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Welcome
Track task, time, mileage and expense for project management, billing and payroll purpose with Microsoft Outlook.

This is an elaborate help documentation that will guide you how to work with Personal TimeSheet for Outlook and
SharePoint. For a quick overview, refer to our video demonstration available on the product website.



Personal TimeSheet o5

Pagez

expense, billing, task, timesheet
_reporting from Outlook to
W SharePoint made easier

Y,

: x for your team members!

Table of Contents

W BICOIME ..ttt ettt ettt ettt ettt e st e sttt e sttt e bb e e s at e e s b e e e sabeeaabe e e neeeeabeeesaseesas e e e s e e e sabe e e s b e e eab e e e aseeeeabeeeabeeeenbeeeaseeesabe e e beeeanteesneeenareenn 1
o o o [¥ T 4T o IR TSROSO PPTRPRRPRRRPRRR 3
2. REGUITEIMENTS ..eeeiiiieee ettt e e e ettt et e e e e ettt e et e e e e s e b eb e e e eeeeaaaaa b et e e eeeeaaaaassb e b e e eeeees e nabebaeaeees e assseeaeeeeeesaansseaaeeeeessaaasnseaaaaeeessanannneaaeeens 4
3. Choosing SharePoint listS tO StOrE TIMESNEELS. ......c.uiiii ettt e e s e e s e e e st te e e e s bt e e e e s tteee s e staeesesbeeeeassaeeeessseeeeensseeeeennsenns 5
Y Y =T g o Y=Y T Yo PPN 11
= oY= ot £ X N 12
N o AV A [T ] O RO TRRR 13
e N OV o4 o T =] Lo PSPPSR PR PRSP 14
V=Y F= == 0 0 N 16
R o4 0 d N O o] o] o |- OO PP PP PPTPPPPPTN 17
2 SN 2T=T oo Tt T 0= o) [0 -3 19
By A No (V=Yg Tol<To I @ oY o o L RSP PPR 26
A <Y o Yol Y =T Y =Y = =<1 TR 30
5. Preparing timesheets with Outlook appointmMENTSs OF tAsK........cii i s e e e sbee e e e sareeas 32
5.1 Tagging Outlook itemMS With PrOJECT Gata.....cc.uiii it e e e et e e e ettt e e e ettt e e e e ataeeeeaasaeeesaasaeeesanssseesansaaeesansseeanan 33
5.2 Group Tagging — Setting project data to multiple appoiNtMENTS/TASKS .....c.ecceeiiiiiiiiiice ettt beeare s 36
R - T=d=d oY= S U=Tol U T T = a= o] o o1 0] g 1= o) 3PN 37
5.4 Reporting and Publishing timesheets t0 SharEPOINt ........cooo it e e st e e s saba e e e e sabaaeeenaaeeeeas 39
5.5 Updating and withdrawing reported tIMESHEELS ........cc.uiii it e e e e e et e e e e e eta e e e esabaeeeesasaeeesansseeesansaeeeeanseneenan 41
6. Group publish — Publish multiple timesheets t0 SHar@POINT ............uii i e e ee e e e bre e e e bae e e e e abae e e enanaeas 43
7. Review Published — Review appointment/task items that were published ............coviiiiiiiiiiciicee e 44
8. WOIK With OULIOOK VIBWS ...ttt ettt e h e bt s a et s at e et et e e bt e be e sh et sat e eat e et e e beeebeeeheesabeeabe e beebeenbeesneesateeneeentean 46
9. Search TiIMEShEELS IN SHArEPOINT......cc.iiiiiie ettt b e st st s et et e e bt e s bt e sbeesae e st e e bt e bt e neesmeesmeeeaneenneen 49
10. TIMESNEET SUMIMAIY REPOITS. .. .uiiiiiiiiiieieiiieeeeitee e e ettt e eeitteeeeettteeeeeattaeeesastaseasassssaesasssssaaassasseassssseaassessaassssseaasssssssanssesesanssesesansseaenan 52
11. TimeSheet OLAP StatistiCs @Nd REPOITING.....cciiciiiiiiciiie et ecee ettt e e st e e sttt e e satae e e e staeeessnsseeesssseeesassaeesenssseeesnnssaeessssseaenns 57
10,0 T USEE INEEITACE .. ettt h ettt ettt et e b e e sb e e sae e eate et e e sbeesheesabesabeeabe e bt e abeeemeeemeeeateenbeenbeesaeesanenas 58
11.2 WOrking With the OLAP rid.......cooooiiiei ittt e e e sttt e e e et e e e e st e e e e s abee e e e s abeeeeeaabeeeeassseaeseasseeeeansseeeeeassteeseanseeesasnsres 65
S VoY 4 LYV d o T O 1IN @ o P USRS 71
11.4 Printing, exporting statistical data and Charts ...........ooi i e e e st e e e et e e e e s e e e e e arreas 78
12. Uninstalling Personal TIMESHEET @00-iN ....cocuiiiiiie ettt e et e st e e et e e st e e ssteeesteessbeeessteesnseeeseeesnseeasseesnsasaneeesnsennnns 80
S T [ o] oYY 2= 0 Al 11013 SRS 81

T
:‘ AssistMyleam




— — E >4 ».‘. 
Personal TimeSheet .ttt surasi

Page3

expense, billing, task, timesheet

. reporting from Outlook to
’ ® SharePoint made easier R b
A for vour team members! X -

. EN A
(

—_—

1. Introduction

Personal TimeSheet for Outlook and SharePoint is a reporting solution to work, plan and execute project related activities and
timesheets in Microsoft Outlook and publish to a SharePoint list. It leverages the familiar Outlook calendar and task interface
to track time and expenses towards projects, clients or any entity your business requires. And let you measure attendance,
payroll, cost estimation or billing for accounting purposes.

Home Send / Receive Folder View Q Tell me what you want to do

E r('_ 2 {: «» Withdraw 217 ;/2. O NewAppointment x @ E 178

. €3 Unlink #17 _ : [22 New Meeting ! B
My Fields Update Group Review Sync Project Current Delete Move  E-mail _,
Settings ~ #17 Publish ~ Published ~Settings View~ &= Newltems~ ~  Calendar &
TimeSheet New Actions Share
Search Calendar :‘;\ TimeSheet #17
,,D ‘@ [ID LSUBJECT \ ACTIVITY } START \grqg)i } gATE,G, Published: 8/8/2017 1:28:00 PM (AssistMyTeam Support)
Click here to ad... } & Update #17 | [} Create Copy \ \ |7l Save
4 Project: BBC Tech: 3 item(s) | ghUnlink#17 || | gWithdraw#17 H % Delete
17 replacing the i... SEO Task Thu 8... Thu8/... [|] Awa. ' G
Document undi... Cloud funding Fri 8/... Fri8/1... ] Froz. Prcsat bBCTéch =
Customer care ... CRM Studies Sat 8/... Sat8/. Del... s am =
- T Lctivity |SEO Task v
4 Project: Distributed Comput 4 L

el 10 using technique Blogging FAQs Tue 8/... Tue &/... [J] Awa. Billable Hours CI hours minutes

16 Subsidy Compatibility t... Wed ... Wed 8... [l Def... Additional Fields
4 Project: RNA World: 4 item(s’ | alternate phone data|
11 time frame exte... Support Quest... Mon ... Mon8... ] Ora.. brief description

12 cleansing the r... Support Quest... Wed ... Wed 8... [}] Pur...

i 14 page unknown Website Rede... Fri8/.. Fri8/1.. [l] Proc.
15 Being the UPS  OCR tasks Sat 8/... Sat8/.. [J] Proc.
4 Project: Xtremelab: 1 item(s)

13 routing the iss... Documentatio... Thu&... Thu8/..  Del..

Purpose of this add-in

Microsoft Outlook, in its 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 other data from appointments and tasks in Outlook and feeding to an external data source
manually.

With Personal TimeSheet, these processes are streamlined and automated. You can track, measure work done and prepare
timesheets for projects from the comfort of Outlook. Once timesheet in appointments or tasks are prepared in Outlook, you
can publish to a SharePoint list. With the inbuilt Summary Reports or OLAP Statistical tools (or with a 3™ party reporting
solution), you can then use these submitted timesheets for calculating expenses, payroll or billing on projects, clients and
resources among others.

Leverage Outlook for timesheet reporting

Leveraging the familiar workflow of Outlook appointments and tasks, Personal TimeSheet simplifies timesheet creation,
submission and tracking. Besides, it also offers greater control throughout the time reporting process. With the assurance that
you are reporting through Outlook that promotes accurate, consistent time reporting, you can leverage precise, up-to-date
budget and billing reports for project estimation and budgeting.

;‘;:’\shihl MyTeam
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2. Requirements

Personal TimeSheet is available right inside your Outlook unlike any other standalone application and web-based project and time
reporting software. Please make sure that your system meets the following requirements before installing Personal TimeSheet for

Outlook:
Windows Version Windows Vista, 7, 8, 8.1, 10. Both 32-bit and 64-bit OS are supported.
Outlook Version Outlook 2019, 2016, 2013, 2010, Outlook 2007. Personal TimeSheet operates directly
inside the Microsoft Outlook application (using Microsoft's "COM add-in" technology).
Outlook Express is not supported.
SharePoint SharePoint 2010 or Higher. Cloud based SharePoint such as Office 365 are also supported.
Others Microsoft .NET Framework 4.5
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3. Choosing SharePoint lists to store TimeSheets

There are two types of Outlook items that can be reported or published to a SharePoint list — Outlook Appointment or Task.
You can choose which Outlook fields and other custom fields get published on the SharePoint list, when you publish
timesheet from Outlook to SharePoint. All you need to do is map the Outlook fields with a relevant field of the SharePoint list.

Personal TimeSheet supports publishing almost all of the predefined fields of the Outlook appointment or task, plus project,
activity and other custom fields. The following appointment fields are available for publishing to a SharePoint calendar or list.

Predefined Appointment Fields
All Day Event, Billing Information, Busy Status, Categories, Companies, Duration, End Date, Importance, Is Recurring, Location,
Meeting Status, Optional Attendees, Organizer, Recurrence State, Required Attendees, Start Date, Subject, Body

Predefined Task Fields

Actual Work, Billing Information, Categories, Companies, Contact Names, Date Completed, Delegation State, Delegator, Due
Date, Importance, Is Recurring, Owner, Ownership, Role, Schedule Priority, Sensitivity, Start Date, Status, Status on Completion
Recipients, Status Update Recipients, Subject, Team Task, Total Work, Body

TimeSheet specific Fields
Project, Activity, Reported Date, Reported By, Total Cost, BillableHours and any custom fields (that you had defined).

Inbox - bahrur@AssistMyTeam2.onmicrosoft.com - Outlook

@ Settings Tools

Info 2% Managers Li
it gers List
. 2
My Projects List '
P AT Search TimeSheets
My Activities List in SharePoint
Save As ]
Custom Fields
[E SharePoint Mapping - Appointment Fields I I
TimeSheet OLAP
[E] sharePoint Mapping - Task Fields Statistics
4 7
Lol TimeSheet
a9 Summary Reports
Personal .
TimeSheet SP S| @ Hielp Topics
Form Options [ Video Tutorials

¥ License Information

To start mapping the fields, go to Outlook > File > Personal TimeSheet SP > SharePoint Mappings - Appointments Fields /
Tasks Fields.

This will allow you to choose a destination SharePoint list where the timesheets published from Outlook will be stored.

Page5
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You can choose any existing SharePoint list, Calendar
or task lists or a bare bone custom list in which case,
you would need to add the required columns.

Ideally, we recommend that the SharePoint lists you
will choose for used with TimeSheet add-in were
derived from the inbuilt ‘Calendar’ template in your
SharePoint. This is because such SharePoint list
already comes with predefined fields and views
which can be directly ported with TimeSheet add-in’s
functionality.

Alternatively, you can choose to create new one for
this purpose.
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ﬁ Choose a SharePoint List

Enter Or Choose SharePoint site Or List URL

|htu:|s:Hassishnyteamz.sharepoint.mm
{eq. httossimysite.sharepoitoonm)
Select a particular list

v| I

0

3l Mew Site...

AR

= 1's AssistMyTeam Team Site (hitps: [fassistmyteam2.sharepoint. com)
@ appdata
v AssistMyTeam Bugs
Composed Looks
«# Team Issue Tracker
[% Test

f75] TESTCALENDAR.

il 775 calendar
+'t" Licenses (https: [/assistmyteam 2, sharepoint. com/flicenses)
+'t" Test (https:/fassistmyteam2. sharepaint. com,test)
1't! TITRehana (htips: /fassistmyteam2. sharepoint. com/titrehana)

Continue ==

=

To create a new list, go to your SharePoint site and click ‘Add Lists, Libraries or other Apps’.

Home Test Licenses # EDIT LINKS

AssistMyTeam Team Site

7 @

T

Share your site.

‘ |
Working on a
deadline?

Add lists, libraries, and

other apps. What's your style?

For instance, you can create a new list (e.g., TTS Calendar) based on the ‘Calendar’ template below:

Links Announcements Contacts Calendar

App Details App Details App Details App Details
Adding Calenda x
Pick a name Mame:
:'?,:H:_:-.“ad-::*sa:: multiple times to your site. Give it a unigque TS Calendar
Advanced Options Create Cance

And then choose this newly created SharePoint list (e.g. TTS Calendar) or any other existing lists from the mapping tool and

click ‘Confirm’.

Page6
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‘ Choose a SharePoint List

Enter Or Choose SharePoint site Or List URL

1! Retreive

|htu:|s:Hassishnyteamz.sharepoint.mm e

{eg. httossimysite.sharepoitam)
i ) i'ad MNew Site... @ Mew List..
Select a particular list L5 A

F #:" AssistMyTeam Team Site (hitps: /fassistmyteam2. sharepoint. com) A
@ appdata
[EZ’ AssistMyTeam Bugs
Composed Looks
|%# Team Issue Tracker

+'t" Licenses (https: [/assistmyteam 2, sharepoint. com/flicenses)
+'t" Test (https:/fassistmyteam2. sharepaint. com,test)
1't! TITRehana (htips: /fassistmyteam2. sharepoint. com/titrehana)

= Continue == Cancel

Instead of creating the new site/list in the SharePoint using your web browser, you can also choose to create — new site or list

directly from the add-in.

o New Site — Create a new site directly under the chosen parent site to be used exclusively for TimeSheet add-in. By
default, the site will be created as a blank site, unless a different site template is specified.

Enter Mew Site Info >
Aw' New Site...

Title [Test | *

Template |Elark St V| o

URL Name hitps://zssistmyteam? sharepoint.com/ |Test

Description | This site will be used to store cases raised from Outlook]|

Language |English

[+] Use same permissions as parent site

* Mandstory Fields

e New List — You can choose to create a new list directly under the chosen site. By default, the list would be created using
the ‘Calendar’ template available in your SharePoint. However, you can change the template from the drop down.

Page7
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Enter Info For Mew List

7'New List...
List Name

Template

Description

* Mandstory Fields

>
To be created under:
https://assistnmyteam? sharepoint. com/
|TTS Calendar | *
| Calendar e | *

This list stores all the timesheets published by users from Outlook]

After choosing a destination SharePoint list (either by creating a new one, or by selecting an existing list), you can proceed to
start mapping the fields between Outlook and SharePoint.

