Team TimeSheet for
Outlook

Help document for administrators

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 projedt®m Outlook to Database
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Team TimeSheet for Outlook

Team TimeShedtom Outlook

Tracktask,time, mileage and expenger project management, billing andagroll purposewith Microsoft Outlook

This is an elaborate help documentation that wilideyou how to workwith the management module dfeam
TimeSheetor Outlook For a quick overview, refer to ourdeo demonstratioravailable on the product website.
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1. Introduction

Team TimeSheet for Outloikareporting solutionfor a team of any size to work, plan and execute project related activities
and timesheets in Microsoft Outlo@ndpublish to a central databasé leverages the familiar Outlook calendar and task
interfaceto track time andexpensegowards projects, kients or any entity your business requires. And let you measure
attendance, payroll, cost estimatiownr billing for accounting purposes. Due to the seamless integration aitmaet

collection in Outlook and your network databaseser adoption isnaximizd, yet training time and costs are minimized, and

most importantly, reporting process of work done and expense is streamlined for all employees, resulting in a highly scalable
solution for the organization.

| = [ =
| = Calendar
Home Send / Receive Folder View
Project BBC Tech - l | & Withdraw Report #11  Client Andrew Miller -
Activity SEO task - d f‘;AII Project Fields Region Marth America -
= Update
a3 Views - Report #11 A_¥ Sync Project Settings | Service Level LS T || ap
Team Time5Sheet Team TimeSheet - Client Tracking
4 Jutlook Data File
sl
=] Inbox
j Drafts [4] Cifm| 1D Subject Project Activity Location Start
LL ra
= Sent Items Click here to add a new A...
'-'_E' Deleted Items
:ﬁ Calendar (25] 4 Project: BEC Tech (9 items, 1 unread)
0
&5 Contacts N:ﬁ 11 EBrag about old times EEC Tech SEO task Mew York Fri12/3,2C
53 Journal = f‘ﬂ 12 An inferiority complex BEC Tech Website Filling Sophia Sat 12/4/2
[ ﬂl Junk E-mail :ﬁ 13 Mew officer efficiency BEBC Tech Website Filling EBelgrade Sun 12/5/:
| Notes _:ﬁ 14 Bad to put on resumes BEC Tech Website Filling  Berlin Maon 12/
= Cutbox ? 15 Chinese learned this BBC Tech SED task Milan Fri 12/10/.
LE] R55 Feeds :ﬁ Repairing the phone BBC Tech SEQ task Milan Fri 12/10/z
L& Search Folders g3 Equation of earnings BEC Tech SEC task Milan Sat1211/
&= Suggested Con f‘ﬂ Mew weapon Chicken BB Tech SED task EBelgrade Sun 12712
i’i Tasks E Merds versus jocks BBC Tech SEQ task Milan Mon 1271z
» [ TeamKE3
4 AssistMyTeam Suppc 4 Project: CNN Media (8 items, & unread)
| Inbox (35} E 16 Mew element was found CHMM Media Sending out re... BMW Maon 12/
(7| Drafts ' gﬁ 17 Reward these soldiers CHNN Media S5ending out re... Istanbul Tue 12/7/.

Purpose of this addn

Microsoft Outlook, ints original state, lacks a direct and an efficient solution to track time, expense for payroll and billing
purposes. However, there are workers who indulge themselves in some form of timesheet tracking (and often crudely)
through capturing the time and o#r data from appointments and tasks in Outlcahkd feeding to an external data source
manually.

With Team TimeSheet, these processes are streamlined and automated so that administrator specified projects, activities and

other related metadata are availéddl 2y S@OSNE 62N] SND& hdzif 221® 2AGK G4KS&S LINE.
workplace, individual team member can track, measure work done and prepare timesheets for projects from the comfort of
Outlook. Once timesheet in appointments or taske prepared in Outlook, member can publistatoetwork databaseNith

the inbuilt Summary Reports or OLAP Statistical tools (or withgaBy reporting solution)Managers can then use these

submitted timesheets for calculating expenses, payrobiling on projects, clients and resources among others.

Leverage Outlookor team reporting

Leveraging the familiar workflow of Outlook appointments and tasks, Team TimeSheet simplifies timesheet creation,
submission and tracking. Besides, it also offeamagers and administrators greater control throughout the time reporting
process. With the assurance that team members are reporting through Outlook that promotes accurate, consistent time
reporting, managers can leverage precisetaqglate budget and tling reports for project estimation and budgeting.
Designed to provide a fast return on investment, proven and scalable capabilities make Team Tiraashestfor
organizations that require an enterprise time and billing management solution.

AssistMyTeam SMB Solutigng/ww.assistmyteam.net




Team TimeSheet for Outlook s

What arethe advantages?

LA L8

€ & L 44

LA s

Les &

L L

Seamless integratiomvith Outlook

Prepare timesheetim Outlook calendaror task

Publish timesheets oa network database

Record timeandexpensesagainst configured projects and activities.

Support for revision of timeshegieriodically over time.

Supportcolor codingof tagged Outlook items

Access Contrahodule for controlling which project fields are deployed, how individual member interact and rep
in Outlook, which members have access to administrative tools andyifatesallowed to add their own projects anc
activities.

Enforceproject timeline (i.e., start, end date and due date) in tagged appointment and task items in Outlook.
Keep vital project information fully up to date among the members.

Streamline the timeséet collection and reporting techniques via Outlook for all members weatttralized
administration control panel.

Setreporting rulesand guidelines for members, such as minimum work hours, mandatory fields and valid proje:
codes

Offline support- membeas can continue on timesheet entry in Outlook, and only repodatabasevhen connected
to the network

DeployCustom Field$or measuring additional project deliverables

IntegratedOLAP reporting toolvith more than 30 predefined reports available

As he database is open, you can usérty reporting solution to generate statistics, reports etc.

Supports Office 201,Ribbon Backstage Vievand context menu

Included are project speciffoutlook viewsthat bring sense to your timesheets

Because it ibased on Outlook, Team TimeSheet can be deployed rapidly throughout your organizatibigtvith
scalability.

And by presenting users with the Outlook user interface they're already familiar with, training time and costs al
greatly minimized.

Realtime graphical reports provide immediate insight into productivity

Automatede-mail notificationsto prompt timesheet submission and other events

Replace paper based timesheet entry and disparate IT systems to avoid data falling into the cracks and informr
loss.

Groupware solution simpleManagerialand Client install.

Reduces time misappropriation
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2. Requirements

Team TimeSheé available right inside your Outlook unlike any other stand alone application and webgragsd 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 inseshmg

TimeSheefor Outlook

Windows \&rsion Windows 2000, Windows XP, Windows Vista or Windows 7. Both 32 and 64 bit OS ar
supported.
Outlook Version Outlook 2010, Outlook 2007 or Outlook 2003 (SP2 or abdean TimeSheetperates

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

Database SQL Server 2005/2007 (any editions), Microsoft Access

Others Microsoft .NET Framework 2.0
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3. Installation

Team TimeSheet for Outlodka groupware solution and consists of two pantsanagerial instalandclient install. The
managerial install is for project managers and administrators who would setup, configure projects and activities,ngaid mai
drop down lists, templates, reporting settingsametwork databasethat is accessible to all the team members.

The client install is for individual team member that provides aniaddterface in Outlook to allow preparing their
timesheets in appintment or tasktems, and then publishing to this network databasgository.

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

The downloaded zip fileleamTimeBeetSetups.zip) contains 3 files

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

TeamTimeShedllientSetup.exe This install is meant fandividualteam 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).

It is recommended that you place the client setup filEsgmTimeShedlientSetup.exeandVersioninfo.txf) on a shared
network folder, such tat allteam membersan have access to it, and ease the installation and upgrade process.

Managerial Installation
The managerial installatidmas to be performed by thadministrator and configured to use a databdsore the client tool
is installed on every S Y 6 $ysiora Step by step procedure is given below:

-

Team TimeSheet Manager - InstallShield Wizard ==

Welcome to Team TimeSheet Manager

This Wizard will install Team Timesheet Manager
on your computer. To continue, dick Mext.

Microsofr . This product requires Microsoft \MET
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 M5

T = j Outlook version installed:
‘l Cutook 2003 SP2, Outlook 2007, Outlook
. /e 2010
/B

MOTE: If Qutaok is already running, it is recommended
that you shut it down before continuing with this

TIEEI m installation
Tlml_els-!?e_et < Back [ Mext = ] [ Cancel ]

Step 1.Run theTeanTimeShedflanagerSetup.ext 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 thegséis to install an Outlook adnl.
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Team TimeSheet Manager - InstallShield Wizard [5m]

Customer Information

Please enter your information.

User Mame:

Johin Mash
Company Mame:

AMT

Install this application for:

@ Anyone who uses this computer (2l users)

(7 Only for me {John Mash)

[ < 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 for yourself (current user).

Team TimeSheet Manager - InstallShield Wizard (5]

Choose Destination Location
Select folder where setup will install files,

Setup will install Team TimeSheet Manager in the following folder,

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

Destination Folder

C:\... \assistMyTeam{Team TimeSheet Manager),

= Back ][ Mext = ][ Cancel ]

Step3. Select the appropriate destination t@r 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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Setup is in progress Team TimeSheet

Please wait... Click ‘Cancel to exit the current setup 1ime, Task and Expense Reporting from Cutlook

The Installshield Wizard is installing Team TimeSheet Manager

Writing system registry values

| nztallS hield

Step4. Once you have verified the prews steps, clicklextto continue the files extraction. It may take a few minutes to
complete the whole copying process

Team TimeSheet Manager - InstallShield Wizard
Installation Wizard Completed.
The installation wizard has successfully installed all
the application files of Team TimesSheet Manager
for Outlook,
TimeSheet
Tirrwe, Teesk and Expensa Reporting from Outinok | « Back " Finish ] | Cancel |

Step5. Click'Finish'to proceed to themanageriakonfiguration in Microsoft Outlook. This ends the files installation process in
your system.
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4. Configuring TimeSheet D atabase

If you have just installed thEeam TimeSheet I Yy} ASNA I f G223 @2dz gAftf 3IASH G2 ass
start Outlook. Alternatively, you can invoke this dialog box flBeam TimeSheet I ' I 3 Brdjdat Data Souramenu,in

case of Outlook 2003 or 2007. If you are on Outlook 2010, you can get to this frdradkstage File Feam TimeSheet

Manager> Project Data Sourdautton.

Using Access database
If you choose Access, the databag# need to be placed on a shared network folder such thatrallect workershave access
to the network folder.

Database Settings

Database Type | Microsoft Access -

savein Y\ AMTServer\ReportingDB),

Browse

When you specify the location where the MDB file is to be created, make sure you choose a UNG. path (
\\AMTServaiReporting DBinsteal of a mapped one because, a mapped drive might only be accessible to you. One
important consideration with having a network Access database is the write permission on the folder and the MDB file itself.
Make sure, the shared folder ¢ine MDB file is no© 2 y ¥ A EakyBt Réthierwise workers may not abléo report

timesheets and other project deliverables successfully to the database

SQL Server database
Another database option is the SQL server. This is a recommended optaun hidiye a large numds of members working on
projects and timesheets reporting from Outlgaks it gives a better performance.

*E?&'}Administration Panel : Database Settings ¥
Database Settings i
Database TYDE | pjicrosoft SOL Server - L

d

SErVEr AMTServer I

Database Test i

UserMame !

S {

Password Continue }

Use Integrated Security ;

T R B e Al i - e AR B et "'-.-...-',—H' ====== -

For SQL server, the server name is mandatory. The Database name is optional. If it is lefaeraptyglatabase with the

Y I Y BeandTimeShest . \$ould be created. If your SQL server is configured to use windows authentication (NFférM),
@2dz OFy OKSO1l UKS opiidndo$t WinddnS MandgthsicredetidisimNdcdess the resources on the SQL
server.
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5. Managerial Settings

The Team TimeSheet Managerial tool provides a central panel that allows administrator to customize the contents of all
project dropdown boxes, templates for outgoing emails, notification options, custom fields etc. Project data and managerial
settings arestoredon a network databaseaccessible to all members of the organization.

TheTeam TimeSheahenu serves as the gateway for launching most of the functionalities and tools availdlelenm
TimeSheewith Outlook. In Outlook 2010, you would find theam TimeShedWlanager menu in the backstage file button, as
shown below.

