Personal TimeSheet for Outlook — Admin Install Guide

Personal TimeSheet for Outlook

Installation and Configuration

Personal TimeSheet consists of a simple client install and you are required to setup and configure projects and

activities, and maintain drop down lists, templates, reporting settings etc. in a Project database. And only then
Page | 1 you would be able to prepare timesheets in Outlook and publish to the project database

The downloaded zip file contains 2 files:

PersonalTimeSheetSetup_xXX.exe {where ‘xXX' can be either x86 (32-bit Outlook) or x64 (64-bit Outlook)}

Trial Key.txt

Extract these file contents to a file folder.

Requirements:

® _NET framework 4.5 or above
® Qutlook 2007, 2010, 2013, 2016 and 2019 (both 32-bit and 64-bit).

® Personal TimeSheet requires a dedicated database to save the project metadata and other global settings
and configurations. Supported databases are Microsoft SQL Server, Azure SQL Database and Microsoft
Access.

o All SQL Server versions are supported including Express edition. SQL server should be on an accessible
local office network.

o For Microsoft Access database, a dedicated folder, preferably a UNC path is required.

There are 2 sections in installation:
a) Files Installation, and b) Project Database Configuration

a) Files Installation

Step 1. Run the PersonalTimeSheetSetup_xXX.exe to start the installation. Click ‘Next’ to Continue. If Outlook
2007 or later is not installed, the setup wizard will not be able to proceed. Please also ensure Outlook is shutdown
(if already running or active in the task manager) as the setup has to install an Outlook add-in.

ﬂ Personal TimeSheet (x86) Setup o

Welcome to Personal
TimeSheet (x86) Setup Wizard

The Setup Wizard will install Personal TimeSheet (x86) an
your computer, Click Mext to continue or Cancel to exit the
Setup Wizard.

= Back 3 ' Cancel

Step 2. Select the appropriate destination folder where the application files will be installed. If you change the
default folder path, please make sure you have appropriate permission.
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ﬁ Personal TimeSheet (xB86) Setup —

Select Installation Folder
This is the folder where Personal TimeSheet (x36) will be installed.

To install in this folder, dick ™ext™, To install to a different folder, enter it below or didk
"Browse",

Folder:
IC:‘l,l.Jsers‘lpser‘lﬁ.ppDaE‘lRuaming‘lﬁ.ssistMyTeam‘lPersunal TimeSheet Browse...

Advanced Installer

< Back ' E Cancel

Step 3. It just takes a few minutes to complete the whole copying process

ﬁ Perscnal TimeSheet (x86) Setup

Installing Personal Timesheet (x86)

Please wait while the Setup Wizard installs Personal TimeSheet (x86). This may
take several minutes.

Status: Copying new files
|

Advanced Installer
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Step 4. Click 'Finish’. This ends the files installation process in your system.

ﬂ Personal TimeSheet (x86) Setup X

Completing the Personal
TimeSheet (x86) Setup Wizard

Click the Finish button to exit the Setup Wizard.

< Back m k Cancel

J
1

Now start Microsoft Outlook.

b) Project Database Configuration

The next step is to choose a database option and configure it to store the project metadata such as project/activity
lists, notification options, email templates, members list, reporting settings etc. as well as other global settings that
streamline the behavior on you work, track and publish their timesheets in Outlook.

If you have just installed the Personal TimeSheet tool, you will get to

i . ) : . Inb
see this ‘Project Data Source’ Settings dialog when you start :
Outlook. @

Or you can get to this from Outlook > the backstage File > Personal N
TimeSheet > Project Data Source button. Info o
Project Data
Source
Open & Export
Personal Projects List

TimeSheet

You can choose a project database between a Microsoft Access (MDB file) to a Microsoft SQL Server, or Azure
SQL Database (cloud db).

i) Using Microsoft Access - If you choose ‘Microsoft Access’, the database file (e.g., PersonalTimeSheet.MDB) will
need to be placed on a file folder. When you specify the location where the MDB file is to be created, make sure you
choose a valid folder from your computer or from another computer (shared folder). Note that it is recommended to
use a UNC path if it is a network path e.g. \\AMTServer\TimeSheets instead of a mapped one because, a mapped
drive might only be accessible to you.
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. Administration Panel : TimeSheet Database Options
o

= | &
Save Exit

Database Options

Data Source Type [MicrosnFt ACcess -

Select the Access DB Path  \WAMTServeriTimeSheets)|

ii) Using Microsoft SQL Server - You can also use a dedicated SQL Server database option.