Through the mapping tool, you can choose which fields from the appointment/task items in Outlook are to be extracted and
published to the SharePoint list, and perform the mapping between these chosen fields of the Outlook appointment/task to

that of the SharePoint list.

== Maps fields between Outlook Appointments and SharePoint List

SharePoint list to which Outlook appointments will be reported to

a

x

|https:Hassjst'nyteamz.sharepoint.mmﬂ_ists,.' S calendar

| Specify URL...

Clear

[] Required Fiekis

[] Optional Fields

Map fields for Outlook to SharePoint Reporting

[] custom Fields

Auto Create & Map Fields...

Appointment Field & | Data Type SharePoint Field
19 |Body Note Description
ap | Subject Text Title
21 |Project Text Project Name
a3 |Adtivity Text Activity Name
23 |BillableHours Mumeric BillableHours
24 |Total Cost Currency Total Cost
25 |Approved Yes/MNo Approved
25 |Audited By Text ApprovedBy
27 | ProjectManager Text ProjectManager
2g |ActivityCoordinator Text Activity Coordinator
2q |Rate Currency Rate
3p |CF_Branch Code Text BranchCode
31 |CF_Branch Description Mote BranchDescription
27 | CF_Branch Name Text BranchMame

For all unmapped fields

For the fellowing fields...

For mandatery unmapped fields only

<||<1I|<||<1I|<||<1I|<||<||<||<||<||<||e

Mow configure fields mapping between Outlook and SharePoint

%
=
o
b=
=
S
ey

Cancel

A mapping is nothing but an association between an Outlook field (e.g., subject of the appointment item) to a specific

SharePoint list field (e.g., Title). You have complete control over which data goes to the SharePoint list from Outlook. In the

Q‘;‘\sﬁismyl eam
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mapping dialog box (above), the first column lists all the appointment/task fields as available in Outlook. The second column

displays the data type of the field. In the last column, there is a drop-down list on each row, consisting of all available
SharePoint fields. Simply choose a SharePoint field from the drop-down box to map it to the corresponding Outlook field.

For example, in the screenshot above, Outlook field ‘Body’ is mapped to SharePoint field ‘Description.

You can choose to auto create the required fields in the SharePoint list as well as auto-map the fields between the Outlook
and SharePoint.

o For mandatory unmapped fields - Click this option under the ‘Auto Create & Map fields’ menu to create the mandatory
timesheet fields in the chosen SharePoint list on the fly and automatically complete the mapping. Mandatory fields are
marked/colored in light red.

For Outlook Appointment mapping, the following fields are mandatory - Subject, Duration, Start Date, End Date, Project,
Activity, Billable Hours, Approved, Audited By, Total Cost.

For Outlook Task mapping, the following fields are mandatory - Subject, Total Work, Start Date, Due Date, Project, Activity,
Billable Hours, Approved, Audited By, Total Cost.

e For all unmapped fields — Click this option under the ‘Auto Create & Map fields’ menu to create all the helpdesk fields
that have not been mapped yet in the chosen SharePoint list and complete the mapping automatically. If the chosen
SharePoint list have any matching existing fields, instead of creating new ones, the add-in will try to use them to map with the
timesheet fields. For instance, if the chosen SharePoint list was created based on the ‘Calendar’, the list already contains
predefined fields such as Title, Start Date, End Date, Description.

e For the following fields — Click this option under the ‘Auto-Create & Map fields’ menu to choose specific timesheet
fields of interest that will be auto-created in the chosen SharePoint and mapped automatically.

Choose Outlook Fields... >

Choose fields for which corresponding new SharePaint fields would be created

[] Billing Information
[] Busy Status

[] Categories

[ ] Companies Cancel
[] Duration

[] Start Date

[] End Date

[] Importance

[] s Recurring

[] Location

[] Mesting Status

[ ] Optional Attendees

[ ] Organizer

[] Recurrence State

[ ] Required Attendees

[] Sensitivity

[] Met Meeting Crganizer Alias
[ Body

[ ] Tetal Cost

[ ] Approved

[] Audited By

] ProjectManager

Confirm

Optionally, to have finer control, you can also manually create new fields in the chosen destination SharePoint list and map
with the helpdesk outlook fields.

-;\‘.-/;;'Hsiﬁl\rlyl eam
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In the drop-down list of the SharePoint field, you will also notice that there is an item ‘[NEW LIST FIELD]'. You can select this
item to create a new field in the particular SharePoint list, directly from this mapping tool, so that you can map the specific
Outlook field to this new SharePoint field, without requiring you to create it in your SharePoint site.

29 |MIML ooagy NOTE .
= rext #
31 |Reported By Text [MEW LIST FIELD] ~
32 |Project Text Title E|
33 Activity Text h"e‘pf‘;‘;‘ By

Project
| Save Mapping | | Cancel Activity -

Specify a unigue name for the new field!

M

TimeSheet Subjec|

Specify a field name that you would like to appear in
the SharePoint list. Only input valid characters and
avoid using special characters such as symbols.

The new SharePoint field will have the same data type as that of the corresponding Outlook field.

29 |RIML Goay
30 |Subject
31 |Reported By
32
33

Project
Activity

MOTE
Text
Text
Text
Text

ITimesheet Subject
ReportedBy
Project
Activity

[ |4 ]af]+
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4. Managerial Settings

Personal TimeSheet add-in provides a central panel that allows you to customize the contents of all project drop-down boxes,
templates for outgoing emails, notification options, custom fields etc.

The Personal TimeSheet menu serves as the gateway for launching most of the functionalities and tools available in the add-
in. In Outlook 2016, you would find the TimeSheet menu in the backstage file button, as shown below.

Personal TimeSheet (backstage view of Outlook 2016)

Inbox - bahrur@AssistMyTeam2.onmicrosaft.com - Outlook

@ Settings Tools

L &Managers List |_=||Q
I
B My Projects List —
Ep=plElE pal Search TimeSheets
My Activities List in SharePoint
Save s ]
Custom Fields
[E] sharePoint Mapping - Appointrment Fields I I
TimeSheet OLAP
[E] sharePoint Mapping - Task Fields Statistics
Office Q
Account o TimeSheet
Manager
Summary Reports
Feedback E eHeIpTopics
N
Options Form Options [ Video Tutarials
¥ License Information
Persanal } Knowledgebase Site
TirneSheet 5P
Reporting Options Check Updates
% Visit Home page
Advanced Options Hb‘?m e
TimeSheet

oy, .
‘ AssistMyleam
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4.1 Projects List
Personal TimeSheet > Projects list

The Projects list panel allows you to add projects and their related information such as manager, hourly rate and Outlook
color code. There is no limit as to the number of projects that can be set up in the system.

(| Administration Panel : Project List

v yﬂ

Apply  Save | Exit

[ 4 Project O Manager ¢ Rate ¢ ColorCode ¢
1 [BBCTech Albert Souza $20.00
2 | Distributed Computers Robert Gonzalez $8.00 _
3 |LifeMapper Robinson Lee $12.00 —
4 |RNAWorld Rehana Rahman $9.00 Peach
5 |StorageUpgrade Benjamin Franklii $4.00 _
6 |Web Portal-QUARD Francas Freedi $8.00 _
7 |XtremelLab Vikram Singh $%.00 _
g Zeta Grid Monica Lewis $12.00 Yellow
5 :
10
11 List of all
12 Projects .
= Manager assigned fo
the project. Notice the
14 drop down list where a
15 user can be selected
16 as manager.
17

The project manager is chosen from drop down list of the Managers List that you get when you click the down button.

To specify a color code of the particular project, click the corresponding button on the ‘Color code’ column of the row to
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 | Color Code
7-Jul-2010 | BBC Technolo¢P 100
5-Oct-2010 Business ExpeP 106

wﬁ" ssistMyTeam
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4.2 Activities List
Personal TimeSheet > Activities list

The Activities list panel is the central place where all project activities are added. There is no limit to the number of activities
per project.

expense, billing, task, timesheet

reporting from Outlook to
SharePoint made easier
for your team members!
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Task List
Task Project Rate

1 |Programming Opera Distributed Computing 22
2 |Compatibility tests on all browsers Distributed Computing 32
3 |Blogging FAQs Distributed Computing 6
4 |Website Redesign RNA World 30
5 |OCR tasks RNA World 52
6 |Media composition RNA World 22
7 |Support Questions RNA World 42
8 |Database Server Development Web Portal - QUANTUM I 30
g |Web Server Deployment Web Portal - QUANTUM I 30
10 |User Acceptance Tests Web Portal - QUANTUM I 30
11 |Usability Tests Web Portal - QUANTUM I 30
12 Documentation for users Xtremelab 36
13 |Hardware troubleshooting Xtremelab 24
14 |Hardware procurement 5 v 25
15 C Tech -

16 e Disirbuted Compuuting

17 - il . LifeMapper

* Project under RNA World

18 ~ which the task Storage Upgrade -NY
19 3 belongs to & |Web Portal - QUANTL ™ —
20 S >
"1
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4.3 Custom Fields
Personal TimeSheet > Custom Fields

expense, billing, task, timesheet

reporting from Outlook to
SharePoint made easier

for your team members!

You can use Custom fields and Custom list for extracting additional project or activity related data when reporting from within
the Outlook task or appointment item.

& Administration Panel : Custom Fields X
Save | Exit
Custom Fields  Custom Lists
CustomFields Refer 'Custom Fields'to as |Additional Fields |
a1
A Name Oi Type O Mandatory Ol E
1 |Alternate phone data Numeric v ™ { o
2 |Briefdescription Note | [
3 | Region v O
4 Currency O
Date/Time
5 Numeric D
5 O
Yes/No
7 Note [
8 v m
9 v [
10 v m
11 v L
12 v m
13 v |
14 v 0
15 V] ]
16 v 0
17 v 0
= =] | b

Custom fields can be of 6 different data types as displayed in the image above:
Currency, Date/Time, Numeric, Text, Yes/No, Note.

You can add any number of Custom fields as required and
they will all appear in the timesheet form in Outlook.

You also have the option to even mark a custom field
Mandatory when Reporting, so that without filling the
mandatory fields, the Outlook appointment items or task
items cannot be reported/published.

Once a field is marked mandatory it would be displayed in
red color so that user can identify the mandatory fields.

Page14
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Not Published Yet!

4 Publish | [lDuplicate || il Save |
gg Unlink Jg.mmaw j % Delete
Project | v]
Activity | ‘“‘|
Billable Hours [0 | hours minutes
Additional Fields
| Alternate phone datal
Erief description
Region
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Custom List

The titles of these custom list can be edited to get the proper meaningful label that signifies the information the field store.
For example, the first drop down field can be titled as ‘Client’ and the you can fill up the names of all their clients for which
projects are contracted for.

72 Administration Panel : Custom Fields )4
= | =

Save Exit

Custom Fields Custom Lists

Select a Custom List | Newlist..

[ 4 Client
1 |Adams
2 |Anderson
3 |Andrew
4 |Auer
5 |Bennett
g |Brooks
7 |Campbell
g |Davis
g |Fischer
10 |Fenech
11 |Gomze
17 |Hagen
13 |Hill
14 |Hofer
15 |Hoffman
1§ |Howard
17

;“A ssistMyTeam
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4.4 Managers List
Personal TimeSheet > Managers List

expense, billing, task, timesheet
reporting from Outlook to
SharePoint made easier
for your team members!

|~

Here, you can maintain the detail of all project managers. The manager name and email address are mandatory fields and
should be unique for each member in the list.

[ Administration Panel : Members

E‘« ‘ﬂ

from
GlobalAddress
List (GAL)

7= T - T S = T (O i P X I

Import... | Apply  Save Exit

Mame {}l Email q}| Department ¢| Rate <}|

istMyTeam Sup| helpdesk@AssistM Sales £10.00

Fahman bahrur@assistMyT Service £20.00

francas@AssistMy” Technical £30.00

gonica@fssistMyT Technical £40.00

B =sistMyT Service £50.00

Import managers

Import managers from Global Address List/Active Directory - Most likely, you might already have contact details of the
managers in the exchange global address list. Use the 'Import..." button to display the address book and select those contacts
that you want to import. The contact’s name, email, department fields would be then automatically filled in the grid.

wﬁ" ssistMyTeam
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4.5 Form Options
Personal TimeSheet > Form Options.

You have the provision to customize the titles of the project and activity. The changes in the titles here are reflected in the
timesheet form, toolbars and ribbons in Outlook.

7 Administration Panel : Form Options

g

Save Eaart

General Form  User Interface

Title to use o' 9

For Project |Pruject | Mandatary for reparting

For Activity |Acﬁvit5- | Mandatory for reporting

Allowme to type into ProjectfActivity drop down boxes for auto complete e

Title to use — Input the meaningful label that best describes the data the Project and Activity fields would store. These labels
would be deployed to the timesheet form, toolbars etc. So, best practice would be to use a single word or two, which is easily
recognizable to the kind of data it would store. By default, project field uses ‘Project’ and for ‘Activity’ for the Activity field.

Mandatory for reporting — When you submit time sheets and other data, you can set certain fields as required or mandatory
before accepting the reported data (into the SharePoint). When you try to submit timesheet or other reportable data without
filling in the mandatory fields, the add-in process would automatically display a warning message.

Allow me to type into Project/Activity drop down boxes for auto-complete
When you enable this option, the add-in will allow you to enter or type in the first few characters of the project or activity in
the timesheet form and the best matches will only show up in the drop down.

General Form  User Interface

Substitute the logo with your own

Specify an image file from your network share or from the web e
|D:‘p!'.ssistMyTeam‘l,www‘l,images‘l,mllaburate.png 5 | Apply E
Eg. Wserveriimagellogo.gif, or hitpufwenw. mycompany .comiimages/logo.gif

Current Image 144 x 32

Substitute the logo with your own
You can specify an image of your choice and upload the image file by browsing the image located. This uploaded image would
be displayed in TimeSheet form in Outlook.
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General Form — User Interface

Ribbon placement for TimeSheet toolbars in Outlook e
In Explorer window
(@) First Placement (") Last Placement

[ ] Use adedicated tab on Explorer window

In Inspector Window
(®) First Placement () Last Placement
[ ] Use adedicated tab on Inspector window

Flease notfe that changes in these nbbon seftings wowld be applied anly after Outlook restart

You have a choice where the timesheet toolbar should be placed in your Outlook main explorer window. By default,
the timesheet toolbar is placed under Outlook predefined tabs such as ‘Home’ or ‘Appointment’. And that too, the
first in the sequence of groups.

Send f Receive Folder View Developer Help Q Tell me what you want to do
- 0
ﬁ E ;’:E. O O Ehd ?’E o= o u .
iy Group Review Sync Project Current Mew Mew  MNew = Today MNext7 Day | Work Week
Settings = Publish ~ Publish ~ Settings  View~ | Appointment Meeting ltems ~ Days Week
L Team TimeSheet [WVersion 8.0.4.92) Mew Go To Fa Arrange
[a]
You can change this option to place the timesheet toolbar in its dedicated tab, or to place in the last sequence of the
groups.

Similarly, when you open an appointment or task item in Outlook, you can choose the placement of the timesheet
toolbar in the inspector window of the item. By default, the toolbar is placed under Outlook predefined ‘Appointment’
tab and first in the sequence. You can change this to use a dedicated tab, or to place in the last sequence.