Team TimeSheet Managé€backstage view of Outlook 2010) Team TimeSheet Manager Mer{in Outlook 2007)
File Home Send / Receive Folder View Tearn TimeSheet Manager i
13 Project Data Source
Managerial Settings “f+  Search TimeSheet Data
e Configure Team TimeSheet drop-dow Gfh TimeSheet OLAP Statistics
Info seftings [ TimeSheet Summary Reports
‘?it?? Database Settings " Audit Manager
Open
8 Team Members List $2 Team Members
Print oroects Lic [2 Project List
5 ProjectsLis [ Activity List
Help P} TasksList Client List
. |£] Region List
Team TimeSheet = g  Custom Field1 List [E] Reg
Manager ™ Service Level List
2 Options |2 Custom Field 2 List Custom Field 4 List
& et [g Custom Field3 List %3 Fields Option
@ Access Control
|§ Custom Field 4 List i Rt
E:J) Access Control g Motification Options
3 Reporting Options
=|  Fields Opti _ )
g i LpHens +# Audit Options
-ﬂ Templates Manager éﬂ Advanced Options
o ] Upgrade Options
[gd Motification Options
|%  Reporting Options
sy Audit Options
w3 Advanced Options
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5.1 Team Members
Team TimeShedlanager > Team Members

Team TimeShedflanagerneeds to maintain the detail of each member that would be reporting to the central databidse
membername and email address are mandatory fields and should be unique fonezralber in the list

Ll - - —
e -
-

4 Administration Panel : Members Il‘";’GGESS Control . EI@
@ W =4 o : to managenial
Import Apply Save Exit \\‘ tools
. Members list H"""'-—-—-\._

u:r“'qg Email Department Rate Admin Access Motify To Report L=
1 |Aaron Bei= TTTF J*wq&.beit@snme?{‘rzcnmpany.u:u:ur Sales 4 [ Motify 1=
2 |Abr“Import technicians “w’\e@snme}{‘l‘zmmpany.mr HRM ] v Motify | |
3 from Global omeXYZoompany . cor Sales 5 [ Motify
4 Address List @someXYZcompany. o Customers g [ Motify
5 .ﬁ‘f&‘ (GAL) a@somexYZcompany.cd Customers 3 rd Motify
& .ﬁ.ll:ue?t"a..____ \50Uza @someX Y Zcompany ¢ Customers 4 [ Motify
7 |Alexander Buck alexandar . buck@some XY Zoompan Customers 5] v Motify
2 |Alfred Cary alfred.cary @someXY Zcompany . co Sales 5 [ Motify
g |Andrew Miler andrew. miller @someXYZcompany. Sales 2 r Motify
10 |Austin Jane austin,jane@someXY Zcompany . oo Customers 5 [ Motify
11 |Baldwin Bevis baldwin. bevis@someXyZcompany. Customers [ r Motify
12 |Bardlay Easil barday.basil@someX Y Zcompany . Sales 5 [ Motify
13 |Benjamin Franklin benjamin. franklin@someXY Zcompz HRM 4 | Motify
14 |Christian Barnard | christrian.barnard @someXYZcomp Customers i?______L? #__..-"":r’ Motify
15 |Christopher Columbus christopher. columbus @someXY Zo HRM - - - E Motify
16 | Curtis Bruce curtis.bruce @someXYZcompany. o HRM /' Click to notify and ‘\‘ Motify
17 |George Bernard george. bernard @someXYZcompar HRM ! remind &l feam h! Motify
18 |John Abraham john.abraham@someXYZcompany Sales ] members to report their
19 |John Barrett john.barrett@someXYZcompany.c HRM L timesheets and other
20 |Michael Moore michael.moore @someXY Zcompany HRM \\ project data. Motify o
21 |Raymond Wong raymond, wong@someXY Zcompan: HRM h"‘--.. Motify =i
22 |Richard Branson richard, branson @someXYZcompar Sales P Motify ]
72 |Rohert Gonzaler rohert annralerfenmeyY Fromnar Costomers 4 [ Blmtifis bt

Import membersfrom Global Address List/Active DirectorMost likely, you might already have contact details of the
membersin the exchange global address list. Use the 'Import..." button to display the address book and select those contacts
that you want to import. ieY' S Y 6 $i&de Zemaildepartmentfields would be then automatically filled in the grid.

Admin Accessg You can grant administrative rights to certain members so that they can view statistics for all members, as
well, to allow them to add their own pregts/activitiesand other project data from within their Outlook. For more on admin
access, refei 2 WV QOINRf Q aSidAy3ao

Notify a member to report their timesheet As a project manager or supervisor, from time to time, you might need to

inform a particular member to report their project deliverables such as timesheets to the central database. Just click the
O2NNBALRYRAY3I Wb2UATeQ odzilz2y (G2 aSyR 2dzi GKS fSNI SYI Af
0KS WwWe¢ SYWLBt3 INTED al
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5.2 Projects List
Team TimeShedlanager > Projects list

TheProjects list panel allows the administrator to add projects and their related data such as manager, hourly rate, project
start and end date, project code and Outlook color cogereis no limit as to the number of projects that can be set up in
the system

P "

.4 Administration Panel : Project List E'@
v i 2l
Apply Save Exat
Project List
Project Manager Rate | StartDate | Finish Date |Description| Project Code | Color Code Motify To Repart | &
1 |Web Portal - QU{ Richard Bransaon & 09-Jun-2010 | 14-Aug-2010 ‘Web portal P 107 Blue Motify All Members | £
2 |Storage Upgrade John Barrett 4 13-May-2010 06-Jul-2010  Drives upar| P 104 Green Motify All Members [ |
3 |RMA World John Abraham 9 28-May-2010 28-Jul-2010 | ‘Website de:P 102 Peach Motify All Members
4 |BBC Tech Aaron Beit 20 13-1ul-2010 | 17-Jul-2010  BBC Technc P 100 EEE| nuotify All Members
5 |Zeta Grid Curtis Bruce 9 24-1ul-2010 | 10-5ep-2010 |deliver arid P 103 Yellow Motify All Members
& |LifeMapper Adam Smith 12 | 10-Apr-2010 | 15-Jul-2010 estimates stP101 Qrange Motify All Members
7 |¥tremelLab George Bernard 12 |01-May-2010  20-Jul-2010  distributed |P 105 Teal Motify All Members
& |Distributed Comp m - 8/05-1ul-2010 |15-0ct-2010 Business EXP106  __.  Olive Maotify All Members
; } . ———— e
———th HL - L.
10 f" ‘\\ : Nmmmm el r" ! *x ﬁ"ﬂ’ N —
U istofal N 20 _ gfEolorcode assigned (O, | g N, =
12 [{ projects s Manag_er as.srgr_red o e ! fhe_\ project. Th_rs is use ;S Send ﬁPfI’ﬁGﬂffDﬁ 5|
1= |9 £ the project Notice the )Y [ in color coding the i email to all |
% | N ] drop dowr list where a { Outlook appointments mem bE_"’S to report
15 \  user can be selected \  and tasks when this their timesheets
16 " as manager. v project is tagged fo the A %5 nd other data for a
17 . “ Outlook item. - parfrcuan'rprqrecf.
13 e o~
—— E—
19
20
21 Al
¥3 ad
3 =

The project manager is chosen from drop down list of the tea@mbers thatyou get whernyou click the down button.

To specify the project start or finish date, just doubliek the particulacelland it would popup the date picker.

Praoject List
= StartDate | Finish Date | Description |Project Code
20 13-Jul-2010  17-Jul-2010  BBC TechnologP100
& 05-Jul-2010

15-Q|:t-2III 10 |Business Expe P106

-

115 October 2010 4
4] October [v| 4] 2mo  |»]
Sun Mon Tue Wed Thu  Fii Sat
1 26 27 28 25 a0 1 2
3 4 5 E 7 g8 3
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
A 1 2 3 4 5 E
OF. ] [ Cancel ]

The description field allows for a short description of the project. This short description is displayed to each team imember
i K Sy Pdéects &ActivitieQ & S (i (I AT¢amarimeShedlieiit$ool. So it is a good practice to put up a meaningful
description of each project.
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LT &2dz KI @S lye AYOiSNYyrLft ylFIYAy3d 02y @SyiGaAzy F2NJ LINP2SOilz @&:

Tosped & I 02t 2NJ O2RS 2F GKS LI NIAOdz I NJ LINB2SOiGzx Oft A0l GKS O
display the color picker. Note that, only 26 colors are supported for color coding Outlook items (such as appointments and
tasks).

Project List
Finish Date | Description |Project Code
7-Jul-2010 | BBC Technolog P 100
540ct-2010 Business Expe P106

5-Tul-20 1 sctmatee coyu D401 / | Orange
8-Jul-201| Colors "~ Peach

6-Jul-201
4-Aug-20

0-Jul-201
0-5ep-20

Color Code

= I—= = I—= I—= = I—= =

Yellow

Maone

Lastly) RYAYAAGNF G2NJ Oy Of A01 GKS O2NNBaLRYyRAY3A UYnemalA Fe& |t a
notification alert to all or selected members to report their tasks and timesheets (relating to the particular project) from
Outlookto theOSY GiNI f RIGF ol &aSd ¢KS FRYAYAAGNI 02N Oy Odzaid2YAT S Gf
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5.3 Activities List
Team TimeShedlanager >Activitieslist

TheActivitieslist in the project management system is the central place where gkgractivitiesare added. There is no
limit to the number ofactivitiesper project

-

N
.4 Administration Panel : Task List f_,.-""" T nothcator g \@
v =4 =1 4 members to report on the
A\
Apply Save Exit ™ particular task
Task List ““‘-"‘""—‘"“\
Task Project Rate Coordinator Due Date ‘\:il_ Motify To Report | & |
1 |Programming Opera Distributed Computing 22 Alexander Buck 25-Jul-2010 Motify All Members | £
2 |Compatibility tests on all browsers | Distributed Computing 32 Tony Blair Motify All Members | |
3 |Blogging FAQs Distributed Computing 6 |George Bernard 31-Jul-2010 Motify All Members
4 |Website Redesign RMA World 30 John Abraham Motify All Members
5 |OCR tasks RMA World 52 Austin Jane 30-Jul-2010 Motify All Members
& |Media composition RMA World 22 |Baldwin Bevis Motify All Members
7 |Support Questions RMA World 42 Alexander Buck Motify All Members
2 |Database Server Development Web Portal - QUAMTUM I 30 Thomas Taylor 14-Jul-2010 Motify All Members
g |Web Server Deployment Web Portal - QUAMTUM I 30 |Baldwin Bevis 15-Jul-2011 Motify All Members
10 |User Acceptance Tests Web Portal - QUANTUM I 30 Richard Branson 23-1ul-2010 Motify All Members
11 |Usahility Tests Web Portal - QUAMTUM I 30 George Bernard 20-Jul-2010 Motify All Members
12 |Documentation for users ¥tremelab 35 Benjamin Franklin Motify All Members
13 |Hardware troubleshooting ¥tremelab 24 Aaron Beit Motify All Members
14 |Hardware procurement - 25 Adam Smith 12-Aug-2010 Motify All Members
15 _z#7BBC Tech - }1\ ™,
16 .--"'"_-"""'"é’ letlbuted Computing r g T ‘___,.} Se———
e : . LifeMapper = - i - - . |
17 #  Project under ™ RNA world f’ Coordinator ™ ¢ Due date of the ———
18 ! which the task % Storage Uparade - My { assigned fo the | task (optional
13 %% W Web Portal - QUANTL ™ e task .
20 b - .
21 Ad
¥7 ad
33 x

You can define the due dafer eachactivitybydoubleOf A Ol Ay3 GKS O2NNBaLRyRAy3I OStft 27F

Task List
Rate Coordinatar Due Date
ting 22 Alexander Buck )25-]LI|-2|:| 10
9 " 30 July 2010 4

fi
" July b4 2010 [»]

Sun Mon Tue ‘Wed Thu Fri Sat
27 28 29 an 1 2 3

4 ] E 7 8 9 10
muy- 11 12 13 14 15 16 17
18 19 20 2 22 23 24
25 26 27 28 29 a0 A
1 2 3 4 ] E 7

[ Ok ] [ Cancel

Theactivity coordinator is chosen from drop down list of the team members, that you get when click the down button.

[Fadfes FRYAYAAUNIT 02N OFy Of AO01 GKS OachiosdioitRiemndil Wbh2 A Feé
notification alert to all o selected members to report their timesheets and related project data from Outlook to the central
RFEGFoF&Sd ¢KS FTRYAYAAGNT G2N Oy Odzald2YAT S GKAa SYIFAf GSYLX
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5.4 Custom Fields
Team TimeShedlanager > CustorkieldList

You can usapto 10 custom fielddor extracting additional project aactivity related datawhen reportingfrom within the
Outlook task or appointment item.