%, Administration Panel : TimeSheet Database Options

= | =i
Save Exit
Database Options

Data Source Type [Micrusnf’t SOL Server -

Server BYTESTATION\SQLEXPRESS

Databasze |

vessviord

Use Integrated Security

For SQL server, the server name is mandatory. The Database name is optional. If it is left empty, a new database
with the name ‘PersonalTimeSheetDB’ would be created. If your SQL server is configured to use windows

authentication (NTLM), then you can check the ‘Use Integrity Security’ option to let Windows manager the
credentials to access the resources on the SQL server.

Using Cloud based SQL Server database

You can also use cloud based SQL server service instead of on-premise such as Amazon RDS cloud service (They
offer both free and paid accounts. For more, refer to https://aws.amazon.com/rds/). For instance, below is our test
MS SQL account with Amazon RDS. Once you have signed up and created a MS SQL database, input the endpoint
URL as server in our app. Make sure, you suffix the port number after the endpoint as “,1433” so that the full URL
in the server name would be “XXXXXXXXXXXXXXXXXXXXXXXXX.rds.amazon.com,1433’.

Database Type Microsoft SQL Server v

Server | ctiyvwieckp9sa.us-west-2.rds.amazonaws. com, 143:{|

Database | ‘ (Optional)

Username i L l

Password i | Test |
[] Use Integrated Security

And here is screenshot of the RDS server to use from the RDS member panel.
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Instance Actions v

Filter: All Instances v Q ) 4
[} Engine ~ DB Instance ~ Status * CPU
[ ] w  SQL Server Express amtdbinstances available
— sexrver
Endpoint: .ctiyvwckp9sa.us-west-2.rds.amazonaws.com:1433 ( authonzed ) €@

ol Configuration Details

Engine

| @
& License Model
Created Time
DB Name
Username

Option Group

Parameter Group
Copy Tags To Snapshots

Security and Network
SQL Server Express Avallability Zone

12.00.4422.0v1

VPC
License Included Subnet Group
May 26, 2016 at 10:59:33 AM Subnets

UTC+5:30

2 i
default sqlserver-ex-12-00 ( in-
sync )

Security Groups

Publicly Accessible

default sqlserver-ex-12.0 ( in-sync ) Endpoint
No

Port

Certificate Authority

Current Activity

11.19% 1 Connectii

us-west-2a
vpc-458b0e21
default ( Complete )
subnet-21b53445

subnet-f6865d80
subnet-72ea032a

rds-launch-wizard (sg-ff778099)
( active )

Yes

stiyvwckposa.us-west-
2.rds.amazonaws.com
1433

rds-ca-2015 (Mar 5, 2020)

Permission for users on the SQL database - You should have both db_datareader and db_datawriter permission
on the Personal TimeSheet SQL database.

Connechion

Database role membership for: Team TimeShestDB

Server:
BYTESTATIONWSGLEXFRESS

Connection:

db_accessadmin

BYTESTATIOMN wser

_i@ View connection properties

Progress
Readv

db_securtyadmin
public

iii) Using Microsoft Azure SQL - Azure SQL Database is a cloud-based relational database service from Microsoft,
which is based on SQL Server database.

Save

3

Exit

' Database Options

Database Type |Mi::rusuf’t Azure

- |

Server |assish11yteam

.database.windows.net

Test [

Database |

| i Choose...

Username |ﬁ'anms

Password |

{Optional)

NOTE: If no database name is mentioned, the add-in will create a new database in your Azure SQL server, by the

name of 'PersonalTimeSheetDB’.
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Once you click ‘Save’, the add-in will automatically create the chosen database (if it does not exist already). And
then any project metadata and other settings/drop down lists you defined from Personal TimeSheet add-in in
Outlook would be saved in this repository.

%, Administration Panel : TimeSheet Database Options

= | =i
Save Exit
Database Options
Data Source Type |Microsoft SQL Server -
Server BYTESTATIOM\SQLEXPRESS

NOTE: There are other administrative configurations that you would need to undertake. These options are available
in the ‘Personal TimeSheet’ menu in Outlook.

For more references and helps on performing these administrative configurations, refer to the PDF Help Manual,
which can be invoke from the Personal TimeSheet > Help Topics.

You can also download the full PDF help manual directly from this link.

---- End of Install Guide
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