Creative |[deas - Appointment

Insert Format Text Review Developer Help Q' Tell me what ¥
= .
E B | X= CHEEE o o]l
€« ’ FS Scheduling Assistant += _
All - Publish Save & Delete = Inwite  Options  Tags
Fields Close Attendees - - s
Team TimeSheet (Version 8.0.4.92) Actions Show Attendees £
Cootsaumn Not Published Ye!
Subject |Creative|deas
Location |I|::|r1d|::|r1 v| | o Publish || LHI Duplicate |
Start time |M::|r1 10/16/2017 | |12:m PM v| i o Wifithdraw

Page18
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4.6 Reporting Options

Personal TimeSheet > Reporting Options

With the reporting options, you can control and streamline how you publishes project deliverables from the Outlook to the
project data repository.

& Administration Panel : Reporting Options

|

Save Exit

Reporting  Post-Reporting  Recurring Appointments  Default Values  Auto Alerts
For appointments, only allow reporting from the default calendar folder o
Fortasks, only allow reporting from the defaulttask folder

-] Allow to update published timeshe
[] Allowto update published timesheet
[«] &llowto withdraw published timesheet e

Allow reporting of privatetask and appointment item 0
Allowreporting of recurring task and appointment item
[] Movereported items to subfolder {Reported Items')e

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

[ ] Don't allow multiple items reporting

Ask mefor confirmation befaore reportiiito Database 0
[] Lock the TimeSheet fields of the reported item @

[] Don't allow publishing of timesheets with wark less than 45 mins @

o For appointments, only allow reporting from the default calendar folder — If this option is enabled, TimeSheet
add-in in Outlook will only function from the default calendar folder of the primary mailbox. This can be useful to
limit the reporting of project deliverable and timesheets from a single calendar in Outlook.

e For tasks, only allow reporting from the default task folder — If this option is enabled, TimeSheet add-in in Outlook
will only function from the default task folder of the primary mailbox. This can be useful to limit the reporting of
project deliverable and work done from a single task in Outlook.

e Allows to update published timesheet data- If this option is enabled, it would allow members to resubmit
reported timesheets or deliverables and overwrite existing data on the SharePoint. A new Ul ribbon button with
the caption ‘Update Report #12’ for example, would appear in the TimeSheet Outlook toolbar or ribbon. This
feature helps members to report their incomplete timesheet or task deliverables, while at the same time, giving
them flexibility to re-submit or update the same reported timesheet in due course of time.
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Personal TimeSheet .- S

' Project CNN Media

— = :=| ’ﬁ. ;{“‘,— \
| Activity Faxing press releases "! IJ" 3 2 Qj

s Withdraw All Project New New New
a3 Views ~ Report #12  Fields Task E-mail Items~
New
4 My Tasks s
V¥ To-Do List
3] Tasks 0|t o/ ' Subject Activity \Project
Click here to add a new Task
e i3 - Eavi : - !
&g o MNeaw chamicalwarfare Eaxingpressrab | ChN-Madia

e Allow to withdraw published timesheet - If this option is enabled, it would allow members to withdraw (remove)
reported timesheets or deliverables from the SharePoint. A new Ul ribbon button with the caption ‘Withdraw
Report’ would be available in the TimeSheet toolbar or ribbon in Outlook. This withdrawal feature comes handy
when members want to start-over their timesheet or work done which were already submitted.

| Project  CNN Media v E

P — b —
e e B B\= MO
Activity Faxing press releases v
| o Update All Project | New  New  New
EVIEWS'

Report #12\Report #12
Team TimeSheet

Fields Task E-mail Items~

New
4 My Tasks *
¥ To-Do List
3] Tasks 0! oo ' Subject Activity \Project
' Click here to add a new Task
;La' Fe Equation.oF sarmim [ T perervewn
@ ! PSS e dhanpeal g ara Ezsng-prascral.  Chddedis

6 Allow reporting of private task and appointment item

By default, Outlook items that marked private are enabled for reporting, just like normal items. You can prevent
private items from being reported by disabling (un-checking) this particular option. Preventing private items might
be useful to separate personal outlook items from those used for project reporting.

When reporting of private item is not
enabled, when you try to report it,
you would see a message box on why
it can’t be reported successfully.

Message Manager

Flease review the following problems with reporting the
Repairing the phone
- Problem: Private Item not allowed for repo

@ Allow reporting of recurring task and appointment item

By default, recurring items are enabled for reporting. You can prevent recurring items from being reported by

disabling (un-checking) this particular option. This might be useful, if you don’t use recurring items for project
reporting.

Pagezo

Q‘;‘\sﬁismyl eam




Pagez 1

o L ~ Mok
Personal TimeSheet . ftats serasi

expense, billing, task, timesheet

. reporting from Outlook to
’ ® SharePoint made easier R b
A for vour team members! X -
- £ W

> BN
\Z

e

When reporting of recurring item is Message Manager
not enabled, when you try to report it,
you would see a message box on why Repairing the phone

it can’t be reported successfully. - Problem: Recurrence Item not allowed for |

Please review the following problems with reporting the

L

Move reported items to subfolder

If this is enabled, all reported items will be moved to a subfolder named ‘Reported tasks’ or ‘Reported
Appointments’ (depending on the folder content type) under the parent folder. This subfolder will be created on
every folder where reporting is performed.

Reported Items from any Tasks folders are moved automatically to the corresponding ‘Reported Items’ subfolder. If
this folder is not present (true if it is reporting for the first time on the parent folder), it will be created
automatically. The same is true for reported appointment items in any calendar folders.

4 [77] Calendar
5] Reported Items
[&5] Contacts

% Journal

Ee Junk Email [5]
Motes

=] Qutbox

R R55 Feeds

| Tasks

Automatically report overdue items at startup
If this is enabled, items that are overdue will be reported to the SharePoint automatically on Outlook startup.

For Outlook task item, the due date is checked against the current date and if it occurred before that, it is reported
automatically to the SharePoint.

For appointment item, the end time is checked against the current date/time and if it occurred before that, it is
reported automatically to the SharePoint.

In both cases, if the overdue item is already reported, it is ignored.
Note:
This automatic reporting of overdue items is applicable to the default calendar and task folders only.

Automatically report task item when marked complete

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

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

;‘;:’\shihl MyTeam
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Ask me for confirmation before reporting to the SharePoint
By default, when you report any Outlook task or appointment items, either one a time or in multiple mode,
TimeSheet add-in does not ask for confirmation. You can change that by enabling this option.

Team TimeSheet Client Addin =B

@ Are you sure you want to report the selected itermn(s) to database?

e I

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

@ Don’t allow multiple items reporting
By default, you can select multiple Outlook task or appointment items and report at once, to the SharePoint in a
single click. But you can change this behavior by enabling this particular option. Doing so, only the first selected
item (among the selected items) will only be reported.

@ Lock the TimeSheet fields of the published item
By default, the tagged fields of the reported item are enabled, which mean, you can edit and change the value even
after successful reporting. But if you don’t have the need for editing or changing project related fields once it is
reported, you can have it disabled to make it read-only.

Screenshot: Locked state of the project and custom fields drop downs in the timesheet form

\ | Update#24 || [ Create Copy H I Save

10/13/201... Fri 10/13/... [ LifeMa... Fri 10/13/2017 12:4.% 5 Unlink £24

| (@ Withdraw24 || % Delete

10/13/201... Fri 10/13/... [l] Linux... Fri 10/13/2017 11:5...
110/26/20... Thu 10/26... [l Tradem... Fri 10/13/2017 11:3...
110/26/20... Thu 10/26... [l RNA W... Thu 10/12/2017 5:5... Project Colour Management Tests
:d 10/25/2... Wed 10/2... ] Zeta Grid Thu 10/12/2017 5:5...
in 10/2/20... Mon 10/2... [[l] Trade... Fri 10/13/2017 11:2...

Activity Trademark - File Madrid Protocol Applications/ Doc

i 2 30 . minutes
in 10/16/2... Mon 10/1... [l RNA W... Thu 10/12/2017 5:4.. Eeti ) bans ks
n 10/16/2... Mon 10/1... [l LifeMa... Thu 10/12/2017 5:4... Additional Fields -
1 10/15/2... Sun10/1.. [l] Networ... Thu 10/12/2017 5:4... | Country] v

@ Don’t allow posting of items with work less than X mins — If you have a minimum work time required for accepting

timesheet and other project deliverables, you can set it in minutes. When you publish a timesheet to SharePoint, if the

work duration (i.e., duration of the appointment item or total work hours for task item) is less than the minimum
required time, the reporting would stop and a friendly message is displayed.
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Post Reporting

7 Administration Panel : Reporting Options

2

Save Exit
Reporting Pest-Reporting  Recurring Appointments  Default Values  Auto Alerts

Optional Reported Item Repository
[] Place a copy of the reported task item to this publicfolder @

|‘|,‘|,r|ash Eassistmyteam.netiTasks | Pick Faolder...

[] Place a copy of the reported appointmentitem to this publicfolder @
|‘I,‘Ibahrur@.ﬁ.ssisﬁ'ﬂﬂeamz.onmicrosaFt.mm‘l.l:alendar | Pick Folder...

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

Reported repository for appointment items — enable this option to place a copy of the reported appointment item to a
public calendar folder.

Recurring Appointments

Reporting Post-Reporting  Recurring Appointments  Default Values  Auto Alerts

When a recurring appointment is published in masterfentire series mode, use @
(@) the same projectfactivity and custom fields of the master for all the occurrences

() the projectfactivity and custom fields of the master only if the corresponding field data is empty inthe occurrence
() the project/activity and custom fields of individual occurrence

@ When a recurring appointment is published in master/entire series mode, use
If recurring appointment is published, you can choose 3 different modes to be used:

. the same Project/activity and custom fields of the master for all the occurrences
. the project/activity and custom fields of the master only if the corresponding field data is empty in the occurrence
. the project/activity and custom fields of individual occurrence

Page23
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Default Values

Reporting  Post-Reporting  Recurring Appointments  Default Values  Auto Alerts

[] Enable default value for Project and Activity fields @
Select a Project as its default value |F‘.anger o |

Select a Activity as its default value |F2 v|

[] Enable default value for Custom Fields
Bank Branch Mumbai
Bank ATM []
Bank Info

Bank Namel I
BankHoliday
BankID
DepositLimit £0.00

Default values for empty fields when reporting

You can set a default value for each of the project field (including the custom drop-down fields) such that when you
report any Outlook task or appointment item, if one or more of the project fields including the custom fields are empty,
Personal TimeSheet add-in would automatically fill in the default value of the corresponding field to the particular
Outlook item, before reporting it to the SharePoint.

This automatic assignment of default values might be particularly useful if you had marked project and other
custom fields mandatory for reporting.
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Personal TimeSheet .- 5

Automatic Email Notifications

Personal TimeSheet offers a 3 notification options for different events of project management and tracking. These email

templates can be altered using the ‘Templates Manager’. Automatic emails are sent out directly when a relevant event occurs
and the whole exercise is transparent to the users.

Reporting Post-Reporting  Recurring Appointments  Default Values  Auto Alerts

[#] Notify Managerwhen a team member publishes timesheetto Database @

Motify Managerwhen a team member updates existing timesheetto Database @
Motify Manager when a published timesheet is withdrawn by the member@

Notify manager when you submit a timesheet to the SharePoint - this notification email is sent out to the concerned
manager in-charge of the particular project on which you had published a timesheet.

Notification: New report (#18) submitted by john

+

Sent: None
To 'Schuster @mangostar.com’

Notification - New Report Submitted #18
Dear Schéfer,

This is to inform you that I have reported on the task (CNN Media > Faxing press

releases) with the subject 'Technology takes over 'to the database at 8/9/2010 11:13:38
FPM.

Thanks
Jjohn

@ Notify Manager when you update existing timesheet to SharePoint — This notification email is sent out to the concerned
manager in-charge of the particular project when a member updates and revises an existing timesheet in SharePoint.

Notification: Existing Timesheet submitted

Sent: None
To 'Schuster @mangostar.com'

Notification - Existing Timesheet #35 updated/revised

Dear Kovacs,

This is to inform you that I have updated/revised existing timesheet #35 on the activity (CA

Media > Collating press kits) with the subject ‘New submarine Ensign ' to the database at
2011 9:40 PM.

Thanks
john

Notify Manager when you withdraw a timesheet from the SharePoint — If withdrawal of reported timesheet is allowed,

this notification email would be sent out to the concerned project manager when member withdraws the reported
timesheet from the SharePoint through Outlook.
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4.7 Advanced Options

Personal TimeSheet > Advanced Options

General | Total Cost

[+] Add Project Color Codes to Master Categary List (Only applicableto Outlook 2007 and al:-n'.reio
[+] Add Project to the categories field of theitem when tagged

[+] Add Activity to the categories field of the item when tagged 9
Show Duration/Billable Hours in Report As e

(®) Minutes (") Hours

Add Project Color Codes to Outlook Master Category List
From TimeSheet add-in tool, each project can be assigned a unique color code from the supported 25 colors in Outlook.
If you enable this option, all the projects with color codes will be added to the ‘Master Category List’ of your Outlook.

[ Administration Panel : Project List [ Private '.ﬁ.'l
< li Cat:::ﬁze ! High Importance = 2 |
Apply  Save Exit - ' Low Importance
Project 1}” Color Code <}| Clear All Categories
1 |BD02015 BrushMan Peach 7 B ED02015 Rogards Sale B
2 |BD02015 Choices Inc Office Yellow N o C
3 |BD02015 GlidePath 1 [ ED02015 ServU WH Acquisition i
4 |BD02015 Local 149 P&P B BD02015 Sky Zone
5 |BDO2015 Olym Surg Suite Ex B ED02015 Thrift Trucking
g BD02015 Pekara B BD02015 Zaccaro WH lead
7 |BD02015Rogards Relocation B Farber
g |BD02015 Rogards Sale
9 |BD02015 ServU WH Acquisit Steel Il 110010 Industrial Arcola Spencer
10 | BD02015 Sky Zone [l 121010 A150WH Office - Rigali
11 | BD02015 Thrift Trucking B sm
12 | BD02015 Zaccaro WH lead _
b o ot

Once the projects with color codes are imported to your Outlook, when you tag an Outlook appointment or task
item with a project, the corresponding color code would be applied automatically. This is very helpful to give a
quick visual cognition as well as to organize your items in Outlook in a more obvious way.

Screenshot below: Explorer view of calendar month in Outlook 2016 with appointments tagged with different

projects and consequently the inherited color codes.
Sottw;

g Order m Froject  BD02015 GiidePath
|

Intel ity | 12000 Grounds
10 Billable Hours hours 30
Additional Fields

11 Branch City Paris
Branch C-DdeE}BEH

12 Branch Description Require conference room far 200 auc

1 Produ L]
. review
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Screenshot below: Inspector view of a particular appointment item in Outlook 2016 tagged with project and the
inherited green color code.

Not Published Yet!

Subject |Creati1.reldeas

Location  [london - ¢ Publish | [lDuplicate | il Save
Start time |Mc|r111]..’16.."21]‘|'.-' | |1_:_';4}|]|PM v| 2 Ny i, Withdraw | ® Save
Endtime | Mon 10/16/2017 3| [us0em |

Froject | BD02015 GlidePath

| [ | Activity |'|21]II Grounds

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

Note: Color coding
of tagged Outlook
item requires that

you enable ‘Add
4  Project: CNMN Media (2 items)

............................................................................................................................... Project to the
9  MNew chemical warf... FRed Catego... CHM Media Collating press kits . .
Ei 00 d gF Categories field of

@ 10 Mew element was f... [] Collating pres... CHN Media Collating press kits 5
the item when

tagged’ option (3).