% Team Members Four (4) of these fieldsre availableas administrator defined drop down lists
(B Project List two (2) of them are currency fieldand the rest as statistic text or numeric
_ data.
[%"  Task List
Custom Field 1 List
Custom Field 2 List
Custom Field 3 List
Custom Field 4 List
-/’.‘_E_I Fields Option
$ Access Control
Thetitles of these custom fieldsan be edited to get the | o A . .
. - . . & Administration Panel : Client !
proper meaningful label that signifies the information the — .
field store For example, the first drop down field can be v 4 2
GAGESR Fa W EASYGQ FyR GFf| Aeply Save  Eit ¥
of all their clients for which projects are contracted for. Client
Mame
Optionally, these custonfields can be made mandatory 1 |Adams ;
when reporting, so that without filled, the Outlook 2 |Anderson
. . 3 |Andrew {
appointment or task itentannot be reported 2 |Auer A
5 |Bennett +
§ |Brooks -
7 |Campbell ;
8 |Colombo
9 |Davis . 4
10 |De Jong
11 |Diaz ,J
12 |Durand '
13 |Eder /
14 |Fenech /
15 |Fischer
16 |Gargia ’}
17 |Gomez
18 |Haas 1
19 |Hagen ".';"
20 |Hil
21 |Hofer {
22 |Hoffmann .
N T P | b |
o

In Outlook (withTeam TimeShedtlient tool installed), ustom fields that are enabled for data collection for reporting, would
showupin¥/ dzai2Y CAStR&aQ (22t0F N AYy GKS hdziif 221 SELX 2NBNJ 2NJ Ay

Fields | Client Anderson ~  Custom Field 2 Computers - Cu
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5.5 AccessControl
Team TimeShedlanager > Access Control

In this panel, the administrator can control what particudabset of features and options are available to the team members.

7 Administration Panel : Access Control @
T
4| wi
Save Exit

Allow reportin the following Outlook items
Task Item Appointment Item

Access control for members

Members with no admin access Members with admin access
Francas Freedi o~ - Andrew
Auer @ Maonica Lewis @
Bennett o Adams
Brooks 3 Anderson
Campbell << Diavis
Colombo Diaz
De Jong Fenech
Durand John
Eder
Fischer
Gargia
Gomez
Haas
Hagen
Hill
Hofer &

Allow members with admj ess to

Add their own iject:‘@:

Add their own Activities @

[#] &dd theirvalue for the Cus®™m List fields

View summary Reports on all published timesheets (for all members)
[] View OLAP Statistics on all published timesheets (for all members) ®

@ Allow reporting for Task itemg Check this option to enable all team membgrgeport from any Outlook task
item. If enabled, team members wikks the project and custom fiektbolbars in the Outlook explorer and inspectt
of task folder/item.

Allow reporting for Appointment item ¢ Check this option to enable all team memb#&yseport from any Outlook
appointment item. If enabled, team members wilesthe project and custom fiekdolbars in the Outlook explorer
and inspector of appointment folder/item.

List of team members with no admin access (one with the red backdjoiou can use the buttors-or <<to
swap the access level.

List of team members with admin access (one with the green background). You can use theJsettiorsto
swap the access level.

Add their own Projects; Enabling this option would allow team members with admin access to add new proje
from within the Team TimeSheet Client tooeém TimeSheet Client > My Projects & Activitie)s List

Add their own activitiesc Enabling this option would allow teamembers with admin access to add new activitie
for a project from within the Team TimeSheet Client td@dm TimeSheet Client > My Projects & Activities List

Add their value for the Custom List fieldsThis would allow team members with admin asg¢o add new items tc
any of the four drop down custom fields from within the Team TimeSheet Clientlteair{ TimeSheet Client > My
Projects & Activities List

0000 ©

View Summary Reports on all published timesheets (for all members)this is checked,rdy members with
admin access can view summary reports of published timesheets for the entire team. Leaving it unchecked \
load the summary reports of the current member onljeém TimeSheet Client > My TimeSheet Summary Rep
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View OLARStatistics on all published timesheets (for all membetglf this is enabled; only members with admin
access can view OLAP Statistics on published timesheets for the entire team. Leaving it unchecked would Ic
OLAP Statistics reports for the currenember only. Team TimeSheet Client > My TimeSheet OLAP Statistics
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5.6 Fields Options

Team TimeShedlanager > Fields Options

Theadministratorhas the provisiomio customizethe titles of the projectactivity and custom fields to suit their line of
business and logic. The changes in the titles here are reflected fbetlnim TimeShedlient tool i.e., in the Outlook toolbars

and ribbons.
7% Administration Panel : Fields Option @
T |
=4 =0
Save Excit @ @ @
Title to use Deploy Mandatory Choosable List

For Project Project = @

For Activity Activity =

For 'Custom Field 1'  lignt = ] O

For ‘Custom Field 2'  pegion = [l

For ‘Custom Field 3'  gervice Level = [ [l

For 'Custom Field 4 work Categary = & | 1

For 'Custom Field 5' Custom Field 5 [ [

For 'Custom Field &' Custom Field 6 [ [

For 'Custom Field 7 Custom Field 7 F [

For 'Custom Field 8' Custom Field & & [

For 'Custom Field 3"  Food Expense

For 'Custom Field 10 Travel Expense

Deplry  Check it to make it available to mambears
Mandatory  Check it to make it mandatory when reporting
Choosable st Check it to allow members to choose relevant values from the drop down lists
Specify atitle for Custom Fields toolbar Client Tradking @

© © 00 O

Title to useq Input the meaningful label that best describes the data the field would store. These lahdt lveo
deployed to the Outlook clients (in toolbars). So, best practice would be to use a single word or two, which is
NEO23ayAl lofS G2 GKS {AYyR 2F RIGF AlG ¢62dd R aii2NBc
Activity fiel.

Deploy¢ The project and activity fields are always deployed. According to the reporting need for additional fie
as an administrator you can activate how many custom fields are to be deployed across the team.

Mandatory ¢ When team membersubmittheir time sheets and other datgpou can set certain fields as required
or mandatory before accepting the reported data (into the database). When a team member tries to submit
timesheet or other reportable data without filling in the mandatonyd® the Team TimeShee€lient process
would automatically display a warning message.

Choosable List You can enable each field that takes a drop down list, to be chosen or customized i.e., allow
members to choose their own relevant items fromettirop down lists. If the items under a drop down field can |
chosen, these would be presented with a checkbox options ittlel ¥ ¢ AYS{ KSSi{ / t ASy i
I OO0 A QApakelSa [ AA0GQ

If you want to give a more meaningful title to the Custom Fields toolbar that is displayed in Outlob&gmia
TimeSheeClient tool), you can set it here.
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5.7 Templates Manager
Team TimeShedlanager > Teplates Manager

Team TimeShedbr Outlookusesvariousemailsfor sending out notifications and reminders imanagersandteam members
- both manual and automatic. Email notifications take HTML.

i

*f.E. Adrministration Panel : Motification Templates EI@
[
i 2
Save Templates Exit
Select a template to customize Subject of the selected template
[Ernail Manager when new timesheet is repo-r-t-ed v] Motification: New Timesheet (#TTO_REPORTED_ID) submitted by TTO_MEMBER @
Available variables (Press 'Ctrl + C' to copy) WYSIWYG | HTML 7
Variable = EH $#a2B 90 EEESICCSEE @G
TTO_PROJECT a| |B I U |l | [20p0 ~| AlWBack -] % [Msac
TTO_ACTIVITY @
TTO_FIELD1 c c -
TTo FIELD2 Notification - New TimeSheet #TTO_REPORT _ID
TTO_FIELD3 SmelttEd
TTO_FIELD4
TTO_FIELDS
TTO_FIELDS Dear TTO_MAMAGER,
TTO_FIELD7 . . . . .
7O FIELDS This is to inform you that I have submitted timeshest #TTO_REPORT_ID on
O FIELDS the activity (TTO_FROJECT = TTO_ACTIVITY) with the subject
'I'I'O:FIELD 0 TTO_SUBIECT to the database at TTO_NOW,
TTC_CREATION_TIME Thanks
TTO_SUBJECT TTO_MEMBER
TTO_COMPANIES
TTO_CATEGORIES
TTO_BILLINGINFORMATION
TTO_DURATIOM
TTO_BODY I
TTO_START ¥ i
TTO_DUE_OR_END x 1 LI s

There are a whole lot of notification options for different events suchraail to managewhen anew timesheet is submitted
or withdrawn, or when new projects @ctivities are added by the administrator, or when a project manager is assigned etc.
Automated emails are sent out directly when a relevant event occurs and the whole exercise is trangptrensers.

® A list of all tenplates used for printing and email notifications:

Template Purpose
Emaithanager when member publishes - HTML template of the notification email that is sen
timesheet

automatically to the project manager when a user
submits timesheet and other deliverables from
Outlook toDatabase

Email Coordinator when member - HTML template of the notification email that is sen

publishes timesheet automatically to the activity coordinator when a us
submits timesheet and other deliverables from
Outlook toDatabase

Email Members when new projects are - HTML template of the notificatioemail that is sent

added to all members when the administrator adds new
projects.

E(;Yéai(lj'\/'embers when new activities are - HTML template of the notification email that is sen

adae

to all members when the administrator adds new
activities of a project.

Email Manager when assigned a project - HTML template of the notification email that is sen
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Email Coordintator when assigned an
activity

Email Manager on withdrawal of
published timesheet

Email Coordinator on withdrawal of
published timesheet

Email Members to submit timesheets on
a project

Email Members to submit timesheet
an activity

Email Member to submit timesheets

to the particular manager when a project is assign

- HTML template of the notification email that is sen
to the particular coordinator when an activity of a
project is assigned.

- HTML template of the notification email that is sen
to the project manager when a member withdraws
reported timesheet fromDatabase

- HTML template of the notification email that is sen
to the activity coordinator when a member
withdraws a reported timesheet from thBatabase

- HTML template for email that is sent out to selecte
or all members by the administratovié the Team
TimeSheet Manager > Projects)lisianually to
notify to submit deliverables and timesheets on a
particular project.

son - HTML template for email that is sent out to selecte
or all members by the administratovié the Team
TimeSheet Manager > Activities)listanually to
notify to submit deliverables and timesheets on a
particular activity of a project.

- HTML template for email that is sent to a particula
member by the administrato(a the Team
TimeSheet Manager > Team MembBersanually to
notify to report their timesheets and project
deliverables.

Email Manager ~ when member updates - HTML template of the notification email that is sen

(revises) timesheet

automatically to the project manager when a user
updates or revises existing timesheet and other
deliverables from Outlook tBatabase

Email Coordinator when member updates - HTML template of the notification email that is sen

(revises) timesheet

automatically to the activity coordinator when a usi
updates or revises existing timesheet and other
deliverables from Outlook tDatabase

A list of allplaceholder variablesvailable for inserting into a particular templatke runtime (that is, when the
actual email is generated from the template), the enclosed variables will be substituted by their correspondin
values. The followings list all the aquted variables:

Variable

Purpose

TTOREPORTED_ID -

TTOPROJECT -
TTO_ACTIVITY =
TTOFIELD1 -
TTOFIELD2 -
TTOFIELD3 -
TTOFIELD4 -
TTOFIELDS -
TTOFIELD6 -
TTOFIELD7 -
TTOFIELD8 -

Unique ID that is automatically generated when a report is
submitted to the database.

Project name of the reported item

Activityname for a project of the reportetimesheet
The value of the 1st custom field

The value of the 2nd custom field

The value of the 3rd custom field

The value of the 4th custom field

The value of the 5th custom field

The value of the 6th custom field

The value of the 7th custom field

The value of the 8th custom field
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TTOFIELD
TTOFIELDO
TTOCREATION_TIME
TTOSUBJECT

TTO COMPANIES
TTOCATEGORIES
TTOBILLINGINFORMATION
TTODURATION

TTOBODY

TTOSTART
TTODUE_OR_END

TTOREPORTED_DATE
TTOMEMBER
TTOTOTALCOST
TTOAPPROVED

TTOAPPROVEDBY

TTOMANAGER
TTOCOORDINATOR
TTO_ACTIVITRUE_DATE
TTONOW
TTOREPORTED_BY

The value of the 9th custom field

The value of the 10th custom field

Creation time of Outlook item that is being reported

Subject of the Outlook item that is bring reported

Companies field of the Outlook item that is being reported
Categories field of the Outlook itethat is being reported

Billing Information field of the Outlook item that is being reporte
Duration of the Outlook item that is being reported

Body description of the reported Outlook item

Start date of the Outlook item

Due date (in case of task item) or End date (in case of
appointment item)

Date/time the Outlook item was reported to the database
Name of a particular member

Total cost that is computed after the item is reported successft
Audit statusof the reported item. If TRUE, it is approved, else it
rejected (declined).

The user/administrator who audited the reportém in the
database.

The manager of the particular project

The Coordinator of the particulactivity of a project

The Due Date of the particulactivity of the project

Current date/time stamp

Name of the member who submitted the item to the database

Note:

1 Some of the variables might not be available for embedding on certain templates wheppiotble.

Subjectof the active template. This can be customized and can take placeholder variables.

