start Date

=i Maximum Cost per Member

=i Maximum Cost per Project

=i Maximum Cost per Project and Member

=i Maximum Time per Member

= Maximum Time per Project

=i Maximurm Time per Project and Member -

C) Open report view from file- Once a particular snapshot of the statistics is achieved, you may want
save it for future reference or share it among your team members. A report view is the current sta
the statistics in the Grid/Chart working area, with specific member fields on the pivot panels (Row
Column areas) and measure fields in the values.alt has a file extensidgH® 2 | LINB LJ2 NJi ¢
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Open @
Look in: |@0|'ﬂine cubes V| QT = E-
Ty Orders.offlinecube
i 2} Drders_DeEiIs.oFﬁinembe
My Recent
Documents
?-":
@
Deslktop
My Documents
My Computer
File name: | V| I Open ]
My Netwok  Files of type: | Offiine Cube file [* offinecube) v| | cancal |
d) Save report view aslf you want to share a report view with others, you can simply save the currer

report (state of the statistics along with the pivot details) to a file folder of your chaioald be a
network folder also

Save As @
Savein: |bMyHeport5 V| 0 ? » '
i Order quantity per Customer and City.olapreport
i EB Quantity in stock per Supplier.olapreport
My Recent Region Wise Sales Report.olapreport
Documents Sales per Company. olapreport
?[: 'I'|n1e|ine forTotal Sales.olapreport
Desktop
My Documents
My Computer
‘g File name: Stock per Product A | [ Save l
My Metworlk Save as type: |OLAF‘ Report View (" olapreport) w | [ Cancel ]
e) Save to offline Cube Once you have loaded a live cube from tfetabase 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 networlOffline cube can be saved in compressed or uncompressed format
former option will enable you to reduce the file size considerably.

f) Same asg. (above)

0) 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.
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