0|10/ 1D | Subject Categaories Project Task |
Click here to add a ...

4 Project: Exchange Maintenance (3 items)

@ 11 Misunderstanding... [J[] Compact ma... Exchange Mainten.., Compact mailboxes
L.ﬂ ¥ 12 Equation of earnin.. [J[] Compact ma... Exchange Mainten.. Compact mailboxes
@ 13 Chinese plane crash [[] Compact ma... Exchange Mainten... Compact mailboxes

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

Tagged project value added to the categories field of the particular appointment item.

Appointment Insert Farmat Text Review Developer Help ' Tell me what you want to do

— e ] | 2] Appointment [ ]
Th P Xs Oms e ooor o8
: FS Scheduling Assistant = _ _
All  Publish Save 8t Delete 9} . |wvite Cptions  Tags = Office
Fields Close Attendees - - Add-ins
Time5Sheet . Actions Show Attendees Add-ins
Not Published Yet!

Subject |Gung|e]nb |
Location || | Publish || || Duplicate || |l Save
Start time |Tue1ﬂ.."1'.-'.."2ﬂ1? | |12:mpm v| Unlink i Wlithdraw | ® Save
Endtime |Tue 10/17/2017 FE |200em  +|

Project | BDD2015 Rogards Sale

Lctivity | 11010 Warranty

Billzable Hours hours minutes
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Add Activity to the categories field of the item when tagged

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

Tagged activity value added to the categories field of the particular appointment item.

| 11010 Warranty | BDO2015Rogards sale Not Published Yet!

Subject |Goog|e]ob

Location || 1.,| | ¢ Publish || [ Duplicate “ = S
Start time | Tue 10/17/2017 Rl &2 Unlink | Vithdmw | xS

Saved!

Endtime | Tue 10/17/2017 | 200 PM
Project | BD02015 Rogards Sale

Activity | 11010 Warrarty

Gt o -

Show Duration/Billable Hours in Reports as — Duration and Billable Hours of timesheet published from Outlook to

SharePoint is always in Minutes format. And by default, when you run any reports on published timesheets, the default
format will be too, in minutes. However, if you want in hours, you can change here.
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Total Cost Calculation
General Total Cost
Total Cost Calculation
For calculating ‘Total Cost’ for published items, use the rate of e

(O Project () Activity (@ Project Manager () Custom

[ ]

For calculating ‘Total Cost’ for published Outlook task item, use work duration of @
O Actual Work (@) Total Wark

For calculating 'Total Cost', use o

(@) Hours () Custom
For calculating 'Total Cost, use e
(®) BillableHours () Duration

Hide Billable Hours field in timesheet form

To calculate ‘Total Cost’ for reported timesheet, you can use the rate from one of the three —Project, Activity or
Member. The total cost is calculated automatically when you publish timesheets to SharePoint. By default, the rate
for project is used.

Rate in Projects List Rate in Activities List Rate in Managers List
*Ld Administration Panel : Project List “Lg Administration Panel ; Task List “Lg Administration Panel : Members
v 5l v 3l B v
Apply Save Bt Apply Save Exit Import Apply Save
Project | Manager | Rate Task | Project | Rate Mame |Email Departm | Rate
1 [BEC Tech Auer 2000 i |website Fil|BBC Tech 22|; i |adams||Durar Professor 3
2 |CNMMedia  Kovacs 4 7 |SEQ task |BBC Tech | 7 | Anders: Auer{Marketing 7
3 |Colour Managel Nelson 3 3 |Sending out CMNMN Mediz 30|k 3 |Auer |Lechr Marketing 3
4 |Distributed Com Brooks 8|0 4 |Sorting and CNN Mediz 30lE 4 |bahrur bahro HRM 4
5 |Exchange Main| Winkler 4)1 5 |Collating pre CMMN Mediz 30|: 5 |Bennet Haas,Marketing 9
6 |HTML page set Maier 7 & |Faxing pres CMM Medi: 24|t & |Brooks GomeDoctors 2
7 |Logging anc CMM Mediz 25|4 7 | Campbe Diaz. ¢ Customer 4

e For calculating ‘Total Cost’ for Outlook task items, you can use one of these two works done field of the item — ‘Actual
Work’ or the ‘Total Work'.

Date completed: |Nnne—|zl

Total work: 23 minutes Mileage:

Actual work: |11 minutes | Billing information:
Company: |BMW

Update list: |

For calculating ‘Total Cost’, you can set the rate to be either hourly or your specified hours. By default, rate is calculated
on hourly basis.

For Calculating ‘Total Cost’ of a published timesheet, you can either choose Billable Hours or Duration of the
appointment or task item, that is being published. Default is Billable Hours field. Additionally, if Duration is chosen, you
can hide the ‘Billable hours’ field in the timesheet form

© @
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4.8 Templates Manager
Personal TimeSheet > Templates Manager

Here, you can customize the templates used for printing timesheets or sending auto alert to managers when timesheets are
published, edited or withdrawn. A template takes HTML format.

Save Templates Exit
Select a template to customize a Subject of the selected template
[Ema‘l Manager when new timesheet is reported v] Notification: New Timesheet (¥TTO_REPORTED_ID) submitted by TTO_MEMBER
Available variables (Press 'Ctrl + C' to copy) WYSIWYG | HTML
omm—— S EH $aB 9 EESEEEE —EHG W
TTO_PROJECT ‘ | (B I U |adl v|[2(0p) ~| A[MBak -] %[ W8k
TTO_ACTIVITY @ a
TTO_FIELD1 ; -
i Notification - New TimeSheet #TTO_REPORT_ID
TTO_FIELD3 Submitted
TTO_FIELD4
TTO_FIELDS
TT0_FIELDS Dear TTO_MANAGER,
TTO_FIELD7 o ) )
s This is to inform you that I have submitted timesheet #TTO_REPORT_ID on
ey the activity (TTO_PROJECT > TTO_ACTIVITY) with the subject
= O:FIELD 1 TTO_SUBJECT' to the database at TTO_NOW.
TTO_CREATION_TIME Thanks
TTO_SUBJECT TTO_MEMBER
TTO_COMPANIES
TTO_CATEGORIES
TTO_BILLINGINFORMATION
TTO_DURATION
TTO_BODY o
TTO_START i =
TTO_DUE_OR_END p.2 < m J »

Automated emails are sent out directly when a relevant event occurs and the whole exercise is transparent to the users.

Q A list of all templates used for printing and email notifications:

Email Manager when you publish a timesheet HTML template of the notification email that is sent
automatically to the project manager when a user
submits timesheet and other deliverables from
Outlook to SharePoint.

Email Manager on withdrawal of published HTML template of the notification email that is sent
timesheet to the project manager when a member withdraws a
published timesheet from SharePoint.

Email Manager when you update (revise) a HTML template of the notification email that is send
timesheet automatically to the project manager when a user
updates or revises existing timesheet and other
deliverables from Outlook to SharePoint.

Print HTML Template that is used when printing a
timesheet.
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A list of all placeholder variables available for inserting into a particular template. In runtime (that is, when the
actual email is generated from the template), the enclosed variables will be substituted by their corresponding
values. The followings list all the supported variables:

Variable

Purpose

TTO_REPORTED_ID

TTO_PROJECT

TTO_ ACTIVITY
TTO_CREATION_TIME
TTO_SUBJECT
TTO_COMPANIES
TTO_CATEGORIES
TTO_BILLINGINFORMATION
TTO_DURATION
TTO_BODY
TTO_START
TTO_DUE_OR_END

TTO_REPORTED_DATE
TTO_MEMBER
TTO_TOTALCOST
TTO_MANAGER
TTO_NOW
TTO_REPORTED_BY
TTO_HOURS

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

Project name of the reported item

Activity name for a project of the reported timesheet

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 item that is being reported

Billing Information field of the Outlook item that is being reported
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 SharePoint
Name of a particular member

Total cost that is computed after the item is reported successfully
The manager of the particular project

Current date/time stamp

Name of the member who submitted the item to the SharePoint
Billable Hours

Note: Some of the variables might not be available for embedding on certain templates when not applicable.

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

A WYSIWYG HTML editor with which you can customize the contents, apply HTML formatting as well as insert the
placeholder variables. The look and feel as well as the buttons and functionalities are similar to Microsoft FrontPage

authoring tool.

@ The actual template in its raw state.
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5. Preparing timesheets with Outlook appointments or task

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

calendar or task Outlook folder, the selected projects and activities are being populated as
TimeSheet form in Outlook.

Help

Home Send / Receive View

& B 5

My Fields Publish Group
Settings - Publish = Published

TimeSheet

October 16 - 20, 2017

[ ]
&

[nvite
Attendees

Attendees
(% TimeSheet Fields

Folder Developer
by |
O

Review Sync Project Current Actions
Settings  View -

15 m

4 b

Appointment

.Eusy

drop downs fields under the

Q' Tell me what you want to do

O

Recurrence = Tags

-

-

inutes

Options

Not Published Yet!

MOM TUE WED THU FRI

16 17 18 19 20

& Publish

|| Create Copy

&2 Unlink

? it E

& Delste

& Withdraw

Project

TAZ1006 3362 BPT

Activity
Billable Hours

| Additional Fields
Branch {

Branch Cy
Branch Descripi

Branch MNa
Branch Regiqg

BOO2015 BrushMan
BDOZ2015 Choices Inc Office
BOD2015 Glide Path
BDO2015 Local 149 P&P

BOOZ015 Olym Surg Suite Exp
BDO2015 Pekara

BD0Z2015 Rogards Relocation
BOO2015 Rogards Sale
BDO2015 Servll WH Acquisition
BDOZ2015 Sky Fone

BDO2015 Thrft Trucking
BOOD2015 Zaccaro WH lead
Farber

10010 Industrial Arcola Spencer
131010 A150WH Office - Rigali

J5M

TAZ21006 3362 BPT
TAZ2006 33538 BFT
TAZI006 3356 BPT
TA24006 3354 BFT
TA24512 3354 BPT- HEAECI

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

a value from the list. When you select a project, the corresponding activities for that proje
down list of the activity control, thereby allowing you to specify a valid activity.

ct will be loaded into the drop-

TA21006 3362 BFT

Project |
8 Activity
Bankil .
Softw Billable Hours
Ord Board
9 T B Meeti Additional Fields
Intel Branch (
10 Branch C4
Branch Descripi
11 L

Page3 2
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11000 Work Orders/Repairs
11010 Warra

12010 Grounds Supervision./Inspections/Heat chec
13000 Special Events - C/1

15000 Insurance - C/I

17000 Real Estate Tax activities

20000 Leasing/Sales/ Acquisitions

20500 Design./bid/build

21000 Marketing/Promations
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5.1 Tagging Outlook items with project data

Recording time is as simple as creating a calendar or task item and setting a few properties. You can use TimeSheet add-in in
Outlook to tag and publish it to SharePoint. There are two modes of working with Outlook items — Explorer or Inspector.

Explorer window mode

You will find a side bar timesheet form in the Outlook calendar/task folder explorer and inspector window to show the
project/activity, billable hours and all the custom fields.

Home Send / Receive Folder View Developer Help Appointrment Q' Tell me what you want to do

EHE B G T O E 3% Zmuy, O E

My Fields Publish Group Review Sync Project Current Actions  |nvite Recurrence  Tags

Mone -
Settings = 0 Publish = Published  Settings Viewz M Attendees M
Time5Sheet @ Attendees Options S
(% TimeSheet Fields »
> 4 » Qctober 16 - 20, 2017

Not Published Yet!
MON  TUE WED THU FRI

16 17 18 19 20 | mgish ” u&m?:my ” Hme—‘

@ &2 Unlink e_ghﬁmdmw @ ¥ Delete
[]

?.l"'.\r'
Froject | BD02015 GidePath o v|
8 Activity | 12000 Grounds e v |
OBinatﬂe Hours e minutes
g Board

Meetil Additional Fields

Branch City Paris F
10 Branch Code|DE30
Branch Description Require conference room for 200 o
11
=

Branch Mame REB Fr
S 1 Produ Branch Regional

With this form, you can have quick access to the Project/Activity and other custom fields and any changes/editing on the
fields are instantly saved to the appointment/task item. You don't even need to open the appointment item in its inspector
window. However, if you use the inspector window to open the appointment/task item, the same form is available.

o Project drop down control — lists all the available projects that you have selected.

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

e Billable Hours —is the time interval that will be used for billing or payroll purpose. It differs from duration of
the appointment in that, duration is dictated by the actual interval of the Outlook appointment, whereas,

Billable Hours is a user specific field that can be overridden to specify user’s own interval time.

The 'Total Cost' of the published timesheet in the SharePoint is computed either by using the 'Duration’ or

T
;‘ AssistMyleam
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the 'Billable Hours' value, depending on what you had chosen in the settings (i.e., under Advanced Options >

Total Cost tab > For Calculating Total Cost, use).

Note:

When preparing a new timesheet in Outlook, by default, the Billable Hours field have the same value as the

'Duration’ field of the appointment/task item.

The user can change the hours/minutes part of the Billable Hours from the timesheet form independent of
the Duration field.

If you had chosen 'Duration’ field for computing 'Total Cost' of the published timesheet, you could hide the
‘Billable Hours' field from appearing in the timesheet form. This is done from the add-in (i.e., Advanced
Options > Total Cost tab > For Calculating Total Cost, use:)

Custom Fields — are additional fields that are deployed to collect further data on the project. A custom field
can take the following data types: Text, Number, Currency, Yes/No, Date/Time, Note, List. If a custom field
is marked red, it is mandatory to be filled before the appointment can be published to SharePoint.

®

Publish Item — After finishing tagging project
related data on the Outlook item(s), clicking

©

this button would report to SharePoint. If the D00 |Subjec Gl
reporting was successful, the report ID that cli

was generated in the SharePoint will be ﬁ 1 & Chocolate pudding BBC Tech Website Fill
assigned to the particular Outlook item for K Be politically correct Colour Mana... Ficking up
reference. | Main Vice Presiden... Zeta Grid Restocking

Create Copy - Create a clone of the current selected or opened appointment/task item with the same
properties and along with the project/activity and custom fields data that might have been tagged previously.

This could be handy if you have to submit multiple timesheets of the same properties and project.

Save — Save any changes made to the current timesheet form in Outlook, without closing the form or
navigating away to another appointment.

Unlink — Remove and reset any references of published timesheet from the current Outlook appointment or
task item. Once unlinked, the appointment or task item will be eligible to be published to SharePoint and
would get a new timesheet ID.

© 0 ©

Withdraw - remove the published timesheet record entry that was published in the SharePoint from the
current Outlook appointment or task item. Once timesheet record is removed from SharePoint, the
appointment or task item in Outlook will be unlinked and reset (by default).

©

Delete — remove the current appointment or task item permanently from Outlook.

All Project Fields — Clicking this button will pop-up a form that contains all the TimeSheet fields that are
deployed. This provides you a central place to manipulate the fields.

® 6

Perhaps, the most important use of this form is the ability to replicate the same tagged values to all the
selected Outlook items at once, something which, you can’t do with the timesheet form sidebar option.

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

page 34
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Inspector window mode

When you open an Outlook task or appointment item, the inspector window pop-ups and it shows all the project information
on that item under the timesheet form that is available at sidebar location of Outlook.