AWYSIWY®BTML editor with which you can customize the contents, apply HTML formatting as well as inser
placeholder variables. The look and feel as well as thehstand functionalities are similar to Microsoft FrontPa

authoring tool.

The actual template in its raw state.
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5.8 Notification Options
Team TimeShedlanager > Notification Options

Automatic Email Notifications Automatic email notification anélerts are essential for keeping managers and team
members informed with the progress and status of fiteject

Team TimeSheeffers a whole lot of notification options fatifferent events of project management and trackifitpese
emailtemplatescan® ' f § SNBR dza Ay 3 (i Kubmaticted it dre sénBodt disettlywheh® Kelgvant event

occurs and the whole exercise is transparent totlsers

Check the box of the corresponding notification that you want to enable and then click b¢tos'.

.4 Administration Panel : Notification Options El [=] @
Automatic Notifications
Motify Manager when a team member submit timesheet to the database @
[
["] Motify Coordinater when a team member submit imesheet to the database @ E—*—'
ave
Motify Manager when a team member updates existing timesheet in database @ ﬁl

[ Motify Coordinator when a team member updates existing timesheet in database@ Exit

Motify Manager when a published timesheet is withdrawn by the member
[] Motify Coordinator when a published timesheet is withdrawn by the member @

Motify Manager when a new project is assigned @

[] Motify Coordinator when a new activity is assigned

Motify team members when new projects are added

Motify team members when new activities are added

Motify member when submitted timesheet is dedined @
Motify member when submitted timesheet is approved @

Notify Manager whena team membersubmits timesheeto the databaseg This notification email is sent out to
the concerned manager{charge of the particular project on which the member has reported.

Notification: New report (#18) submitted by john

Mone
'Schuster @mangostar. com'

Notification - New Report Submitted #18

Dear Schifer,

This is fo infarm you that I have reported on the task (CNN Media = Faxing press
refeases) with the subject Technalogy takes over 'fo the database at 892010 11:13:38
FM.

Thanks
John
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Notify Coordinatorwhen a team membesubmits timesheetto the databaseg This notification email is sent out
to the concerned coordinator tnharge of the particulaactivity of a project on which the member has reported.

Notify Manager when a team member updatesisting timesheets todatabaseg This notification email is sent

out to the concerned manager-tharge of the particular project when a member updates and revises an existi
timesheet indatabase

Notification: Existing Timesheet submitted

Mone
'‘Schuster @mangostar.com'

Notification - Existing Timesheet #35 updated/revised

Dear Kovacs,

This is to inform you that I have updated/revised existing imesheet #35 on the activity (C\
Media = Collating press kits) with the subject ‘New submarine Ensign ' to the datsbase 3t
2011 9:40 FM.

Thanks
Jjohn

Notify Coordinator when a team member updatesxisting timesheeto databasec This notification email is sent
out to the concerned coordinator ioharge of the particular activity of a project when a member updategvises
an existing timesheet in the database

Notify Manager when a reportedimesheetis withdrawn by the member If withdrawal of reportedimesheetis
allowed, this notification email would be sent out to the concerned project manager when member withdraws
reportedtimesheetfrom the databasehroughOutlook.

Notify Coordinator when a reportedmesheetis withdrawn by the member If withdrawal of reportedimesheet
is allowed, this notification email would be sent out to the conceraetivity coordinator when member withdraws
the reportedtimesheetfrom the databasehroughOutlook.

Notify manager when new project is assignedrhis notification email is sent out to the newly assigned managt
informing about the assignment of the partianlproject.

Notification: Project 'CRM Solution® Assignment

Mone

'Haas . polik @mang 35, com’

Notification - Project Assigned to You

Dear Bennelt,
This is to inform you that you fiave been assigned as manager far the praject 'CRM
Salution’ 3t 89/2010 11:46:52 FM . You can now start creating new (3sks and other

necessary preparation on this praject.

Thanks
John
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o Notify coordinator when newactivity is assigned This notification email is sent out to the newly assigned
coordinator informing about the assignment of the particular activity.

Notification: Task 'Database Replication” Assignment

Mone
‘Auer @mangostar. com’

Notification - Task Assigned to You

Dear Anderson,

This is fo infarm you that you have been assigned as Coordinator for the task ‘Database
Replication’ {under 'CRM Salution’ project) at 8&10/2010 12:52:15 AM . For mare, please

contact the project manager ‘Bennett.

Thanks
John

@ Notify team members when new projects are addedrhis notification email is sent out to team members
informing about the availability of new projects when manager or administrator adds new projects from Tean

TimeSheet Managerial tool.

Notification: New Projects Available

Mone
'Durand@manaostar, com’

Notification - New Project Available

Dear 5taffs,

This is to inform you that the following new projects are added at §/9/2010 11:43:19 FM and

are available for use:
CRM Solution (Manager: Bennett)

Thanks
Jjohn
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informing about the availability of neactivitiesof a project when administrator adds neagtivitiesfrom Team

Notify team members when nevactivities are added¢ This notification email is sent out to team members
TimeSheet Managerial tool.

Notification: New Tasks Available

MNorne
'Durand @managostar, com'

Notification - New Tasks Available

Dear 5taiffs,

This is to inform you that the following new iasks are added at §/10/2010 12:52:15 AM and
are available for use:

Database Tunning (Coordinator: Brooks, Fraject: CRM Salution)
Database Replication (Coordinator: Andersan, Froject; CRM Solution)

Thanks
john

Notify member when reportedimesheetis declinedg If audit function is enabled and if project managers and
supervisors decline the reportdiinesheet this notification email is sent out to the particular member apprising

about the decline.

@ Notify member when reportedtimesheetis approved - If audit function is enabled and if project managers and
supervisors accept the reportdomesheet this notification email is sent out to the particular member apprising

about the acceptance.
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5.9 Reporting Options
Team TimeSheet ManageReporting Options

With the reporting options, administrators can control and streamline how all members report project deliverables from the
Outlook client to the project data repository.

o 1

*f.E.AdministratiDn Panel : Reporting Cptions =
P gLip T
Reporting Options

[| For appointments, only allow reporting from the default calendar folder @
[| For tasks, only allow reporting from the defgult task folder @ Lﬂ
Allow members to update reported data Save
Allow members to withdraw reported data §L|
[| Hide expired projects from members @ Bxit

[ Hide expired tasks from members®

[] Prevent members from posting items with expired projects {valid if Project Finish date is spedified)
[] Prevent members from posting items with expired tasks (valid if Task Due date is specified

Don't allow posting of items with work less than 30 mirns @

Reported item Repository
Place a copy of the reported task item to this public folder

V\Submissions\Reports

[| Place a copy of the reported appeintment item to this public folder @

Pick Folder...

@ For appointments, only allow reporting from the defauttalendar folderg If this option is enabled[eam
TimeSheetlient in Outlook will only function from the default calendar folder of the primary mailbox. This can
useful to limit the reporting of project deliverable and timesheets from a single calendawtlook.

@ Fortasks only allow reporting from the defaultaskfolder ¢ If this option is enabledfeam TimeSheaient in
Outlook will only function from the default task folder of the primary mailbox. This can be useful to limit the
reporting ofproject deliverable and work done from a single task in Outlook.

Allows members to updatgublished timesheet datg If this option is enabled, it would allow members to re

@ submit reported timesheets or deliverables and overwrite existing datdnerdatabase A new button (in case of
hdzif 221 Wwnnt FYR 06ST2NB0O 2NJ ! L NARO6O2Y odzid2y OAy
for example, would appear in the Team TimeSheet Outlook toolbar or ribbon. This feature helps memberstto
their incomplete timesheet or task deliverables, while at the same time, giving them flexibilitystdorait or
update the same reportetimesheetin due course of time.

L 2 VY3 BE

Withdraw All Project Mew  Mew  Mew

Project  CMNM Media

Activity | Faxing press releases

g Views - Report #12  Fields Task E-mail Items~
Mew
4 My Tasks <
¥ To-Do List
3 . . - )
3] Tasks O | 1D Subject Activity Project

Click here to add a new Task
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Allow members to withdraw published timesheetlf this option is enabled, it would allow members to withdraw
(remove) reported timesheets or deliverables frone databaseA new button (in case of Outlook 2007 and
0STF2NBO 2N 'L NRoOoo2Yy odzidz2zy O6Ay Ol a8SRFNOOzi B 2 @z F
the Team TimeSheet toolbar or ribbon in Outlook. This withdrawal feature comes handy when members war
start-over their timesheet or work done which were already submitted.

2= VB

Al Project Mew Mew  MNew

Project  CHMM Media
Autivity | Faxing press releases

1 -
ay Views -

Fields Task E-mail Items~
Mew
4 My Tasks <

W To-Do List

i " . - .

3] Tasks ()0 m| I Subject Activity Project

Click here to add a new Task

1] 12 Eguation of earningc Eaxing praccral, MM Madiz
i‘]’ iz S oEs Gt i T
i’j LT - == . = = O R

Hide expired projects from memberswhen enabled;Team TimeSheeatould automatically hide expired projects
S0 as tgorevent memberdrom using them to tag appointments or tasks in outlook.

Hide expired activities from memberswhen enabled, Team TimeSheet would automatically higkéred activities
of all projects to prevent members from using them to tag appointments or tasks in outlook.

Prevent members from posting items with expired projectsvhen enabled,Team TimeSheatould prevent
members from submitting timesheets and other deliverables from Outlook, ifathgedproject has expired
already.

Prevent members from posting items with expired activitiesvhen enabled, Team TimeSheet would prevent
members from subntiing timesheets and other deliverables from Outlook, if the tagged activity of the project |
expired already.

52y Q0 ltft2¢g LRadAy3ad 27T kliyduhave ankitnén work thde reGuied for adcépting
timesheet and otheprojed deliverables, you can set it in minutes. When members report to the database, if tl
work duration (i.e., duration of the appointment item or total work hours for task item) is less than the minimt
required time, the reporting would stop and a friendhessage is displayed.

Reported repository for task itemsg enable this option to place a copy of the reported task item to a public tas
folder.

Reported repository forappointment items ¢ enable this option to place a copy of the reportppointmentitem
to a publiccalendarfolder.
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5.10 Audit Options
Team TimeShedlanager > Audit Options

The audit options provide administrator if to enable approval management module and what all audit features will be
available Ifauditing is not enbled, timesheets and other project deliverable® automatically approved upasubmission
By default, auditing is disabled.

.

*E?&'}Administration Panel : Audit Options E =] @

Audit Options

+ | Reguires Manager to approve/dedine reported timesheets @

&

| Enable editing values of Project/Activity Save
| Enable editing of Cost @

@ |

Exit

+ | Notify member when reported timesheet is approved
Display the email before sending to the member@

| Notify member when reported timesheet is dedined
Display the email before sending to the member

| Permanently remove dedined timesheet from the database

~0O

Q0 0000 O

Requires Manager to approve/decline reportadmesheetsg Check this option to enable auditing of submitted
timesheets and project deliverables from members. Auditing enables project manager and supervisors to ap
or decline submittedimesheets Using the audit manager, manager can also edit the repdieesheetbefore
accepting it.

Enable editing values of Projedittivity ¢ You can set managers and supervisors to manually change and edit
project data in the submittetimesheetbefore approving it.

Enable editing of Cost likewise, checking this option would enable managers to adjust and change the cost ¢
reportedtimesheet

Notify member when reportedimesheetis approved¢ This would automatically generate an email notification
informing the particular membesbout the approval of the submitted timesheet or other deliverables.

Display the email before sending to the membeBy default, email notification for approval would be sent
automatically. However, this can be changed by enabling this option, whdhemotification email on approval
would be displayed to the manager for any additional note, that manager might want to put in.

Notify member when reportedtimesheetis declined- This would automatically generate an email notification
informing the particular member about the decline of the submitted timesheet or other deliverables.

Display the email before sending to the membeBYy default, email notification for declineowld be sent
automatically. However, this can be changed by enabling this option, whereby the naotification email on declii
would be displayed to the manager for any additional note, that manager might want to put in.

Permanently remove declinetimesheet from the databasec Enabling this option would permanently remove tr
declined timesheet or deliverables from thatabase.
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5.11 Advanced Options

Team TimeShedlanager > Advanced Options

I 1

75 Administration Panel : Advanced Options @
o |
|t =1
Save Exit

In Project/Activity List, prompt meto select recipients before sending email reminder to report @
In Project/Activity List, allow edit of the email reminder before sending to the recipients@

Total Cost Calculation
For calculating 'Total Cost’ for reported items, use the rate of @
i Project i) Activity i@ Member Allow member to change Rate

For calculating 'Total Cost' for reported Outlook task item, use work duration of @
i@ Actual Work (™) Total Waork

For calculating ‘Total Cost’, take Rate as @
i Hourly i@ Custom 5 hrs

Start, Due, End dates for tagged item
Update Start Date of the item with the Project Start Date @

For appointment item, update End Date of the item with ®
i@ Project Finish Date (7) Activity Due Date

For task item, update Due Date of the item with
() Project Finish Date @ Activity Due Date

In Project/Activity List, prompt me to select recipientsefore sending email reminder to report Administrator

@ can send emadlert manually to members to notify tseubmit their timesheet®n a particular project or activity. By
default, it is sent out to all members, but enabling this check option would @llevadministrator send the alert
email to the chosen members only.