Appointment Insert Format Text Review Developer Help Q' Tell me what you want to do
T He] i
= L) E’?:j x ] =] Appointment :ﬁ.‘ o > a
€ P2 Scheduling Assistant = ,
All  Publish Save & Delete 9} - [nvite Options  Tags Office
Fields Close Attendees M - Add-ins
TimeSheet . Actions Show Attendees Add-ins ~
Coowscwes Not Published Yet
Subject | Creative Ideas
Location |Lnndnn v| | (g Fubish || L-,'.;]M'Gﬂtﬂ || led Save |
Start time |Mnn 10/16/2017 | |1z:ou P v| _ 2 Unlink | & Withdraw | K Save |
Endtime | Mon 10/16/2017 [ 130PM |
Project |BD02015 GlidePath v
Activity | 12000 Grounds v|
Billable Hours hours minutes
Additional Fields

Branch C:it':-rIF'aris |1|
De&30

Branch Description Require conference room for 200

Branch Name RE Fr
Eranch Regional [

The project fields, buttons etc. under the timesheet form of the inspector window remains the same as discussed previously
in the Outlook explorer mode.
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5.2 Group Tagging — Setting project data to multiple appointments/tasks

Multiple items tagging (batch tagging) - if you select 2 or more appointment/task items in Outlook, you could make use of the
'Group Tagging' button (available in the TimeSheet ribbon toolbar) to tag the same project or activity or billable hours or
custom field value to all the selected appointment/task items in one go.

'/ Tell me what you wa

loper Help

— —'m /] I“ =I
HIR | & & O = | XY
My Group [Publish Group  Review Sync Project Current Mew Mew  Mew | Delete M
Settings | Tagging pelected Publish = Published  Settings  View~  Appointment Meeting ltems ~ 1
Time5Sheet Mew Actions

> O Ii [ID | suBJECT

Click here to add a new Appoi...

| PROJECT | acTivITY

Microsoft Work Crder

..... BECD2015 Rogards Relocation
IBM task

EDO2015 Clym Surg Suite Exp

800 Landscaping/tree planti...

5000 Insurance -

Banking Software Order
ITIS Task

Board Meeting

Product review

Appreciation Meeting

TA21006 3362 BPT
TA23006 3356 BPT
TA24512 3354 BPT- HEAE
110010 Industrial Arcola Sp3
Farber

Multiple selected
appointments

Airbus Crder ED02015 Rogards Relocation 010 Warranty
Apple BDO02015 ADS JSM 11010 Warranty
_____ Intel EDO2015 Choices Inc Office 11010 Warranty
1 ATET BEDO2015 3104 Farber 11000 Work Orders/Repairs
_____ 10 Warner Bros BEOO2015 BrushMan 12000 Grounds
_____ 11 MY Times BEDO2015 Brushian 12000 Grounds
13 IBM BD02015 Zaccaro WH lead 22460 Domestic water line/fire ..,

And from the project fields, you can then set the common value for all the selected appointment/task items.

All Project Fields

e

You have selected multiple items (10) for tagging project values. K save
Project | ~ | =
Activity | v| &
Billable Hours | | hours |ﬂ - | s

Custom Fields
Branch ﬂl
Eranch Code
Branch Description

Branch Name
Branch Regional [ ]

Page3 6
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5.3 Tagging Recurring appointments

&.SharePoin

There are some differences in the way you would tag recurring appointments from normal appointments. A recurring
appointment automatically repeats at fixed intervals e.g. every Friday or the second Monday of every month. In Outlook, a
recurring appointment consists of two portions — the parent series, and the individual occurrence.

In recurring appointment, you can
- tag the parent series item
- tag individual occurrence item

In table view, a recurring appointment is shown in series, which means, if you tag it with a project or custom field value, it
would be applied to the parent series item. In table view, there is no way to open a recurring appointment in occurrence

mode.

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

| Search Calendar D | (% TimeSheet Fields

Co)@ |[SUBJECT  |START | END | CATEGOR Not Published Yet!

[ Recurrence: [none): 21 item(s)

4 Recurrence: Weekly: 2 item(s) | L_-:L Publish || @ Create Copy || H
ES  Apple Wed 10/4/2017 12200 PM  Wed 10/4/2017 2:00 PM &5 Unlink . iithdraw _)tl

e Google Job  Tue 10A17/2017 1200 PM  Tue 10/17/2017 2:00 PM Bl 1101

\ Recurring appointment always shown in —— Project |BD021]15 Rogards Sale

series (parent) in table view Sctivity |11mnw

Billable Hours hours |£l

However, in calendar (Day/Month/Year) view, a recurring appointment is shown by occurrence, i.e., an item for each
occurrence. This means, if you tag an occurrence item with a project or custom field value, it would be applied to that
particular occurrence only. In Calendar view, you can open it in both series and occurrence mode. When you double-click a
recurring item, Outlook would automatically prompt you if you would want to open it in series or occurrence version.

8.-‘\.'1-1
Open Recurring ltem * -
Janking Software Order
g This is one appointment in a series.
! What do you want to open?
Intel —
0 (®) Just this one
Double-click the i
appointment

11 PP ok F cancel &

Apple

london

2™

]

Personal TimeSheet add-in supports tagging individual occurrence item as well as the parent series item. Likewise, you can
report both individual occurrence and the parent series item as well. The add-in will treat them as if they were multiple
standard appointments.

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

%,;nssismyl eam
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Google Job - Appointment Series

Appointment Series Insert Format Text Review Developer Help Q' Tell me what you want to do

% Fxo e g oolr 8
c| ulin 1stant .
© Scheduling Assi +=
All  Publish Save & Delete 9} - [nvite Options  Tags Office
Fields Close Attendees - - Add-ins
TimeSheet Actions Show Attendees Add-ins .
oowswgese Not Published Yet!
Subject |Gnng|e]nb |
Location | v| | £ ikl || @ SILEE || H |
Recurrence Ciceurs every Tuesday effective 10/17/2017 from 2 Unlink | Wifithdraw | K Save |
12:00 PM to 2:00 PM
Froject | BD02015 Rogards Sale v|
Recurring appointment Bctivity | 11010 Wararty v|
opened as parent series item Billsble Hours hours il
Additional Fields
Branch City Paris
Project and custom field values for the first occurrence
41 » Oct16-20 | Search Calendar jo | @& TimeSheet Fields
Not Published Ye
MOMN TUESDAY WEDNESDAY  THURSDAY FRIDAY
= Unlink | & Withdraw
8.-1'?1 E
Banking )
Software Project |Fa'ber
g Order Dctivity |121“I Grounds
Intel
. Eillable Hours hours
Additional Fields
Branch City
11

Branch CDEIEI
Branch Description

:*‘ﬂ - -
e In calendar view, recurring
appointment is shown by
1 individual occurence
- —— - Branch Regional [ ]

If you have enabled project color coding of tagged Outlook items, the color code of the recurring appointment is applied
across the series. So, if you tag a different project to individual occurrence (than that of the series item), it won’t overwrite
the series color code.

Page38

%’;‘lssisl“yl eam



expense, billing, task, timesheet
. reporting from Outlook to
N\ SharePoint made easier
for your team members!

5.4 Reporting and Publishing timesheets to SharePoint

If you have finished preparing timesheet and other project deliverables in Outlook appointment or task items, you are all set
to publish to SharePoint. Make sure you have connectivity to the SharePoint site and then simply click ‘Publish’ button in the
TimeSheet Outlook toolbar or from the timesheet sidebar form.

Home Send [/ Receive Falder View Developer Help Appointment ' Tell me
— by | r"} [ /"1 1]
= MO . ® ,, - 1]
Ei,,; | I E\-) x2 O g (v M Busy .

My  Fields| Publish | Group  Review Sync Project Current Actions  |nvite None . |Recurrence  Tags
Settings - ublish = Published  Settings  View - - Attendees M
TimeSheet Attendees Options
(5} TimeSheet Fields »

> 4 » October 16 - 20, 2017

MOMN  TUE WED  THU FRI

8 19 w0 [ orem | Gloestm | Wse |

Not Published Yet!

&= Unlink &, Whithdraw K Delete
8M1
Project | BD02015 GlidePath v
g Dctivity | 12000 Grounds o |
10 Additional Fields
Branch City|Paris
11 Branch Code D530
Branch Description Require conference room far 200
I ‘ -.. |

If the reporting was successful, you will notice that the ‘Publish’ button is no longer available, instead there are new buttons

to update or withdraw the timesheet.

Home Send [ Receive Folder View Developer Help Appointment

m“ E » % o Withdraw 215 %‘E‘ O :..Ia...'- O HH

€3 Unlink #15

My Fields Update Group - Review Sync Project Current Actions  |nvite Options  Tags
Settings - #15  Publish - Published Settings  View~ M Attendees - M
TimeSheet Attendees

7 (%3 TimeSheet Fields »

TimeSheet #15
Published: 10/18/2017 12:13:00 PM (Bahrur Rahman)

4 Update#15 | [[]CreateCopy || el Save

) 14 » Qctober 16 - 20, 201
MON TUE | WED THU  FRI

16 17 18

&= Unlink #15 | g Withdraw #15 K Delete
8M1 |Z|
P'r{:.j.gct BDO2015 GlidePath (v
? Lctivity | 12000 Grounds w
Intel .
Billable Hours 52 hours 0 | minutes
mn
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If you change the Outlook views to list view, you will notice that the Outlook item is being tagged with the ‘Report ID’ of the

corresponding published timesheet ID in the SharePoint.
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|60K'E: SharePoi

~.

| Search Calendar

Oi@ [0 |suBlECT | PROJECT | ACTIVITY |START = [END 4« |CATEGO..
Click here to a...
15 Creative ldeas  BDO2015 Glide... 12000 Grounds Mon 10/16/... Wed 10/18/.. [ 120.
14 CMET BDO2015 ADS ... 11010 Warranty Wed 10/4/2... Wed 10/4/2... 0
13 IBM BOO2015 Zaccar,., 22460 Domesti.., Mon 10/2/2... Mon 10/2/2...
11 MY Times BED02015 Brush.., 12000 Grounds Tue 10/10/2... Tue 1010/2..,
10 Warner Bros BED02015 Brush,., 12000 Grounds Tue 10/10/2... Tue 10A0/2...

This is how the published timesheet #15 looks like in the SharePoint. Notice that Outlook predefined fields and project fields
are included in the timesheet. The total cost of the timesheet is also automatically calculated during the reporting process.

[ Results 53 Messages

ID ProjectValue ActivityValue Duration  Branch Code  Branch Mame  Branch Description
1 BD02015 3104 Far... 11000 Work Orders/Rep... 30 MULL MULL MULL

2 BD02015 GlidePath 21000 Marketing/Fromati... 150 MULL MULL MULL

4 BDO2015 3104 Far... 11000 Work Orders/Rep... 50 MLULL MULL MULL

5 BDO2015 3104 Far... 11000 Work Orders/Rep... 120 MLULL MULL MULL

1 BDO2015 3104 Far... 11000 Wor Orders/Rep... 150 MULL MULL MULL

7 BEDO2015 ADS JSM 11010 Warmranty 120 MULL MULL MULL

g BDD2015 ADS JS5M 11010 Wamanty 120 MLULL MULL MULL

10 BDD2015 BrushMan 12000 Grounds 180 MLULL MULL MULL

11 BDO2015 BrushMan 12000 Grounds 180 MULL MULL MULL

12 BDD2015 BrushMan 12000 Grounds 90 MULL MULL MULL

13 BDO2015 Zaccaro ... 22460 Domestic water lin... 150 MULL MLULL MLLL

14 BDD2015 ADS JSM 11010 Wamanty 120 MLULL MULL MULL

15 BDO2015 GlidePath 12000 Grounds 3120 D&50 REB Fr Require corference room for EDUI
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5.5 Updating and withdrawing reported timesheets

Once you have reported project deliverables and timesheets via appointment or task items from Outlook to SharePoint, often
there might be requirement for amending some changes to the reported data over time. Or simply, you might need to
withdraw the reported timesheet altogether from the SharePoint. The availability of updating and withdrawing of published
timesheet in Outlook depends on the administrative settings.

Updating reported data via Outlook

You can update or modify reported data directly from Outlook only if you had enabled ‘Allow to update reported timesheet’
option in the Personal TimeSheet > Reporting Options panel.

7 Administration Panel : Reporting Options

1|

Save Exit
Reporting  Post-Reporting

[ ] For appointments, only allow reporting from the default calendarfolder
[ ] Fortasks, anly allowreporting from the default task folder

Allow members to update published timesheet I

Allow members to withdraw published timesheet

Supposing, the above option is enabled, when you select a published item in explorer window or open in inspector window,
you will see that there is a new button.

For example, ‘Update Report #15° as shown below in the screenshot.

File Home Send / Receive Falder View Developer Help Appointment

@ D(_ » E w3 Withdraw 215 gﬂ' O :ﬁ."_ < i

€3 Unlink #15

F1

My Fields |Update | Group Review Sync Project Current Actions  |nvite  Options  Tags
Settings - #15 Publish - Published Settings View~ - Attendees - -
Team Time5Sheet [Version 8.0.4.92) Attendees
(4 TimeSheet Fields »
> |« » October 16 - 20,2017 @

TimeSheet #15
Published: 10182017 12:13:00 PM (Bahrur Rahman)

MOMN  TUE WED  THU FRI

16 17 18 19 20 || "~ Updato #15 | & Cony ” g swe
& Unlink #15 & Withdraw #15 K Delete
g™
Froject BD02015 GlidePath v
g Boar

Activity | 12000 Grounds w

Meel
Intel .
. Billable Hours |52 haurs 1] minutes
i

This way, you can change the project or custom field drop down values as well as update any other Outlook fields such as
subject, location, mileage, body etc. and then re-submit again to update the existing report on the SharePoint.

Page4 1
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Likewise, if you had enabled ‘Allow to withdraw reported timesheet’ option in the Personal TimeSheet > Reporting Options
panel, you would be able to cancel a particular reported timesheet and withdraw it from SharePoint via Outlook.

If withdrawal is allowed, once you have reported an
Outlook item, a new button is available in the TimeSheet
toolbar or in the sidebar timesheet form. For example,
below in the screenshot, you can withdraw the
submitted timesheet for this appointment by clicking the
‘Withdraw #15’ button.

& Administration Panel : Reporting Options

gl

Save Exit
Reporting  Post-Reporting

[] Forappointments, only allow reporting from the default calendar folder
[] Fortasks, only allow reporting from the defaulttask folder

[«] Allow members to update published timesheet
I Allow members to withdraw published timesheet I

File Home Send [/ Receive Falder View Developer Help Appointment

w Withdraw 15 ‘fm ]

FrRE

< [ 35._.@::.

_ €3 Unlink #15 x4 _ _ : _
My Fields Update Group Review Sync Project Current Actions  |nvite  Options  Tags
Settings - #15 Publish - Published Settings View~ M Attendees - M
Timesheet Attendees
% TimeSheet Fields »
>« » October 16 - 20,2017 @

MOMN  TUE WED THU FRI

TimeSheet #15
Published: 10182017 12:13:00 PM (Bahrur Rahman)

16 17 18 19 20 I Y = & o
€2 Unlink #15 & Withdraw #15 ¥ Delete
8.".'\"
Froject A BD02015 GlidePath w
Boar
? Meei Agtivity | 12000 Grounds w
Intel .
Billable Hours 52 hours 1] minutes
1n

If withdrawal was successful, the reported timesheet is removed from SharePoint, and the particular Outlook item will be
again available for reporting. Notice the update and withdraw buttons are substituted by the ‘Publish’ button.

File Home Send f Receve Folder View

=

My Fields |Publish | Group

Developer Help

r S B O E

Review Sync Project Current Actions  |nvite

:'é M Busy - O i

. |Recurrence  Tags

Mone
Settings - Publish = Published  Settings  View - M Attendees M
TimeSheet Attendees Options
(% TimeSheet Fields »
> 4 » Qctober 16 - 20, 2017

MOM  TUE WED  THU FRI
18 19 20

Not Published Yet!

8 A

Boar

0 -

T
;‘ AssistMyleam

Billable Hours hours

|| | g Publish | [.|CreateCopy | il Save |
&2 Unlink & Withdraw % Delete

Project | BDO2015 GlidePath vl

Activity | 12000 Grounds v|

e
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Allows for showing all non-reported (non-
published) appointments/items of the current
calendar/task folder based on specified timer

View

Developer

by i
period. '}{%’ O 2
Review Sync Project Current Mew

Supports a filter search option. And then Settings = Tagging Selected|Publish =|Published  Settings  View=~  Appointrr
publish items in batch. Timesheet

55. Publish Pending TimeSheets.., —

Calendar |\\bahmr@.ﬁssjstM}rTeamE.nnmimsaﬂ.cum\CaIendar o | E' MNarmal
From | 1/ 12017 @~ | To [10118/2017 @~ | | This Year ve 3 Meeting
Filter |A|| o " | \, Show FIG Recurring
q Private

Available TimeSheets for Publishinag (6]

Subject Start End Project Activity

E‘éﬂq}ple 10442017 12:00:00 PM 107442017 2:00:00 PM BDD2015 ADS JSM 11010 Wamanty

Intel 1041672017 5:30:00 AM - 10/16/2017 11:00:00 AM BOD2015 Choices Inc Of... 11010 Wamanty

8| Microsaft Waork Order 101772017 230:00 PM 1041772017 4:30:00 PM BO02015 Rogards Reloc... 22500 Landscaping

1041772017 8:00:00 AM - 10A17/2017 10:30:00 AM BOD2015 Olym Surg Suit... 15000 Insurance - C

A [ 1041872017 8:30:00 AM 101872017 11:00:00 AM TAZ21006 3362 BPT 12000 Grounds

] % 1041872017 5:00:00 PM 101872017 6:30:00 PM Farber 12000 Grounds

£
All

& selected and ready to be published to Project Database |z Publish Cancel

®O

O
®
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The current calendar or task folder path in Outlook

Time Period: Choose a time period from the followings under which the search will be confined:
Today, Yesterday, This week, Last Week, This Month, Last Month, This Year, Last Year, Custom

Further refine the search by using one of the following filter:

Filter | a1

L

Al
tems with Project
ftems with Activity

TimeShes tems with Project & Ac:tiu'ﬁ

tems without Activity
tems without Project & Activity
Particular Project/Activity

The unpublished outlook appointment or task items that meet the search criteria. To publish to SharePoint,

check the boxes and click ‘Publish’

Publish the checked items to SharePoint.

T
:‘ AssistMyleam
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7. Review Published — Review appointment/task items that were published

Run this tool to quickly review

published appointment/task items
of a particular calendar/task folder
in Outlook.

You can make changes if required

before updating back to the

SharePoint, or if the project has
been cancelled, you can withdraw
the timesheets from the SharePoint.

My

Send f Receive

E=

>

Group Publish  Group
Settings = Tagging Selected Publish -

Folder

View Hely

Developer

Review
Published

Sync Project Current
Settings  View~

0

Mew
Appointment

Time5heet

Point

« Reported TimeSheets — O >
Calendar |‘\\bahmr@ﬂssist My TeamZ onmicrosoft.com*Calendar o El Normal
From | 1/ 172017 @~ | To [10/18/2017 E~ | |This Year ve 73 Meeting
Filter |,p.,|| e v| \, Show FC* Recurring
q Private
Reported TimeSheets (11)
Subject D Start End Project Activity Billable Hours  Reported On
DE.&T&T 1 5112007 0 871172017 .. BDOD2015 3104 Farber 11000 Work Orderss.. 30 Monday, October 16, 20...
] ElWamer Broz 10 101072017, 10A10:2017...  BDOZ2015 BrushMan 12000 Grounds 180 Monday, October 16, 20...
DElEII'u'IW 5 107372007 .. 104372017 ... BDO2015 3104 Farber 11000 Work Orderss... 120 Monday, October 16, 20...
] ElTuﬂ_.rcta & 107472007 .. 104442017 ... BDO2015 3104 Farber 11000 Work Orderss... 150 Monday, October 16, 20...
] E|A|.|di 7 107472007 .. 10442017 .. BDOZ2015 ADS JSM 11010 Warmranty 120 Monday, October 16, 20...
] EGuugle 2 10722007 0 104272017 .. BDOD2015 GlidePath 21000 Marketing/Pr... 150 Monday, Octaber 16, 20...
] El IEM 13 10722007 . 1072720017 .. BDO2015 Zaccaro ... 22460 Domestic wate... 150 Monday, October 16, 20...
DECNEI’ 14 10442017 0 10442017 .. BDO2015 ADS JSM 11010 Wamanty 120 Monday, October 16, 20...
] E| Microsoft 4 10722007 .. 107272017 ... BDO2015 3104 Farber 11000 Work Orderss... 50 Monday, October 16, 20...
] E| NY Times 1h 10A107°2017...  10A10:°2017... BDO2015 BrushMan 12000 Grounds 180 o Monday, October 16, 20...
] E|Ereati1.re Ide... 15 1041672017, 10A18/2017... BDOD2015 GlidePath 12000 Grounds 320 Wednesday, October 1...

] il

@

@

| & Withdraw

&2 Unlink

o Delete

| Update

©

The current calendar or task folder path in Outlook

Time Period: Choose a time period from the followings under which the search will be confined:
Today, Yesterday, This week, Last Week, This Month, Last Month, This Year, Last Year, Custom

Further refine the search by using one of the following predefined filter:

Filter | a1

ttems with Project
) ftems with Activity
Reported TimeShes ltems with Project & Activity

Particular Project /Activity

The published outlook appointment or task items that meet the searched criteria. To update, withdraw, unlink or
delete the corresponding timesheet entries from the SharePoint, check the boxes and click the appropriate button

oy, .
‘ AssistMyleam




grsonal Time$

Page45

expense, billing, task, timesheet
\ reporting from Outlook to
B SharePoint made easier

K 4 for your team members!

IIBBt for lllnnk'

|~

accordingly.

° Withdraw — remove the published timesheet record entry from SharePoint for the Outlook appointment or task
items that are selected in the list (above). Once timesheet records are removed from SharePoint, the appointment
or task items in Outlook will be also unlinked and reset (by default) from the SharePoint record.

Unlink — Remove and reset any references of SharePoint record from the Outlook appointment or task items that
are selected in the list (above). Once unlinked, the appointment or task items will be eligible to be published to
SharePoint again to get a new timesheet ID.

Outlook.

Update — If you have made changes to the published appointment/task items, you can update the changes back to

o Delete — remove the Outlook appointment or task items that are selected in the list (above) permanently from
o the timesheet records in the SharePoint.

wﬁ" ssistMyTeam
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8. Work with Outlook Views

Outlook views are a wonderful tool to automatically sort, quickly find information and rapidly re-arrange Outlook items in any
folder. Views can also be organized to group and filter items to make a particular feature of your information obvious at first
glance.

Personal TimeSheet provides 13 Home
special Outlook views to help

nd / Receive Folder View Developer Help Q T

you to work with your projects m E :.:E". O New Appointment FO€= ...i.i. E
xf#_l . ||
and deliverables in a simpler — - _ _ (22 New Meeting
. My Group Review Sync Project Current = Today Mext7 |
and sensible way. Settings ~ Publish ~ Publish ~ Settings New ltems - Days
TimeSheet v Reported ID

These views can be accessed

Reported State r
through the ‘Views’ drop-down ? 4« » QOct16-20 p. N l
menu, available in the Project and Activity

TimeSheet toolbar or ribbon. MONDAY

Project
16 Activity

These views are common to 1z00pm G Reported Date (Filtered)

both appointment and task Due Date

items in your Outlook. g aM
[tems without Project (Filtered)

[tems without Activity (Filtered) p
[tems without Project and Activity (Filtered)
Reported lterns (Filtered)

Unreported Items (Filtered)

Calendar view of Reported lterns (Filtered)

Calendar view of Unreported ltemns (Filtered)

Let us discuss some of the TimeSheet specific views.

View 1 - Reported ID
This a table view, where all the reported Outlook items are arranged by unique ‘Report ID’ field in ascending order. The
Project and Activity fields are also available in the view.

QLRI o} Subject Project | Activity
Click here to add a new Task
L:'a 1 China blames America Time Manager Distributing paychecks
Iﬁ BE S i Timalt
@ 3 Mew element was found Zeta Grid Wacuuming and edging t...
@ 43 4 Civil WWar Era humor BEC Tech SED task
@ I 5 Question and answer Hello - World hl-h2
Lﬁ 4 B What's your excuse? BEEBC Tech SEQ task
Lﬁ 3 7 Change your course BEEC Tech SEOQ task
@ ¥ 2 Chinese plane crash BELC Tech SEOD task
L:'a 9 ¢ Mew chemical warfare CHMN Media Collating press kits
@ 10 Mew element was found CHM Media Collating press kits

Q‘;‘\sﬁismyl eam
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View 2 — Reported State

This is a table view, where all the Outlook items are grouped by the reported state i.e., if the item has been submitted to
SharePoint. Reported items will be group under ‘Yes’ and unreported items under ‘No’ or ‘None’. You can easily differentiate
reported items from the unique ID value.

O@|10 | Subject | Project | Activity Location | Categories |Start
Click here to add ...

4 Reported @ 8 items, 5 unread)
ﬁ 3 Be politically corr... Colour Manage... Picking up or deli... Milan [] Pickin... Thu 7/15/20...
HE s Main Vice Preside... Zeta Grid Restocking Hague Bl Rest.. Sat7/17/201..
ﬁ [ Humor relating to... Distributed Com... Eloggin FAQs Sun Micro ... [] Bloggi.. Sat7/17/201...
ﬁ 4 Speak more preci... CMN Media Collating press kits Milan [] Colati... Sat7/17/201...
ﬁ 7 Hidden military b... Unix Revamp Patent - Check 5t.. Hague B Patent.. Sat 7/17/201...
ﬁ 3 Be politically corr... Zeta Grid Cleaning and sto... Moscow B Cleani.. Sun7/18/201...
ﬁ 9 Reward these sol.. Time Manager Responding to re... Frankfurt Bl Respo.. Sun 7/18/20..
EE 10 Reasons to work ... CMN Media Faxing press rele... Istanbul [] Faxing... Sun 7/18/201...

4 Rep-orted:[43 items, 10 unread)
ﬁ Choose a punish... 5Storage upgrade Eelgrade [] storag.. Mon 7/19/20..
ﬁ Fake two dollar bi... Exchange Mainte... Madrid [ Excha.. Mon7/19/20..
&r Strange new battl.. Zeta Grid Frankfurt  [l[] Zeta ... Tue 7/20/201...
ﬁ Physical training j... CHN Media Collating press kits Berlin [] Micha.., Tue7/20/201..

View 3 - Project and Activity

This is a table view, where all the Outlook items are first grouped by project, and then sub-grouped by activity value. This
gives you a hierarchy tree representation of all Outlook items and may prove useful to track and pinpoint a specific project or
activity, or to get the number of items belonging to a specific project or activity, or simply just to have a listing that is better
organized and summarized.

[i)@|D  |Subject \Project | Activity Categories |Stat “~ |End =

Click here to add a new ...

4 Project: XtremeLabl (7 items, 1 unread)

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

4 Task: Trademark - Check Status (3 items)

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

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

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

T
:‘ AssistMyleam
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View 3 — Due Date
This is a table view where the Outlook task items are grouped by the due date.

Ot @D |subject | Project | Activity |Due Date  “ |% Com... | Categories

Click here to add a ne...

4 [ue Date: March 26, 2010 (4 items)

] ¥ el Fatdanagar Distriboting . FA3L52000 1002 O ==
& 1 China blames America  Time Manager Distributing p... Fri3/28/2010 0% B Distribut
] B T e T e s B Ratant Fi

[% ¥ Equation of earnings CHM Media Mailing billing... Tue 3,/30/2010 0% O[] Red Cate

4 [Due Date: April 08, 2010 3 items)

el - o R p TP 2010 1005 T &
E | : . R p EileBi |T 2 010 0gs T =
= Military Christmas Time Manager Distributing p... Thu 4/8/2010 0% B[] Distribut

View 4 - Items without Project (Filtered)
This is a table view showing only those items that are not tagged with a project.

1|0 subject \Project...| Activi | Status |Due Date  ~ % Complete

Click here to add a new ...

b Reward these soldiers Mat Started  Fri 4/9/2010 0%
=ik Awalking economy Mot Started  Mon 5/3/2010 0%
o 4 Accident report details Mot Started  Mon 6/14,/2010 0%
] 4 Speak more precisely Mot Started  Fri 8/20/2010 0%
] Indian chief's signal Mot Started  Fri 8/27/2010 0%
o] 4  What's your excuse? Mot Started  Wed 9/8/2010 0%

View 5 — Calendar view of reported items (Filtered)
This is a special calendar view showing only reported items in that particular task or calendar folder.

1 b Julj,;r - August 2010 [search calendar (ctri<E)

Sunday Monday Tuesday Wednesday Thursday Friday

11:01pm Be politically correct ; Milan; Ur

Be politically correct ; Milan; Unknown

o o o "

7718 - 2

11:01 pm Painting shows it: 11:01pm 11:01pm Flying near Ath

v

Flying near Athens ; Berlin; Unknown 11:01pm

v
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9. Search TimeSheets in SharePoint

Personal TimeSheet > Search TimeSheet Data in SharePoint

With the Search utility, you can run queries on the published timesheets. A variety of search parameters are predefined to
help you find your published timesheets easily and quickly.

s, Search TimeSheets : Admin Mode

Time Period |ThisWEEk v|o

Reporttype |An3r W |

Search by |None v|

Group By |None v|o

TimeSheet Type (® Appointments () Tasks

Scope @ all -r,mEiheets () My TimeSheets | B8 Search | | Reset | Fields...
@ Detail Info | ¢S5 Print | [ Export To PDF -

Subject D Start End Project Activity Approvw
5] apple 8 10/4/2017 12:00:00 PM  10/4/2017 2:00:00 PM 11010 Warranty

ATART 1 97112017 8:30:00 PM 9/11/2017 9:00:00 PM =R RS NENSEE Y 11000 Work Orders/Re...

Audi 7 10/4/2017 12:00:00 PM 1042017 2:00:00 PM 11010 Warranty

BMWY 5 10/3/2017 5:30:00 AM 10/3/2017 8:30:00 AM =B ERS NENSEE S 11000 Work Orders/Re...