Project List
Project Manager Rate Start Date | Finish Date | Description |Project Code | Color Code | Motify To Report
BBC Tech Auer 20 05-Aug-2010  19-Aug-2010 C'maon... you ¢ PFEQDS Motify All Members
CNN Media | Kovacs 4 You know whzP1234

Colour Manag: Melson 5 ‘You have reacP1235 1 tify All Members
Distributed Co Brooks Select recipients 2] |tify All Members
Exchange Mail Wujnkler Select members for notification t.ﬁll All Members
HTML page se Maier - [ oK l tify All Members
LifeMapper  Brooks P‘Eltejr i tify All Members
Linux Werld | Campbell > :;:g:i‘:ez ’ cancel ] tify All Members
Metwork Test |Bennett 7 =chmid tify All Members
MetworkMana Mayer Schmidt tify All Members
Outlook Maint Wouters | Schneider tify All Members
RMA World | Campbell schuster tify All Members
Storage upgrz Wouters | Schwarz tify All Members
Time Manager Auer Soott tify All Members
Unix Revamp v Spiteri tify All Members
Web Portal - { Mortensen | Van Dijk: tify All Members
¥tremelab | Adams v Virtanen i tify All Members
Zeta Grid  Schuster v| Weber tify All Members

White A

v Willerns 1

Winkler 4

%

[ select Al
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In Project/Activity List, allow editing email reminder before sending to the recipieqtEnabling this option would
allow the administrator edit the email alert before sending tmthe members.

‘ Send

‘ Durand @mangostar . com

[Accnunt = ] [ Bec...

'I.flrtanen@manunstar com; Da'-.rls@lulut Com; Parn@‘nanqnstar cu:um.

Subject:

Schuster @mangostar.com; Janssens, quei@thatdkilo, com; Kochi@mangostar. de;
Johansen@mangostar.it; VanDijki@mangostar.it; White @startg. com;
Reiter @mangostar.com; Jensen@mangostar.com; Mayer @mangostar.com

Motification: Report all items on project 'CNN Media’

Dear 5taffs,

Notification -

Report Request On CNN Media

FPlease report 3l items related to CNN Mediz 35 soon 35 possible. Please be aware that CNN Med
includes the following (asks:

Sending out review copies of new fooks. Sorting and tabulating results of research

prafecrts. Collating press kits.Faxing press releases.Logging and photocopying accounts
received Mailing billing statements

Make report editable in Reports managerEnable this option to allow the administrator to add or edit the

YIylF3ISNRL

f NBLER2NI& 3ISYSNIGSR gAGK GKS W{dzY¥YlI NE w

editor as showrbelow:

[ Reports Summary
Sulect & time period Fiter by (Dptional)
(Date Range.. | [none -
_ Generate Report ] WYSTWYG | HTML
Salact reportad itar type Sd 0@ 9 EFEWSSEE ded

Both

B S Y [ v| 20000 -] AfWmes o] ¥[MEes ]

Sedect fedds to be induded
v -/ | Report
2"‘_"" Information Generated by : John
Ca, :! . Time : 10-08-2010 1:39:51 PM
Creation Time
::";';:::; Reported Tasks : Date Range..[03-08-2010 to 10-08-2010] - 18 items
Last Madificaon Time
Micage =
Mo Aging ID Start Date Due Date  Subject Project
Sers Aty _f)2. -
 Start Date 1 | 27-03-2010 | 07-04-2010 | Lawyers now in Japan 345678 | Xtremelab
o Due Date 2 07-01-2010 27-01-2010 |What's your extusa? Xtremalab
""E“Em 3 04-04-2010  20-04-2010 | Speak more precsaly Xtremalab
¢2 OFtOdA FGS wezil f ,yoR éai Be theda) frohiSoni2oftie $hEcerojekt YAStEitY & S (

Member. The total cost is calculated automatically when member reports timeshedtgabase By default, the
rate for projectis used.

Rate in Projects List
“Lg Administration Panel : Project List

Rate in Members List
*f.i. Administration Panel : Members

Rate in Activities List
*f.i. Administration Panel : Task List
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v (i 2 v E &l D v E
Apply Save Exit Apply Save Exit Import Apply Save
Project Manager | Rate Task Project || Rate Mame |Email Departm | Rate

1 [BCTech  Jauer 200 1 [Website Fil}BBC Tech 22| 1 [adams]purar Professor 3
2 |CNNMedia  Kovacs 4 2 [SEQ task |BBC Tech &|E 7 | Anders: Auer{ Marketing 7
3 |Colour Manage: Melson J 3 |Sending out CNM Medi: 30|k 3 |Auer |Lechr Marketing 3
4 |Distributed Com Brooks 8|0 4 [Sorting and | CMM Mediz 30|e 4 |bahrur bahre HRM 4
5 |Exchange Main: Winkler 411 5 |Collating pre CHNM Medi: <'v| 5 |Bennet Haas. Marketing ]
& |HTML page set Maier 7 & |Faxing pres CNM Medi: 24|¢ & |Brooks GomeDoctors 2
7 |Logaing anc CHM Medi: 25(¢ 7 |CampbeDiaz.: Customer 4




®

© ©

O

C2NJ OF £t Odzt I GAY3T We20l
you can use one of these two works done field of tF

item ¢ YWctual Work2 NJ TiokalSNVodQ

Team TimeSheet for Outlook

32

Do) = “ @« ¥ 5
il
—/J Task Insert Format Text Developer £
Project | BEC Tech & Mew Case

Activity | Website F
==] All Project Fields

Team Timesheet

# Convert to cases

=+ Add to existing cass
51

Date completed: | pgpe E

Total work: 23 minutes Mileage:

Actual work: 11 minutes _‘Billing information:
Company: BIW

Update list:

ForOl f Odz I G A y ybu cérés2tiihk rfate tb BeZeith€ hourly or your specified hours. By default, rate is

calculated on hourly basis.

Update Start date of the item with the Project Start Datglf this is enabled, when member tags an appointmen

task item in Outlook, the start date of the Outlook item would be automatically updated to that of the Project ¢

Date (provided the start date is defined in for that particular project in the list). If it is null, it is ignored.

Startdate ofthep 2 2SOu W. ./ ¢SOKQ Broject | BBC Tech . [_g} Zne
*E?.Té. Administration Panel : Project List Activity - =Y«
- Report || ~
v iz @-I =] All Projeft Fields Hem || [+ Ac
Apply Save Exit ;
Team TimeSheet
Praject Lis
Project Manager Rate StartDate | FinishDate | [| Duein 9 diys.
1 [BBCTech  |Auer 20§ 15-Aug-2010 J13-Aug-2010 |C' Subiect Send Team Provects bet :
> TN Medis  Kovacs 2 v Subject: end Team Projects beta version
3 |Colour Manag Nelson 5 Yt
4 |Distributed Co Brooks 8|06-Aug-2010 | 28-Aug-2010 Li |Start date: 5un 15-03-2010 El Status:
Due date: Thu 19-03-2010 E Priority:

2 KSy GKS LINR2SOi Ww. ./

¢ SOK:

item, the start date of that project is automatically assigned
the start date of the task item in Outlookg. 15" August

2010.

ForOutlookappointment item, update End Date of the item walther the Project Finish Dater the Activity Due

Date
°1:?.E. Administration Panel : Project List
v B 4
Apply Save Exit

Project |Manager | Rate | StartDate | Finish Date

1 |BBC Tech JAuer 20|15-Aug-2010{19-Aug-2010

2 |CNM Media Kovacs 4
If Project Finish Datés enabled, when member

tags an appointment item with a project from th

drop down in Outlook, the end date of the
appointment item would be automatically
updated to that of the Project Finish Date
(provided the start date is defined in for that
particular project in the listEg. 19" August
2010.If it isempty/null, it is ignored

Project BEC Tech =
Activity 1 =
Fields

Team Time5Sheet

EAII Projed

L!} -._'zCalendar
}( Delete

Report || Save &

Item Close Egp Forward
Actions

| Please respold.

[Applicatinns

Organizer:

Subject: TalRing to the general

Location: Rome

AssstMyTeam Support [support@assistmyteam.net]|

Start time:

Sur*-GS-EUlU

El 12:00 AM [+]

End time: | Thu 19-03-2010

[+|| 12:00 am | =]
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o s =
L4 Administration Panel : Task List { Eh ) . ¥
v Lﬂ = —I/I Meeting Insert Format Text
Appl S Exit i
PRY ave : Project BBC Tech - L_!}
Activity Website Filli =
Task Project |Rate|Co Due Date ity| We SIL_E Hnd Report
1 [Website FiliJBBC Tech | 22 Aue[i8-Aug-2010 =] All Project fields S
2 SEQ tﬂSk BEC TEI:"I & Ben 1?'.‘5|L|g'2|:| 10 Team TimeSheet

3 |Sending out CHM Media 30 |Kod 28-Aug-2010

| Please respghd.

If Activity Due Datewere chosen, when member tags an
appointment item with an activity value from the drop
down in Outlook, the end date of the appointment item
would be automatically updated to that of the activity Dt
Date (provided the due date is defined for that partau Location:  |[Rome
activity in the list)E.g. 18 August 2010lf it is empty or
null, it is ignored.

[Applicatinns

Crganizer: sistMyTeam Support [support@assis
Subject: alking to the general

Start time: WeEun 15-08-2010 El 12

End time: | Wed 15-05-2010 H 12
[

@ ForOutlooktask item, update Due Date of the itewith either Project Finish Dater Activity Due Date

*E?.Té. Administration Panel : Project List ﬁq\ = & 9 | Send Team
| asd |
]| o
v L-"| é‘-j —/I Task Insert Format Text Diev
Apply Save Exit
ProjectList ||| Project | BBC Tech v L_!} E:
Project Manager Rate | StartDate | FinishDate | De || Activity 5
- K - K 1 Report

1 [BBC Tech AUEE 20 15-Aug-2010 |19-Aug-2010  |C'm %A” Projdct Fields T ﬂ

2 |CMN Media |Kovacs 4 You

Team Time3heet-

If Project Finish Datés enabled, when member tags a task item = gz ina ddvs.
with a project from the drop down in Outlook, the due date of ti

task item would be automatically updated to that of the Project Subject: send Team Projects beta version
Finish Date (provided the finish date is defined in for that Start date: + cun 15.08.2010 El -
particular project in e list).Eg. 19" August 2010If it is art cate i
empty/null, it is ignored. Due date: Thu 19-08-2010 El Pric
|:| Reminder: |Mone :I Me

Readying the beta version should not take

U4 Administration Panel : Task List Mo\ 9 & a9 ¢
— H
v Iz é‘-j : Task Insert Format Text
Apply Save Exit
Task List Project BBC Tech - L_!}
Task Project Rate |Coordina| Due Date Activity | Website Filling <
te Fil s et i Report
1 |website Filing lEBC Tech 22| Auer 18-Aug-2010 ==] it Projct Fields P
2 |SED task BBC Tech 6 |Bennett | 17-Aug-2010 _
3 |Sending out review cop CNM Media 30 Koch 28-Aug-2010 Team TimeSheet
4 |Sorting and tabulating r CNM Media 30 Brooks | 12-Aug-2010 Due in & dhys.
If Activity Due Datewere chosen, when member tags a task item ~ >UPJE¢E send Team Projects beta version
with an activity value from the drop down in Outlook, the due da

Start date: ' 5un 15-03-2010

of the task item would be automatically updatemlthat of the

H=

Activity Due Date (provided the due date is defined for that Due date: Wed 18-08-2010
particular Activity in the listE.g. 18 August 2010lf it is empty or
null, it is ignored. | Reminder: | HNane [~]

Readying the beta version should not ta
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5.12 Upgrade Options
Team TimeShedlanager > Upgrade Options

With this feature, when a new updated versionlaam TimeSheés$ available, you can perform upgrade of theam
TimeSheeClienttool on eachY' S Y 6 $ysiora automaticallylf enabled, itthecks for new version availabildy Outlook

startup.
*E?&'}Administration Panel : Upgrade Options E =] @

Client upgrade for all members

| Allow dient upgrade from a network path
Specfy the UNC network path where the VersionInfo. txt file is located m |a
VBytePad\Setups| = Save
MOTE: This network path should be accessible by all members, otherwise, automatic upgrade won't wark, @_i

Exit

| Automatically check for new version at Outlook startup ®

Install in full GUI mode
@) Install in silent mode (without the knowlege of the member)

If automatic check of version is disabled, member can manually chedk for new version
availiability by dicking the 'Chedk Updates' under Team TimeSheet Client menu in their Outlook

MOTE: Might require Qutook restart to effect the update successfully

| Display @ message to the member on new version availiability @

©

Allow client upgrade from a network path Check this option to enable automatic upgradélfem TimeSheet
Client from a network path

In the text box, pecify the network shared folder where the Client setup filesamTimeshe&lientSetup.exe and
Versionlnd.txt) are placed. When new versions are available, all you need to do is download the latest versio
the Team TimeSheetownload page, and then place tieamTimeshe&lientSetupexe andversioninfaixt into

this network folder.