CMET 14 10/4/2017 2:30:00 PM 1042017 < 30:00 PM 11010 Warranty

Google 2 10/2/2017 9:00:00 AM 1022017 11:30:00 AM 21000 Marketing/Prom... True
IEM 13 10/2/2017 12:00:00 PM 1022017 2:30:00 PM Gl (P 77460 Domestic water li...  False

Ir‘ltel 12 10/16/2017 9:30:00 AM  10/16/2017 11:00:00 AM BOO2015 BrushMan 12000 Grounds False

Microsoft 4 10/2/2017 3:00:00 PM 1022017 4:30:00 PM speablien bl so s | 11000 Waork Orders/Re...  True

H'I"Tl'nes 11 10/10/2017 8:30:00 AM 10102017 11:30:00 AM BOO2015 BrushMan 12000 Grounds True

Toyota [ 10/4/2017 9:00:00 AM 10/4/2017 11:30:00 AM SRS NENSEE S 11000 Work Orders/Re...

WErner Bros 10 10/10/2017 8:30:00 &AM 10/10/2017 11:30:00 AM =~ BDO2015 BrushMan 12000 Grounds

£

Tu-tal: 12 " Approved (3) " Declined (2) || Pending Approval (7) | Search Result: 12 timesheets found!

o Time Period: Choose a time period from the followings under which the search will be confined:

Any

Today

Yesterday

Tomorrow

This week

Last Week

Next Week

This Month

Last Month

Next Month

This Year

Last Year

Date Range...

On

";‘;f'\ﬁﬁiﬁl“}"l eam
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e Report Type: Choose a report type from the predefined ones below:

© ©

PageSO

L{ )

L W

v

Any

TimeSheets Starting

TimeSheets Ending

TimeSheets Reported

TimeSheets Ongoing

TimeSheets Completed

TimeSheets with Empty Project

TimeSheets with Empty Activity

Search By: Further refine the search by filtering through keywords or using one of the following timesheet fields:

Project/Activity, Reported By, Duration, Billable Hours, Importance, Custom Lists.

Group By: You can choose to group the timesheets either with: Project, Activity, Reported By, Importance,

Categories.

Fields — you are free to choose which particular timesheet fields/columns that will show up in the search result and

report. Just click the 'Fields' button and choose the wanted columns to include.

ts () Tasks

s () My TimeSheets | '[]Eearch | | Reset | Fields...
P Choose Columns to display et
Compulsony/Fixed Fields Confirm Approved
4 @ Subject
i Ce=ID Cancel
] '
> Show./Hide Fields
9 ] EE Billing Information Tz
1] ] EECateguries Erllses
71 [ ] C@Creation Time Frlses
7 ] EE Impaortance T
g T Start Date
74 CmEnd Date
= Reported Date
T= Reported By

T Project

T Activity

@ Billable Hours

T Total Cost

T= fpproved

T Audited By

L= Project Manager
] T Activity Coordinator
[ C=Rate

Choose your own
columns to display
in search or report

or audit

AssistMyTeam

The tool will remember your ct
subsequent runs.

You can re-arrange the column
drag-and-drop to get the kind ¢
you want. And the display orde
columns will be retained in
subsequent sessions.
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Detail Info button: Click this to view finer detail information of the selected timesheet (as available in SharePoint) in a

new window.

TirmeSheet Info - 1D 24

MName Value

Meeting Status Mon-Meeting

Mileage

Met Meeting Organizer Alias

Mo Aging Falze

Optional Attendees

Croganizer Bahrur Rahman

Project BDOZ015 3104 Farber
Project Manager

Rate 10

Recumence State Appointment Mot Recuring
Reply Time 12:00:00 AM

Repaort D 4

Reported By Bahrur Rahman
Reported Date 1041672017 1:50:00 PM
Required Attendees

Resources

Response Requested False

Response Status Mone

Sensitivity Momal

Start Date 10722017 3:00:00 PM
Subject Microsoft

Total Cost 15

There is however ane problem if you are using Outloak 2002 or newer with a PST file and POP3/5MTP transport
provider or Outlook 2000 installed in the Intemet Only Mode: there is no way to flush the queues using Extended
MAF|. That part of Outlook is simply broken. Mote however that Outlook 20022003 (onling) with an Exchange
Server or Qutloak 2000 CAW in any corfiguration are fine.

o Print: Click this to print the selected timesheets using the 'Print' template (as defined under Personal TimeSheet >
Templates Manager). If you select a single timesheet to print, it will show you the print dialog option, where you
can customize the layout, paper size etc. However, if you choose multiple timesheets, it will print directly using the

default settings without displaying any ‘Print’ options.

e Export to PDF: Click this to export the selected timesheets to PDF document files. You can also export to Word
Documents, HTML, plain text etc.

0 Detail Info | ¢4 Print ||{Zh Export To PDF -

Subject D Export As Web Page (HTML) Project
Export As XP5 Document
ATAT Export As Single Archived Webpage (MHT) 015 3104 Farber

Audi

Export As Word Document 97-2003 (DOC)
Export As Word Document 2007-2016 (DOCXK)
Export As Rich Text (RTF)

Export As Open Office Document (ODT) 2015 Zaccaro ...

12015 ADS 15M
015 3104 Farber

11010 Warranty
11000 Work Orders/Re. ..
11010 Warranty
11000 Work Orders/Re. ..
11010 Warranty
21000 Marketing/Prom...
22460 Domestic water li...
12000 Grounds

Page5 1

10/2/2017 3:00:00 PM
10/10/2017 8:30:00 AM
10/4/2017 9:00:00 AM
=] warner Bros 10 10/10,/2017 8:30:00 AM

}‘;!\ssismyl eam

10/2/2017 4:30:00 PM
10/10/2017 11:30:00 AM  BD02015BrushMan 12000 Grounds

10/4/2017 11:30:00 AM - RERbRbERSUENSE S8 11000 Work Orders/Re. ..

10/10/2017 11:30:00 AM BDO2015 BrushMan 12000 Grounds

11000 Work Orders/Re...

Approve

True
Falze
Falze
True
True

» —f

~
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10. TimeSheet Summary Reports

Personal TimeSheet > TimeSheet Summary Reports

Reports summary reports play a vital role in keeping you informed about submitted deliverables, timesheets and aggregate
hours and expenses for the selected period. You would find it handy to keep track of current budget deficit and work done,
and plan and forecast requirements for resources and man power for remaining part of the projects etc.

It can be used to generate summarized and aggregate reports on submitted timesheets based on different time intervals such
as today, this week, this month, last month etc. Any predefined Outlook, user-defined and project specific fields can be chosen
for inclusion into the reports. Aggregated and summarized reports can then be exported to Excel, Text, XML or HTML web

page or printed for sharing and easy distribution.

There are four report view modes - List, HTML, HTML Editable and Grid. Noticed that this report tool also uses the same sets
of search filters discussed in the last section.

4, Summary Reports : Admin Mode

Total: 12 " Approved (3) " Declined (2} || Pending Approval (7) | Search Result: 12 timesheets found!

Time Period |Thi5Mor1ﬁ'1 V| o
Reporttype | TimeSheets Ending - | e
Search by |None w
Group By |Actiu.n'ty ~ |
TimeSheet Type (® Appointments () Tasks
Scope e (® All TimeSheets My TimeSheets I ESearch | | Reset | | Fields...
£, Print ] Export to File... | Exit | 2, Refresh
List [0 HTML [ HTML Editable [ Grid
D Project 0 Activity Total Cost  Start Due
11000 Work Orders/Repairs (4)
FE|aTaT 1 ST el 11000 Work Orders/Repairs 5,00 9/11/2017 8:30:00 PM  9/11/2017 :00:00 PM
A Microsoft 4 BDO2015 3104 Farber 11000 Work Orders/Repairs 15.00 10/2/2017 3:00:00 PM 1022017 4:30:00 FM
FElBMw 5 SR et e 11000 Work Orders/Repairs 20.00 10/3/2017 6:30:00 AM  10/3/2017 8:30:00 ANV
Tuyuiﬁ & RN ES ST S 11000 Work Orders/Repairs 25.00 10/4/2017 9:00:00 AM 10/4/2017 11:30:00 A
1010 Warranty (3)
e Audi 7 | BD02015ADS38M | 11010 Warranty 41.50 10/4/2017 12:00:00 PM  10/4/2017 2:00:00 PM
5] Apple 8 | BDD2015ADS38M | 11010 Warranty 51.88 10/4/2017 12:00:00 PM  10/4/2017 2:00:00 PM
e oner 14 | BD02015ADSJSM 11010 Warranty 41,50 10/4/2017 2:30:00PM  10/4/2017 4:30:00 PM
12000 Grounds (3)
WEFHEF Bros 10 BDO2015 BrushMan 12000 Grounds 60,00 10/10/2017 &8:30:00 AM  10/10/2017 11:30:00
L NY Times 11 BDO2015 BrushMan 12000 Grounds &0.00 10102017 8:30:00 AM  10/10/2017 11:30:00
[ intel 12 BD02015BrushMan 12000 Grounds 30.00 10/16/2017 9:30:00 AM  10/16/2017 11:00:00
21000 Marketing/Promotions (1]
2 . BDD2015GlidePath 21000 Marketing/Promotions 5000 10/2/2017 %:00:00 AM  10/2/2017 11:30:00 A
22460 Domestic water lineffire service line (1)
EIBM 13 G e R a2 7460 Domestic water lineffir...  50.00 10/2/2017 12:00:00 PM  10/2/2017 2:30:00 PM

Each timesheet in the search result is color coded to reflect the current state of the timesheet such as if it is ongoing or

T
;‘ AssistMyleam

completed. Now, you can easily recognize which timesheets require the attention or review, and plan actions accordingly.
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The option 'Date Range..."' allows for user selection of start and end date.

Time Period: Choose a time period from the followings under which the search will be confined:
Any, Today, Yesterday, Tomorrow, This week, Last Week, Next Week, This Month, Last Month, Next Month, This

w | From (10/10/20

17| B~ | To |10/17/2017, B~ |

Time Period |Date Range...

Reporttype |T|mESheets Ending

Search by |None

Group By |.ﬂ|.::l:i'n.|'1't1,||r

TimeSheet Type (@ Appointments () Tasks
Scope (®) &ll TimeSheets

() My TimeSheets

% Print

B Export to File... |

© © 0 ©

result and report.

v ) ¥
October 2017 k
V| Sun Mon Tue Wed Thu Fri Sat
e | 24 25 26 27 28 20 30
1 2 4 5 & 7
2 11 12 13 14

sIRE
Ezz B 224 5 %

9 [
61718 19 20 21 [
27 2 |
0 03 1 2 3 4

[ Today: 10/17/2017

Report Type: Choose a report type from the predefined ones below:
Any, TimeSheets Starting, TimeSheets Ending, TimeSheets Reported, TimeSheets Ongoing, TimeSheets Completed,
TimeSheets with Empty Project, TimeSheets with Empty Activity

Group By: You can choose to group the timesheets either with:
Project, Activity, Importance, Categories.

Search By: Further refine the search by filtering through keywords or using one of the following timesheet fields:
Project/Activity, Reported By, Duration, Billable Hours, Importance, Custom Lists.

Fields: Click the ‘Field’ option to choose which particular timesheet fields/columns will show up in the search

T Start Date

ts (O My TimeSheets | # | Search | | Reset | Fields... The tool will remember your
choice in subsequent runs.
M Choose Columns to display ot
You can re-arrange the
Compulsory/Fixed Field Confi Approved
ompulsory/Fieed Fields rm columns by drag-and-drop
1] —_ . . .
@ Subject to get the kind of view you
8 _ In] Cancel
1] — want. And the display order
3 of the columns will be
Show.Hide Fields . .
2 _ retained in subsequent
g Oce Billing Information Tz .
1 1Oz ) sessions.
1] EE:Categunes =
71 [ ] C=Creation Time Falee
3 [] == Duration
7 L= Importance
g
74

CmEnd Date

C= Reported Date
T& Reported By

T= Project

T Activity

@ Billable Hours
C= Total Cost

Cm= Approved

T Audited By
Lce Project Manager
] T Activity Coordinator
[]C=Rate

!‘-‘_;;\Hﬁiﬁl“}’l eam

Choose your own
columns to display

in search or report
or audit
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Print the current report - When you click ‘Print’, you would be presented W|th the print dlalog (S|mllar to one used
by Internet Explorer browser). Within that dialog, you would be able to customize the print settings. Note that, as
there are multiple report modes (namely, list, HTML, Grid), the printed report will be sourced from the current
mode (tab) that you are in.

Save the current report to file — Once you get the look and feel of your report, you can then export the report to
one of the many popular document formats supported such as Microsoft Excel sheets, Word documents, Adobe
PDF, Rich Text or web page etc. for sharing with others users, or for future reference.

&, Print B Export to File... Bxit | 22, Refresh

List [ HTML ﬁﬁ fE | Excel 2007 - 2013 (*.xlsx)
Excel 93 - 2003 (*.xls)

Report Word 2007 - 2013 (*.docx)
Word 93 - 2003 (*.doc)

Generated by : Bahrur Ri
Time : 10/17 /2017 12:2‘| & Adobe PDF (*.pdf)
TimeSheets : All F Microsoft XPS (*xps)

Subject bis] Plain Text (*.txt) Total Cost  Start Due
Activity: 11000 Work O _

ATET 1 Rich Text (*.rtf) Orders/Repairs 5,00 9/11/2017 8:30:00PM  19/11/2
Microsoft 4 3| Web Page (*.htm) Orders/Repairs 15,00 10/2/2017 3:00:00 PM 10/
B 5 XML (*xml) Orders/Repairs | 20.00 10/3/2017 6:30:00 AM 103z
Toyota & Orders/Repairs | 25.00 10/4/2017 9:00:00 AM 104z
Activity: 11010 Warranty (3)

Audi 7 ED02015ADS J5M 11010 Warranty 41.50 10/4/2017 12:00:00 PM | 10/4/z
Apple g ED02015ADS J5M 11010 Warranty 51,88 10/4/2017 12:00:00 PM | 10/4/z
CNET 14 ED02015ADS J5M 11010 Warranty 41.50 10/4/2017 2:30:00 PM | 10/4/z

List report view mode - This acts like a template to the other three report modes. For finer control over the
output of report, you can choose which fields (including custom fields) are to be included in the report. You can
sort the timesheets by clicking at the column headers, as well as also re-arrange the columns in the list view
according to certain sequence of your choice, and even set the width of the columns. These formatting from the
List view panel will be inherited on other tabs - HTML, editable HTML and Grids.