Automatically check for new version at Outlook startupCheck this option to forcEeam TimeShedllient on
eachY S Y osshIem to perform a check on new version availabiiity the specified network folder path at
Outlook startup. If a new version is found, there @&wvo sub options you can set for the install mode.

Thefirst, GUI mode will display the user interface of the installer wizards and user needs to click the Next bu
continue the upgrade.

Thesecond silent mode, as it implies, would automatiggberform the upgrade in the background and no Ul wo
be shown to the user. In both cases, user needs to restart Outlook to have the new version come in effect.

Display a message to the member on new version availabiitihis would display a meggaabout new version
availability if one is found.
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6. SearchTimeSheet Database
Team TimeShedlanager> SearciTimeSheet Data

With the Searchutility, administrators and managers can run queries on the submitted reports and timesheets. Many filters
are available such as search by keywords, member, project, and activity or by date range.

- =

Search reports EI@

Search by O Items Type
[Reported Between - ] [Eﬂth -
o

|05-08-2010 | 10| 12082010 |

Search Result: 23

Subject 1D Project Task Cost Last Repo...  *
;21 Lawyers now in Japa... 1 ¥tremelab Trademark - View Documents 3.4 05-05-2010
;21 What's your excuse? 2 ¥tremelab Trademark - View Documents 3.2 09-08-2010
;21 Speak more predsely 3 ¥tremelab Trademark - View Documents 2.2 09-03-2010
:'{JI Valid identification 4 ¥tremelab @ Trademark - View Documents 2.2 09-03-2010
;ﬂ Indian chief's signal 5 ¥tremelab Trademark - View Documents 5.8 03-03-2010 )
;ﬂ Bad to put on resumes & ¥tremelab Trademark - View Documents 2.4 09-05-2010 3
ii Military traditions 7 ¥tremelab Trademark - View Documents 3.2 09-05-2010
;21 Valid identification a8 Distributed Computing  Compatibility tests on all browsers  1.0667  09-05-2010
;21 Techrnology takes over 9 Distributed Computing  Compatibility tests on all browsers 3.6 09-05-2010

;21 Humar relating to Irag 10 Distributed Computing  Compatibility tests on all browsers  1.0667  09-08-2010
;21 Mew element was fo... 12 Distributed Computing Compatibility tests on all browsers  1.3333  09-08-2010 £
:'{JI Misunderstanding ter... 13 Distributed Computing Compatibility tests on all browsers  0.1333  09-08-2010

;ﬂ Mew element was fo... 14 Distributed Computing Compatibility tests on all browsers 2 03-03-2010
;ﬂ Mew chemical warfare 15 Distributed Computing  Compatibility tests on all browsers  2,2667  09-05-2010
E o the wrong bank 1 Web Portal - QUAD Database Server Development 1536 12-08-2010
H a bla erica 2 CHNM Media Mailing biling statements 258 12-08-2010

mit oha 2 ¥iramal ab Tradamarl - Tharl St=hic via O TINA 1.N|_WAN

[MacIntosh Plus with MacIntalk program:) Hello, it's obvious you have bad timing, because nobody is home. Please leave your
name, telephone number, and a brief message in a voice similar to mine, and your call will be returned as soon as humanly

possible.,

13

Search bydrop down lists all the available filtersel8cting a filter would show up the corresponding options just
below it. The followings are the filters available:

Search by I

‘Due Between v'[

Reported By
Project/Task

By Cost

Reparted On
Reported Between
Due On

Due Between

Keyword Search by Items Type
You can specify keywords to |keyword v |Both -
perform a freetext search on all Enter Keyword  }

the available fields of the report
items in the database. Items tha
match the keyword would be ther
listed in the result box.

Technology
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Reported By Search by Items Type

To show all the reported items [Repﬂrted By v][Bum -
from a particular member, select T T .

member name from the drop [::ampben v]

down.

Project/Activity Search by Items Type

To perform r_:lsearch by [pmjecmask N v][aum ,]
prol_ect/actlwty, select the T By Bk ~A Project —

particular project value from the [memeLab v] [Tra emark - Check St v]
first drop down. The list of

activitiesavailable for that

selected project would be loaded

to the second drop down box.

By Cost Search by Items Type

You can query the database by |8y Cost v |Bath -
specifying a cost value and then Cost

selecting he operator i.e.Equal [Greater RS, ,] 12

To (=), Greater or Equal to (>=) a

Less or Equal to (<=)

Reported On Search by Items Type

To search for items that were reported on a particule [F‘.eported on v][aum

day, click the drop down button (right edge) to popur  gn

the date picker and select a particular daveu can |12 03-2010 j

also directly click in the date portion (day, month, ye:
and type in or using the UP and DOWN key to chan¢ ¢ _+|  August2010 |

the value.

Reported Between

To search for items that was
reported between two specified
dates, select the starting date (firs
date)and the ending date (seconc
date).

Ln |

— Project
26 27 23 29 30 31 1

2 3 4 5 & 7 8
9 10 11 £ 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 2B 29
30 31 1 2 3 4 5
T aToday: 12-08-2010

Search by Items Type

[F‘.eported Between - ] [Bmﬁ - ]
Between ‘.
|05-08-2010 | 10| 12082010 v

L |II

4|  Avgust2010 |

Praoject Task

26 27 28 29 30 31 1
2 3 4 5 6 7 8
9 10 11 €29 13 14 15
15 17 18 19 20 21 22
23 24 25 26 27 2@ 29
30 381 1 2 3 4 5
T aToday: 12-08-2010
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Due on Search by It
To search for items that were/are due on a particulal [Due on v]E
day, click the drop down button (right edge) to popuf g, *
the date picker and select a particular date. You can |12 032010 j
also directly click in the date portiqday, month, and
year) and type in or using the UP and DOWN key to SEJ August 2010  _+ |
change the value. —
= — — Project
26 27 28 29 30 31 1
2 3 4 5 & 7 8
9 10 11 £I23 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31 1 2 3 4 5
T Today: 12-08-2010
Due Between Search by Items Type
To search for items that were/are  |DueBetwesn - ||Bath -
due between two specified dates, Hebreen
select the starting date (first date) |,35438_1.:,1,j jT.:.|12433'101'3 j
and the ending date (second date’
od +|  August2010 _+|
S - — Project Task
26 27 28 29 30 31 1
2 3 4 5 & 7 8
9 10 11 2y 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
3031 1 2 3 4 5
Z 2 Today: 12-08-2010

Items Typecg You can choose if to only search the appointment items or the task items or both.

Search Resulf The items that fulfill the searched criteria are listed in this list box. You can differentiate betwe
appointment and task item by the distinct icon (same as that of Outlook). You carargge the width of the
column headers to suit your need, arttetsettings would be retained in subsequent operations and load up. Y
can click a particular item to display the body description of that item in the box below it. When performing de
or print functions, you need to select one or more items.

Delete selected itemg; Select the particular items from the search result box to delete from the database
permanently. You will be prompted for a confirmation message before continuing on with the delete operatio

Print selected items; Select the particlar items from the search result box to pririthis uses the print HTML
GSYLIX S 6KAOK &2dz OFy Odzad2YATS FNRBY (KS W¢SYLX

The body description view is the text portion where the body field of the reported item is displayed when you
clickone of the items in the search result box.
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7. TimeSheet OLAP Statistics and Reporting
Team TimeShedlanager >TimeSheeOLARStatistics

With the integrated Online Line Analytical Processing (OLAP) tool, managers can analyze submitted timesheets and other
project deliverables in multidimensional view to extract critical information and intelligence that will enable them to take
better decisons in business. The tool will allow you 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.

Advantage of OLAP

Real strength DOLAP is its ability to examine and view data in ways not ordinarily possible. By allowing varying levels of
granularity during data inspection and visualization a lot of information can be revealed that would otherwise be hard to

attain. Given that mogbusiness models are constrained by more than three dimensions, it is hard to fully evaluate a business
without the ability to inspect each dimension in detail while preserving context eliminating all guesswork. OLAP is perfectly

suited for this purpose. N0 A 1 Qa SIFaASNJ GKIy S@SNI G2 aLRid ySg GGNByRa FyR
statistical tool will help you gain an insight into your data and make new discoveries. It comes with various inbuilt reports

specific to Team TimeSheet.

Reporing made easier The statistical tool's simplistic posand-click interface will ensure managers easily achieve the-high
level views of information they require. Additionally, the OLAP client makes creating reports destined for different
management leval a simple taskeliminating managers' dependence on IT personnel. By unifying data analysis needs on a
single platform, it provides an unparalleled array of reporting tools for web portals, intranet applications, websitetheand o
datarich applicatioss.

Printing capabilities You can print your report to share it with others using the EuilPrint Preview window. You can tune
your page/printer settings before printing. Also if you want to share the report through the net or by email you can easily
export it to a wide range of formats including PDF, XLS, CSV, JPG, etc.

Copyto Clipboard{ St SOG4 Iy& RIdGl NYy3aS Ay [/ KINIKkDNAR FyR O2LR G2 Of
program for further analysis. You can also paste the chatdipicture to illustrate your investigations. This greatly simplifies
the task of creating detailed, datéich documents.

Save Reports in file At any stage managers and members can save the report and distribute it to another person for analysis
by nework or email, so when the recipient gets the file he can open it and see the same OLAP slice.
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7.1 The User Interface

iiﬁataﬁsﬁu E sepurﬁng - (Total Cost per Project per Member) E

File  Views

... | [l Predefined Views... [1il Open View... | [ | J& Reset Chart/Grid | §F Sync Chart/Grid

— Filter description
ﬁ Creation Time ‘ '0'

-]l Date Completed
ﬁ Date Due 5
ﬁ Last Modification Time

w-{o] Last Reported Date OIS Ses e ———————————%
H Projects Reported By ¥ L"ﬂaﬁl‘ﬂs J Columns area

#-{ef Reported Date

epaorted B All members except Hoffmann
Tasks per Project | Al members except Web Portal - QUAD, Calour Management Tests

-l Start Date @ EH-EB-43 3 5B D i3 fia ~ & ~
:i xgz::g By - | | Reported By ¥ | Camphell Bennett De Jong Fischer Total
R — ] oot ’
¥tremelab £11.00 ¢11.40 $10.00 40
Tasks per Project =) | el | | s11.00 32
Distributed Computing $7.07 513 $4.27 $1147
Rows area @ CNN Media ¢93 $473 $1.67 £2.80 $10.13
BEC Tech 5767 $22.33 $24.00 $54.00
g | Outlock Maintenance £38 538
RNA World 54 50 50
Lmﬂ Coot J mide *
Unix Revamp £.85 £85
Values e Fekeiiag! 54 50 4 50
Total $19.00 £2432 £1277 §42 15 511823

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 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 wit
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,
1 Set as autéidden panels;

= =4 =4

Used as float windows.

The File menu
The file menu consists of the following commands:
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File | Views g

Open Offline Cube from file LE)

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

B Save Report View As... @

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

Close Cube @
Exit
r-!_!! KA LAimm Ll

a) Open Offline Cube from file While generating a live cube frothe timesheets databasgrovides 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 thidityti An offline cube file has the extensiqb 2 ¥ F  fand ¢
can be either in compressed or uncompressed format. An offline cube gives the same functionalit
that of a live cube (which is generated from t&tabaseat real time), except that theata 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 ViewMore than 30 views specifically desegl for Team TimeSheet are included.
{AYLX & aStSOu | @A Sdickloyad the statisiidal anafyssslof gt repat) 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 ’
< Average Cost per Project and Member
= Average Time per Member

Cancel ]

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

m

=i Items Count by Member

=i Iteme Count by Project

=i Items Count by Project and Member
< Items Count by Approwver

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

i Items Count by Start Date

=i Maximum Cost per Member

< Maximum Cost per Project

< Maximum Cost per Project and Member

=i Maximum Time per Member

=i Maximum Time per Project

=i Maximum Time per Project and Member -

c) Open report view fromfile - 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 ste
the statistics in the Grid/Chart working area, with specific memladddion the pivot panels (Rows an
Column areas) and measure fields in the values area. It has a file extghgiént | LINB LJ2 NI ¢
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View Menu

Open

D

My Recent
Documents

=
[
Desktop

2

My Documents

My Computer

Iy Netwark
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Look in: |@Oﬁ'|inecubes V| W ? » -

RIX

Orders.offlinecube
Orders_Details. offlinecube

File name: | w | I

Files of type: |Oﬁ1ine Cube file (" offinecube) w | l

Save report view aslf you want to share a report view with others, you can simply save the currer
report (state of the tatistics along with the pivot details) to a file folder of your chagiceuld be a
network folder also

Save As E
Savein: |@Myﬁeports V| Q ¥ £ G-
Ty Order quantity per Customer and City.olapreport
i 23 Quantity in stock per Supplier.olapreport
My Recent Region Wise Sales Report.olapreport
Documents EI Sales per Company. olapreport
?_—:% Tlmeline forTotal Sales.olaprepart
Desktop
My Documents
My Computer
‘g File name: Stock per Product hd | [ Save l
My Metwork | Save as type: |OLAF‘ Report View (*.clapreport) v | [ Cancel l

Save to offline Cube Once you have loaded a live cube from timesheets databaseyou have the
option to save the entire cube data to a f{lgith the extension .offlinecube) for offline use, when yot
are disconnected from the network. Offline cube can be saved in compressed or uncompressed f
the former option will enable you to reduce the file size considerably.

Same asg. (above)

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

Contains actions that you can perform on the current report view.
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E_:E OLAP Statistics and Reporting for SupportCi

File | Views P
_ a
#0g 10 Reset Chart/Grid Sl

’m & Synchronize Chart/Grid ®rw
[

I~

a) Reset Chart/Grid Empty all the member fields from the pivot as well as the data from the working are
the chart/grid. This is useful if you want to start over on a new report view.

b) Synchronize Chart/Grid This option allows you to reflect the state of the statistietween Grid and chart
It is particularly useful, for example, when you have build up a grid with aggregated data, but with a n
visual representation of the statistics in the form of graphs and bars. Also note that, the synchronizati
be done b the other part (grid or chart) based on the current interface.

C2NJ SEIYLX ST AT &2dz FNB Ay (KS ANAR OASs> |y
the Grid view and impart the same state (same members and measures) to tth@i€heand vice versa.
9FOK 2F (G4KS DNRR FYR /KINI @ASga OFry o6S 62N].
option.

OLAP Grid panel

The OLAP Grid control comprises of a radittiensional table with expandable nodes. These nodesmemd
display data according to the hierarchies used to define the measures and dimensions upon which the undel
data has been organized. A unigue feature of control allows for building the-@paRs of the exceptional level o
complexity. In tandm with the OLAP Chart, the OLAP Grid provides an ideal means of clearly conveying datz
user.

OLAP Chart panel

While OLAP Grid allows working with numbers, the OLAP Chart allows representing the project data graphic
This gives managers ancembers a unique opportunity to analyze their project data visually, dealing with char
rather than numbers, which is much easier to perceive.

Cube structure panel
The panel contains the Cube structun@easures and hierarchies as a tree. The measamregrouped in the set,
displayed in a branch. Rest of the tree nodes are the dimensions that contain hierarchies.

Cube structure - 0 X - Measure

B esous | .

| Creation Time - Dimension
M Date Completed
£}
i

Date Due - . .

L Last Modffication Time g2 - Attribute hierarchy
Last Reported Date
Projects - Multilevel hierarchy
Feported Date
Start Date
Approved To select a measure for display you need to enatyop it to the

Approved By Measures panel or the data area.
Biling Information

Body

m

|- [F -] -] -

ERER

To select a hierarchy for displgylrag-n-drop it to the hierarchy area

H
E
-4
----- EE Categories he i | |
_____ # Companies or the pivot panel (rows or columns area).
----- EE Complete )
..... i Contact Names 1 Measures are grouped in the Measuregegory.
..... i Delegation State 1 Hierarchies are sorted into folderglimensions. If there's
----- ii Delegator only one dimension in a hierarchy, it will be displayed in th
""" s Importance tree root
----- EE ls Recuming
----- EE Mileage -

Both hierarchies and measures have their own menus. Right click will call the context menu that givesptmna
to place the element where you like. You can also filter the selected element (see Filtering hierarchies and
measures) or place it to the selected panel.
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Pivoting panels

@ A pivot table lets user design the report online by dragging and droppirgunes, dimensions and levels into the
pivoting panels. Note that the column panel may contain no more than one (!) measure. Panel elements can
dragged with the mouse to other panels. To filter elements, press the Filter button (see Pivot panel viee/}loe
appropriate items from the context menu.

[ Cube structuretree v R X
[l Assets
w5 Callers
Ig. Casze

[g: Customn Fields
[g: Date Closed
@3 Date Created
[g: Date Due

ltem | Filter descniption

CLLEL LT LT P rr e,
e

-] Problems . =
A=A R RE= NN i3] il
Technician Name | Total
Case Type
Resolved £200.00 -
5160.00 1
v _ $120.00-
4 5

Measure panel

o Measure panel consists of groups of measures that make up the charts' vertical axes (see Measure panel
components). Each group of measures corresponds to a set of charts in theréat&roups of measures are
situated in the main part of the panel.

-gall Time Spert {hrs) —
ol Time Spert {mins) M |Tec:hn|t:|an Name |
< 1l > . =
<] S = DR T o 2
MRewsarea S X Name | Tot
|CaseType |CaseT]rpe
=, - Resolved
£ Group1 % B 120.00 -
W
(&)
EESetEx  oDpnOOBpnnlnng
:"-- - ’l"--“'h
‘J’Measure { Group1 ig[)-
@ Cost ____ ¥
- i _ $130.00- &
y, ] Q > Q - B Q Q
'ﬁ\ e S 57000 1 4 @ ° o
B |a' Measure ™ '{ 9
WS 2 @ \_filter edtor & 10004
.0"‘.1---“'1- T i T T T i T T i T
{ Group 2 i
g ——— -
:“" Areafor s, ¥ T 5 = 2 E L ¥ = -
i = £ B [ = e =] = B @ = = E
N s 2 2 2= 2 £ £ 5% & :
X [G] = a “ = E‘ T 2 = % = E I
= 2 T § ®©® =2 = E S 3
: EF D 5 4 ° 5 &2 £ % 2 F 2z %
zdrag an item here to create a new g :E ] - = - = g

You can drag measures from one group to another, or extract measures from groups to delete them. To cret
new group, you need to drag a measure to a place on the panel not ocdupigabther group or to the <drop an
item to create a new group> panel.

Clicking a mouse button on measures will call the context menu. From here, you can move a measure to on
pivot panels or to the modifiers axis, or assign a measure filter, ydg&ocan assign the marker type of a chart po
and its color.
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Filter panel

CKA& aidlaAradAaolrt G222t lftft26a FT2NJ Slae asStSOlAazy
powerful filters to anything including hierarchy members, amelsure values, thus leaving out the unimportant
data. You can sort the data to see, for example, the top 10 values and then you can gather the rest of the va
into a single group, so you only have what you really need.

The filtered elements (h'lerahmes and Visual filter: Tasks per Project =
measures) are automatically transferred to
the Filter panel. To assign a filter, you have

move an element to the Filter panel. If the SR All members | A

element hasn't been filtered the appropriate £ Xremelab

visual filter editor will be shown, similar to [ Trademark - View Documents
the one on the ribt: [ Trademark - Order/Download Data Products

[f Trademark - File Trademark Applications, Documents
-.[# Trademark - Search /View Registered, Pending and Abar
&#-[¥ Distributed Computing

[ CNN Media

[ BBC Tech

&#-[¥ Outlock Maintenance

|: Web Partal - QUAD

& Colour Management Tests

E RMNA World

w7 | Imiv Rawamn
1| 1] b

Apply Preview | Close

m

In the Filter panel, you can call the Filtered Element Editor individually for each element.

Filter description

L R a8 Al members except Web Portal - QUAD, Colour Management Tests mm——— F"’@ m
- . et

Reported By All members eerpt Hoffmann ¢ Filter i |Ed|AD

]
h N i, Editor ' ri
[ N W CNeme A
1". Ty ;'} ﬁd----“-"‘hﬁ -~ *a
¢ Filtered +" Detail description ™%, i Remove %

' i
9 of the filter ’ 4 \ filter

1 1
s elements 7 .

b -

T e

L -
-
- -
Ty

Working Area

The OLARIice data is displayed in working area. In its upper part there is a menu for the quick access to the
frequently usedccommands?. The rest is occupied by the current G&lisB and consists of the following parts
Cube Axis headers, Cube Axes, Data Axes, Data Axis headers, Chart Panes.

You can change the view of the slice by relocating measures and hierarchies withivitemment panel. When
you start dragging an element, all the possible locations, where it can be dropped to, will be highlighted. Mos
elements have context menus that duplicate the mouse actions and provide additional control functions for
managing theslices' view.

Grid working area

Reporied By ¥ | Campbell Bennett De Jong Fischer Total
Project . 4
Xtremelab 511.40 £10.00 £32.40
Distributed Computing 57.07 £13 &4 27 £11.47
CHM Media £33 473 £167 £2.80 £10.13
BBC Tech 5767 £22.33 £24.00 £54.00
Outlock Maintenance £32 £38
RNA \wforld g4 50 450
LInix Revamp 585 %85
Zeta Grid g4 50 5450
Total £15.00 52432 83277 £42 15 £118.23
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i Hiremelab
Measures

Distributed
Computing

CNN Media

BEC Tech

Rs. 28.00
Rs. 24.00
Rs. 20,00
Rs. 16.00
Rs. 12.00
Rs. 2.00
Rs. 4.00

Total Cost

Rs. 0.00

2 % &
E 5 B
o = b
Reported By

T = =
s = &
Reported By

Campbell
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7.2 Working with OLAP Grid

The OLAP Grid view comprises of a mdittiensional table with expandable nodes. These nodes group and display data
according to the hierarchies used to define the measures and dimensions upon which the underlying data has been organized.
In tandem with tle OLAP Chart view, the OLAP Grid view provides an ideal means of clearly conveying data to the user. It is
highly navigable and quickly provides detailed information to the user. The speed with which data recall occurs andghe stron
formatting the grid efforces ensure data is always presentable and easily understandable. Consequently, OLAP Grid views can
easily be ported to spreadsheet applications for report compilation purposes.

Additionally the OLAP Grid view allows users to effortlessly add and reratagories, filter and sort categories, and drill up

or drill down on data using powerful builh menus. One of its greatest benefits is that it allows users to explore, navigate and
refine data until the desired snapshot is achieved. Once in placertasshot can be reflected in a complementary chart. This

is possible as OLAP operations in Grid view can be synchronized with Chart view. These two data views can then be deployed
sideby-side or on top of one another.

Unicode support.

Simultaneous display of several different measures in the Grid.

Simultaneous drilling down based on different parameters: up to the nearest child, up to the next level, up to tf
hierarchy.

Saving and restoring the current OL#liee.

Hierarchy merhers grouping (including multilevel and paretild hierarchies).

Separate sorting on different hierarchy levels. Possibility to override any sorting method.

Ascending or descending sorting based on the cell values in any column of the Grid.

Filteringof hierarchy members with or without applying these filters to the OLAP calculations.

Auto filtering of the hierarchy members depending on their values in the Grid. Major/minor members selection,
based on their rank or on the Pareto principle.

Repacing hierarchy members by dradropping them within the Grid.

Auto sizing of cells depending on their contents.

Flexible export to MS Excel, HTML, GIF, JPG, PNG, BMP, CSV, TXT, PDF formats.

LCLL L L4

Operating the OLARIice
The OLARIice data are displayad a table, whose appearance may be amended to some extent. For operating the current
OLARslice there are the following functions available:

Navigation

Selecting and copying data

Drilling, sorting and moving hierarchy members
Operating context menus

Filtering data

Editing data

Setting the column width

NookrwnE

1. Navigation- You can easily navigate the data using the keyboard:

Button Action
Home Move to the first cell of the row
End Move to the last cell of the row
PageUp Move one page up

PageDown Moveone page down
Ctrl+Home  Move to the top left cell
Ctlr+End Move to the bottom right cell

Using the mouse, you can scroll the table up and down.

Mouse Action Component Action
Scrolling the mouse wheel Vertical scrolling of the table
Scrolling themouse wheel with the Shift button held down Horizontal scrolling of the table
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2. Selecting and copying datal' he data area in the component can be selected like everything else in Windows:

71 Select all the cells pressing Ctrl+A,;

1 Capture the area with t mouse;

1 Change the boundaries of the selected area with direction buttons, holding down the Shift button.
,2dz Oy O2L® GKS RFdGlF FNRBY GKS asStSOGSR I NBI G2 GKS
buttons will copy thevhole OLARIice to the clipboard.

3. Drilling, sorting and moving hierarchy members |Case Type 5| Resolved Total
- To perform the drilling of the hierarchy members
LINBaa odzidzya 2y (kS r |FroblemCaiegary 5 |Problem Iype Cly
drilling button in a cell, then, instead of pressing it |= Accessaries Apple Wireless Mouse 7582 | 75872
you can duble-click the cell itself. By default, the Time Capsule | 19,90 | 13,90
drilling buttons are shown only in the cells under rmmm— I 1715 1715
mouse. To see all the buttons, press the _Ctrl butt Aople Wircless Keyboard | eazl e
The last cells in the column area of the hierarchy | —
members allow showing the sorting direction. A Aeelciig _ 16.07] 1607
pointer that indicates the descending order of dat: e 35.35 35.35
illustrates it. You can manage the sorting modes | | Services Complains _ 272) amn
single clicking on the cells of the specified area: t Loyalty Scheme 17.42 17.42
are changed cyclically [descending sortitxg] LppleCare ' 17.17 | 17.17
[ascending sorting}> [no sorting]. Sales | 1475 | 1475
Apple Rental ' 10.77 | 10.77
Buy Back Scheme ' 873 | 873
Services 91.55 | 91.55
4. Operating context menusThe context menu, Case Type ' wew - Eﬁﬂliid
called by right clicking a table cell, partly duplicate Show totals first > _I
the OLARslice control functions. P’“h'e“‘{:‘“ Show totals last
Aocessories Don't show totals o5 27

Default sorting 1 .50

17.15

Sort ascending

Sort descending 16.42

Agaregate all hierarchy members 16.07
35
Aggregate visible members only PE

SETVICES =
Applications Drill all doven b brat
Music Players Drill all up 05
Al Clear fiter _25.45
Eﬁ Filter on captions N '| B.65
Show empty cel .
ow empty cells

i 8.23
Motebooks || g Create new group... we
55| Copy selection 14.82'
13.73

B

Conditional formatting 3 !13_35

Hierarchy levels' menu

The view of context menu of the hierarchy levels' area. There is a list of comm@aaitihle in the context menu of the
KASNI NOK& fS@StaQ | NBIY

Command Function
Show totals first Show the aggregated cells before all the rest
Show totals last Show the aggregated cells after all the rest

52y Qi akK2g G204l f & Do notshow the aggregatemtlls
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Default sorting

Sort ascending

Sort descending

Aggregate all hierarchy members
Aggregate visible members only
Drill all down\ to the next hierarchy
Drill all down\ to the next level

Drill all down\ to the samelevel
children

Drill all up

Clear filter

Filter on captions
Showempty cells

I NBFGS y$s
Copy selection
Conditional formatting

3 NP dzLJ

Range hierarchy members by default

Range the hierarchy members by values from the bottom to the tof
Range the hierarchy members by values from the top to the botton
Aggregate all the hierarchy members (including hidden)
Aggregate the visible hierarchy members only

Drill all down to the next hierarchy

Drill all dow to the next level

Drill all down to the sanm#evel children

Collapse all the elements of this level

Remove any applied filters

Set the filter for measures

Show the cells with no aggregated values

Create a new group. It will appear at the first level of the hierarchy
Copy the selected area to clipboard

Show the Conditional formatting menu

Hierarchy members' menu

Case Type x| Resolved
Problem Category Problem Type
¥

ACcessories e = 95.35
Services | & Drill down to the next level o155
Applications ?-a Hide this member 84 45
Music Playe % Hide all members except this 2057
Yg Hide all members below this 2040
Show anly the top 3 1885
Show only the bottom 3 1862
7823
Matebooks ﬁ Filter on captions 3 14,83
4| Create new group... 14.82
| . 1373
53 Copy selection 4338
Cperating S gﬂ Conditional formatting » 3975
Mobiles iIPhone 2152

The view of the context menu of the hierarchy members' area

Command

Function

Drill down to the next hierarchy Open the node up to the next hierarchy in the current area, ignoring all t
lower levels of the currertierarchy

Hide this member

Hide all members except this
Hide all members above this
Hide all members below this

Hide the member

Hide all the members of the hierarchy, except the selected one
Hide all the members of the hierarchy above the selected one
Hide all the members of the hierarchy below the selected one

Show only the top

Show only the bottom

Show the top elements of the level. Their number is specified in the sub
menu. If you specify a percent value there, then the picking of members
be such that their total @alue does not exceed the one, specified in the-sul
menu.

You can choose a threshold value from those offered in the appropriate
menu item or set your own one, selecting Other from the menu.

Show the bottom elements of the level. Theirmber is specified in the stk
menu. If you specify a percent value there, then the picking of members
be such that their total value does not exceed the one, specified in the s
menu.
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You can choose a threshold value from those offered in the apjate
menu item or set your own one, selecting Other from the menu.

Filter on captions Set the filter for measures

Create new group.. Create a new group on the current level
Copy selection Copy the selected area to clipboard
Conditional formatting Show the Conditional formatting menu

The menu for groups of hierarchy members

Case Type v | Resolved
Problem Category Problem Type
¥
Accessories Apple Wireless Mouse 2R 22
Time Capsule -..,, 19.50
i ?E Hide this member "+ |l
& % Hide all members except this
A ?ﬁ Hide all members above this
?g Hide all members below this
Services Show only the top k
Applications Show only the bottom 3
Mi=EgEs i @ Filter on captions 3
if
ir _,] Create new group...
if 23| Copy selection
Notebooks 1 _iﬂ Conditional formatting 3

The context menu that appears above the group cel

Command Function

Hide this member Hide the selected member

Hide all members except this Hide all the hierarchy membeesxcept the selected one

Hide all members above this Hide all the hierarchy members above the selected one
Hide all members below this Hide all the hierarchy members below the selected one
Show only the top Show the top elements of the level. Theirmber is specified in

the submenu. If you specify a percent value there, then the
picking of members will be such that their total value does not
exceed the one, specified in the saienu.

You can choose a threshold value from those offered in the
appropriate menu item or set your own one, selecting Other fror
the menu.

Show only the bottom Show the bottom elements of the level. Their number is specifie
in the submenu. If you specify a percent value there, then the
picking of members will be such thieir total value does not
exceed the one, specified in the saotenu.

You can choose a threshold value from those offered in the
appropriate menu item or set your own one, selecting Other froi

the menu.
Filter on captions Set the filter for measures
Crede new group Create a new group
Delete this group Delete the selected group
Clear this group Clear the selected group
Rename this group Rename the selected group
Copy selection Copy the selected area to clipboard
Conditional formatting Showconditional formatting menu

AssistMyTeam SMB Solutigng/ww.assistmyteam.net




Measure values' menu

less

Team TimeSheet for Outlook s

16.42
[ 1607
Accessories Sort ascending " |I
Sort descending
Mo sorting
I
: H Filter on captions b
ic
E Show as r
B 53| Copy selection
Ausic Players
r ;ﬂ Conditional formatting 3

The context menu that appears above the group cell:

Command Function

Sort ascending Range the cells in the column by values from the bottonr
the top

Sort descending Range the cells in the column by values from the top to
bottom

No sorting

Filter on captions
Hide this measures
Show as

Remove any sorting

Set the filter for measures

Hide the selected measure

Specify the display mode of the current measuréim

Grid:

default

percent aggregated value in the row
percent parent element of the row
percent parent element of the column
percent total aggregated value

Copy the selected area to clipboard
Show conditional formaihg menu

Copy selection
Conditional formatting

5. Filtering data The filtered elements (hierarchies or measures) are automatically placed on the filters' panel. To start
filtering, move the element to the filters' panel. In case the element has not been filtered, the appropriate editaundh

(the Hierarchy Editor for hierarchies and the Measure Filter Editor for measures). In the filters' panel, you can laditoh an e
for each element independently.
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The buttons for IaunchiAng, tr]e editol=() are pJaced on the ey o T x|

panels in the Hierarchpld St a Q | NBIF & LT Level to fitter:

this (2]), it means the hierarchy had hidden members insic = Context fitter settings

Pressing the button starts the Hierarchy editor. _
Problem Category - ':.I Filter -

Member filter settings
EF Find
[ ] Exact matching [_] Visible only Show pages

= [#] All members [i]
= Mobiles
iPhaone
iPhone 3G
[v] Services

[] Accessorias

= Motebooks
MacBook Air —
MacBook Pro

MacBook
%1 [l Annlications M

Multiselect [ Ol ][ Cancel ]

6. Setting the columns' width You can change the width of columns in the data display area by dragging the right boundary

with the mouse. If possible, these changes will be saved during other operations with the table (like drilling, sor}ifg, etc.

return to the original width, duble click the right boundary of the column where it is visible. In case there were such changes

in the table that saving the assigned width of the columns was impossible (for example, if as a result of the Collagse drilli

the column with the assignedidth has disappeared), it will be set automatically. Unfortunately, if you operate a big table,

Ol £ Odzf I GAYy3 (GKS 0O2fdzYyaQ ¢gARGK GF1Sa& dzld 622 YdzOK GAYS® ¢KI
width will be set to default, buit can be corrected later.
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7.3 Working with OLAP Chart
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52

While the Grid view allows working with numbers, chart view allows representing submitted project data graphically. This
gives you and other managers a unique opportunity to analyze reported daklyjsas dealing with charts rather than

ydzyYo SNE > Aa

YdzOK SIF aAaASNY» b2g

Al Qa

statistical tool will help you gain an insight into your data and make new discoveries.

Reported By 7 || Project T
GH-B- 33 05 DE- 26 @ L R
Repored By | Campbell De Jong Fischer e
— | Actual Work (Min) v
Size:
40.00
Shape:
32.00
£ Dietails:
= 2400
= Actual Work (Min): 17
= Project: Unix Revamp
S 1800 Reported By: Fischer
=z Legends >~ 0 x
200 Color settings:
I] I] Actual Work (Min)
— B
0.00 1.00 31.00
2 8 2 B £ 5 2 2 5 5 B =z
i 8 23 2 & 2 4 % & % 6
S T =z ¥ =z wu =T & = o = 2
= = = = = = = = = = -1 ]
x 2 0 2 0 = T X O = =&
i i
& &
Project Project Project
Tools panel

This panel houses all the frequently used operations on the OLAP-daag, export, print and display options.

Button Function

Load the Grid state
Save the Grid state
Export OLARIice data
Print OLABRlice data
Preview

Undo

Redo

Switch axes

Select the docking panels layout
Set the scale of Chart display
Select the color palette for measur¢

Modifier panel

SFAaASNI 0Ky S@SNI G2

Modificators are easy and powerful means of data representation. You can choose your data be sthiffereirt colors,
using different shapes and sizes, so that you can easy distinguish them in a single graph. You can simply place a danension o

YSIF&aAdz2NE 2y |

Y2RATFTAOI G42NRA&

LI y' S

YR O3S

GKS 3INJ LK

aLk

AaK26Ay3

For examp#, you might place the "Problem Category" dimension on Color pane and get the Chart showing problem categories
in different colors. Or you can place the "Cost" measure on Color pane to highlight the top rates of supporting the service
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requests. The same ode done for Shape and Size so that you can make your data perfectly distinguished.

The layout of panels and hierarchies on the Modifier panel allows you to change the appearance of the displayed slice. When
an element is placed to the modifier panek¢ept for Details), its legend will contain the display parameters. If you modify
the color and shape of an element, the appropriate parameters can be amended.

Modifier The changes made upon placing a Chart element to the modifier area of...
a measure a hierarchy
The color of the Chart elements will be chos Hierarchy members will be painted with the
from the standard set of gradient colors colors from the current palette
Color The elements with the minimal value will be N/A

painted with the firstof the gradient colors,
and the elements with the maximal value
with the last one

Size Depending on the value of the measure the Hierarchy members will differ in size
size of the Chart points will vary from the
minimal to the maximal.

Shape Forbidden Hierarchy members will differ in shape. If the
number of hierarchy members will exceed tt
number of available shapes, some of them v
be used more than once

Details Forbidden The panels will display series for all hierarck
members

lfayYSlF adaNBE A& LIk | OSR 2y GKS [/ 2t2N) LIk ySs AGa @FtdzSa Nry3asS Aia
spot the top/low values. If you select the discrete gradient type, you'll be able to set threshold values for fillingrthe Cha

elements. While the continuous gradient will let you evaluate the trend as a whole. To select the gradient type and tune its

content, turn to the legend panel.
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