List [ HTML [ HTML Editable  [F] Grid

Subject =D Project Activity Total Cost  Start
11000 Work Orders/Repairs (4)
.ﬁ.T&T 1 DR DET TS 11000 Work Orders/Repairs 5.00 9/11/2017 8:30:00 PM
I'iicrﬂ: 4 BDO2015 3104 Farber 11000 Work Orders/Repairs 15.00 10/2/2017 3:00:00 PM
BMW 5 0BT ENEEG S 11000 Work Orders/Repairs 20,00 10/3/2017 6:30:00 AM
Tuy:ﬂﬁ ] I ENNERCSDEY ST 11000 Work Orders/Repairs 25.00 10/4/2017 9:00:00 AM
11010 Warranty (3]
2] Audi 7 | ED02015ADS38M | 11010 Warranty 41.50 10/4/2017 12:00:00 PM
2] Apple 8 | ED02015ADS38M | 11010 Warranty 51,88 10/4/2017 12:00:00 PM
Fe]eneT 14 || BDO2015ADSISM 11010 Warranty 41,50 10/4/2017 2:30:00 PM

";‘;f'\ﬁﬁiﬁl“}"l eam
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List O HTML &7 HTML Editable [ Grid

Report

Generated by : Bahrur Rahman
Time : 10/17 /2017 12:21:45 AM

TimeSheets : All Periods - 12 TimeSheets

Subject m Project Activity

Activity: 11000 Work OrdersfRepairs (4)

ATET 1 ED02015 3109 Farber Y 11000 Work Orders/Repairs
Microsoft 4 BD02015 3104 Farber " 11000 Work Orders/Repairs
EMWY 5 ED02015 3109 Farber " 11000 Waork Orders/Repairs
Toyota ] _ 11000 Work Orders/Repairs
Activity: 11010 Warranty (3)

Audi 7 ED02015ADS 38M 11010 Warranty

Apple 8 BDO2015ADSISM 11010 Warranty

CNET 14 ED02015ADS 38M 11010 Warranty

Activity: 12000 Grounds (3)

Warner Bros 10 BDO2015 BrushMan 12000 Grounds

NY Times 11 BD02015 BrushMan 12000 Grounds

Intel 12 BD02015 BrushMan 12000 Grounds

Activity: 21000 Marketing /Promotions (1}

Google 2 BD02015 GlidePath 21000 Marketing/Promotions

Activity: 22460 Domestic water line/fire service line (1)
22450 Domestic water

- = lineffire service line
Surnmmary Count

Approved 3

Dedined 2

TimeSheets Pending Approval 7

st [ HML [ HTML Editable  [7] Grid

SH 2B =

T

SEEESE @83

HTML report view mode — This report view presents the timesheets in web HTML format W|th color coding, group,
and summary information retained. You can export this report to .htm format for your further use.

Total Cost  Start

5.00

15.00
20.00
25.00

41.50
51.88
41.50

50.00
80.00
30.00

50.00

50.00

9/11/2017 8:30:00 PM
10/2/2017 3:00:00 PM
10/3/2017 6:30:00 AM
10/4/2017 9:00:00 AM

10/4/2017 12:00:00 PM
10/4/2017 12:00:00 PM
10/4/2017 2:30:00 PM

10/10/2017 8:30:00 AM
10/10/2017 8:30:00 AM
10/16/2017 9:30:00 AM

10/2/2017 9:00:00 AM

10/2/2017 12:00:00 PM

HTML Editable report view mode — This report view is exactly the same as the previous HTML mode, but with the
flexibility to edit the HTML content in a WYSIWYG editor. For instance, you can customize the font, add image,
change the color, layout or add any further information you require so that you can compile your own report.

B 17 U Font Courier Mew * Size T (36 pt)

Hi Maurice,
Attaching below is my timesheets for this month.

Report

Generated by : Bahrur Rahman
Time: 10/17 /2017 10:43:42 AM

Subject >ID  Project Activity

Activity: 11000 Work Orders/Repairs (4)

ATET 1 EO03015 3109 Farber W 11000 Work Orders/Repairs
Microsoft 4 BD02015 3104 Farber 11000 Work Orders/Repairs
BMWY 5 ED02015 3109 Farber | 11000 Waork Orders/Repairs
Toyota ] ED02015 3109 Farber | 11000 Waork Orders/Repairs
Activity: 11010 Warranty (3)

Audi 7 ED02015ADS 35M 11010 Warranty

Apple 8 BOO2015ADSJSM 11010 Warranty

CNFT 14 RRAINIS ARS 1SM. 11010 Warranty

T
:‘ AssistMyleam

.&. |- IndianRe: v| 4 |- MediumTu ~

Total Cost  Start

5.00

15.00
20.00
25.00

41.50
51.58
41.50

9/11/2017 8:30:00 PM
10/2/2017 3:00:00 PM
10/3/2017 6:30:00 AM
10/4/2017 9:00:00 AM

10/4/2017 12:00:00 PP
10/4/2017 12:00:00 PP
1042017 223000 PM
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The Grid report view mode - This presents the timesheets in excel spreadsheet like format wnth rows and
columns, preserving color codes, summarized information etc. You can also re-edit and tweak the report. You can
also copy data from this grid to Microsoft Excel or vice versa. And you can of course export the report as Excel
spreadsheet file (in XLXS, XLS format).

Lst [ HTML 3 HTML Editable [ Grid

Subject | D | Project | Activity ' Cost| Start | Due
Activity: 11000 Work Orders/Repairs (4)
ATAT 1 _ 11000 Work Orders/Repairs 5 9112017 8:30:00 PM | 9/11/2017 9:
Microsoft 4 _ 11000 Work Orders/Repairs 15  10/2/2017 3:00:00 PM  10/2/2017 %
BMW 5 _ 11000 Work Orders/Repairs 20 10/3/2017 6:30:00 AM 10/3/2017 8:
Toyota § _ 11000 Work Orders/Repairs 25 10/4/2017 9:00:00 AM | 10/4/2017 11:

Activity: 11010 Warranty (3)

audi 7 _ 11010 Warranty 41,5 10/4/2017 12:00:00 PM | 10/4/2017 2:
&pple 8 _ 11010 Warranty 51.88 10/4/2017 12:00:00 PM 10/4/2017 2:
10 |CNET 14 _ 11010 Warranty 415 10/4/2017 2:30:00 PM | 10/4/2017 4:

=T - R R T B I S

i1

17 |Activity: 12000 Grounds (3)

13 |Warner Bros 10 BDO2015 BrushMan 12000 Grounds 60 10/10/2017 8:30:00 AM 10/10/2017 11:
14 MY Times 11 BD02015 BrushMan 12000 Grounds 60 10/10/2017 B:30:00 AM 10/10/2017 11:
15 | Intel 12 BDO0Z015 BrushMan 12000 Grounds 30 10/16/2017 9:30:00 AM 10/16/2017 11:
16

17 Activity: 21000 Marketing/Promotions (1)

13 Google 2 _ 21000 Marketing/Promotions 50 10/2/2017 9:00:00 AM  10/2/2017 11:
19

g | Activity: 22460 Domestic water line/fire service line (1)

31 IBM 13 _ 22460 Domestic water lingffire 50 10/2/2017 12:00:00 PM  10/2/2017 2:
22

23 Summary - Count

74 Approved -3 I I

25 |Declined -2

25 |TimeSheets Pending &pproval - 7
27 |Total TimeSheets - 12

2 Total: 12 " Approved (3) " Declined (2) " Pending Approval (7) |Search Result: 12 timesheets found!

%,;nssismyl eam
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11. TimeSheet OLAP Statistics and Reporting

Personal TimeSheet > TimeSheet OLAP Statistics

With the integrated Online Line Analytical Processing (OLAP) tool, you can analyze submitted timesheets and other project
deliverables in multidimensional view to extract critical information and intelligence that will enable them to take better
decisions 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 of OLAP 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 most business 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. Now it’s easier than ever to spot new trends and discover unknown problems in your data flow. The
statistical tool will help you gain an insight into your data and make new discoveries. It comes with various inbuilt reports
specific to Personal TimeSheet.

Reporting made easier - The statistical tool's simplistic point-and-click interface will ensure you can easily achieve the high-
level views of information they require. Additionally, the OLAP client makes creating reports destined for different
management levels a simple task - eliminating your 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, websites, and other data-
rich applications.

Printing capabilities - You can print your report to share it with others using the built-in Print 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.

Copy to Clipboard - Select any data range in Chart/Grid and copy to clipboard. Then you'll be able to paste it in an Office
program for further analysis. You can also paste the chart like a picture to illustrate your investigations. This greatly simplifies

the task of creating detailed, data-rich documents.

Save Reports in file - At any stage you can save the report and distribute it to another person for analysis by network or email,
so when the recipient gets the file he can open it and see the same OLAP slice.

>
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| ——

B4 | .o Reset Chart/Grid | §F Sync Chart/Grid

'[Q". Creation Time

'[Q". Diate Completed E
'[Q". Date Due

'[Q". Last Modification Time

#-{@ Lest Reported Date

'[Q". Projects

'[Q". Reported Date
-1af Start Date

[ ggll Measures "

d All members except Hoffmann

Tasks per Project | All members except Web Portal - QUAD, Colour Management Tests

Reported By ¥ | Measures |

Columns area

" FH-B- 3G 5o o EHE- |-

N tgz:z N | [Reporiod By, X Compbell  [Bennett  [DeJong | Fischer
' Projet T
[
_ _ | | Xtremelab $11.00 $11.40 $10.00
Tasks per Project Distributed Computing $7.07 $13 8427
Rows area o CNN Media 593 $473 $1.67 $2.80
BEC Tech $767 £2233 £24.00
I - Qutlook Maintenance 538
RNA World 2450
M Urix RO o <85
Values o okl $450
T ol $19.00 §24.32 §32.77 $42.15

Page58

This statistical tool presents an easy-to-use interface for operating an OLAP-slice. The basic data is displayed in the working
area. The environment tools for managing the content and characteristics of the slice are placed on the pivot panels. You can
set the panels' layout the way you like. To drag a panel to a different location, you need to capture and drag its header with

the mouse. This will highlight all the possible locations where it can be dropped. You can detach a panel from the component;
it will be displayed as a float window. Instrumental panels can be:

e Attached to any side of the component;

e Placed into any existing panel;

e Displayed as bookmarks on any panel;

e Set as auto-hidden panels;
e Used as float windows.

O

The File menu

‘wnssismyl eam

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

Open Offline Cube from file o

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

Bl SaveReport View As... o

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

Close Cube@

Exit

™ W T~ Ennn i

a) Open Offline Cube from file - While generating a live cube from the timesheets data from SharePoint
provides the advantage of analyzing live data, often, you might be away or disconnected from the network.

In such scenario, you have the option of connecting to an offline cube, which was previously generated and
saved to your local folder using this utility. An offline cube file has the extension —“.offlinecube’ and can be
either in compressed or uncompressed format. An offline cube gives the same functionality as that of a live
cube (which is generated from SharePoint at real time), except that the data in the offline cube is only
current to the time the cube was saved to file. This provides the flexibility to continue analyzing the cube
and writing reports etc., while you are on the move.

b) Open a Predefined View - More than 30 views specifically designed for Personal TimeSheet are included.
Simply select a view and click ‘Load’ or double-click to load the statistical analysis of that report, the result
will be displayed in the Grid or Chart (depending on the current active view).

Pre-defined Views

Select a pre-defined view to load o ’ Load l

(= Average Cost per Member

(= Awverage Cost per Project ’
=i Average Cost per Project and Member
) Average Time per Member

Cancel l

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

m

=i Items Count by Member

|=i Items Count by Project

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

= Ttems Count by Approver and Member
| Items Count by Approver and Project b
= Items Count by Reported Date

| Items Count by Start Date

=i Maximum Cost per Member

=i Maximum Cost per Project

=i Maximum Cost per Project and Member

=i Maximum Time per Member

| Maximum Time per Project

= Maximum Time per Project and Member -

c) Open report view from file - Once a particular snapshot of the statistics is achieved, you may want to save it
for future reference or share it among your team members. A report view is the current state of the
statistics in the Grid/Chart working area, with specific member fields on the pivot panels (Rows and Column
areas) and measure fields in the values area. It has a file extension “.olapreport’.

oy, .
‘ AssistMyleam
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3
Look in: |E}0fﬂine cubes V| Q [” £ G-
r Orders,offlinecube
'; %’ Orders_Details. offinecube
My Recert
Documents
@
Deshtop
e
My [iocuments
My Computer
. File name: | V| L Open J
My Network | Filesoftype: | Offine Cube file [*offinecube) v| [ cancel JJ
d) Save report view as - If you want to share a report view with others, you can simply save the current report
(state of the statistics along with the pivot details) to a file folder of your choice - could be a network folder
also.
Save As
Savein: |E}I‘uh'ﬂ.eports V| (e I il
T Order quantity per Customer and City.olapreport
Lé Quantity in stock per Supplier.olapreport
My Recent Region Wise Sales Report.olapreport
Documents Sales per Company.clapreport
- T|rne|ir1e forTotal Sales. olapreport
€,
Desktop
@
My Documernts
My Computer
File: name: V| L Save J
My Networkk | Saveastype: | OLAP Report View (*olapreport) v [ Cancel |
e) Save to offline Cube — Once you have loaded a live cube from the timesheets data from SharePoint, you

have the option to save the entire cube data to a file (with the extension. offlinecube) for offline use, when
you are disconnected from the network. Offline cube can be saved in compressed or uncompressed format,

the former option will enable you to reduce the file size considerably.

f) Same as e. (above)

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

another cube.

View Menu

©

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

2=t OLAP Statistics and Reporting for SupportC:

File | Wiews
[ op 4

Reset Chart/Grid

@ Gri Er_ Synchronize Chart/Grid
[ i —..

";‘;f'\ﬁﬁiﬁl“}"l eam
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a) Reset Chart/Grid - Empty all the member fields from the pivot as well as the data from the working area of 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 statistics between Grid and chart. It is
particularly useful, for example, when you have built up a grid with aggregated data, but with a more visual
representation of the statistics in the form of graphs and bars. Also note that, the synchronization will be done
to the other part (grid or chart) based on the current interface.

For example, if you are in the grid view, and if you press ‘Synchronize Chart/Grid’ it would read the state of the
Grid view and impart the same state (same members and measures) to the Chart view and vice versa. Each of
the Grid and Chart views can be worked independently as long as you don’t press this synchronize option.

OLAP Grid panel

The OLAP Grid control comprises of a multi-dimensional 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. A unique feature of control allows for building the OLAP-reports of the exceptional level
of complexity. In tandem with the OLAP Chart, the OLAP Grid provides an ideal means of clearly conveying data
to the user.

OLAP Chart panel

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

Cube structure panel
The panel contains the Cube structure - measures and hierarchies as a tree. The measures are grouped in the set,
displayed in a branch. Rest of the tree nodes are the dimensions that contain hierarchies.

Cube structure - I X al  — Measure
-l - 1@ - Dimension
- Creation Time i _ _
-1 Date Completed & - Attribute hierarchy
#-|df Date Due s - Multilevel hierarchy
-1 Last Modffication Time
-] Last Reported Date
-1 Projects To select a measure for display you need to drag-n-drop it to
-] Reported Date L the Measures panel or the data area.
EEI---T,Q'. Start Date 0
Approved . . .
Approved By To select a hierarchy for display — drag-n-drop it to the
: Biling Information hierarchy area or the pivot panel (rows or columns area).
Body
Categories .
Companies e Measures are grouped in the Measures category.
Complete e Hierarchies are sorted into folders - dimensions. If there's
Contact Names only one dimension in a hierarchy, it will be displayed in the
Delegation State tree root.
Delegator
Importance
|z Recuming
Mileage o

Both hierarchies and measures have their own menus. Right click will call the context menu that gives you an
option 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.

}‘;:’\Hhihl MyTeam
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Pivoting panels

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

#-pull Measures
w-{ Assets
w g Callers
[n:_)". Caze
[n:_)". Custom Fields
[n:_)". Date Closed
@-{d Date Created
[n:_)". Date Due
-] Problems

o Measure panel
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 the data area. Groups of measures are

situated in the main part of the panel.

o oranc o

foqall Time Spent fhrs) .
sl Time Spent mins) Techmicen feme

<§ * P
ol | E = ; B m P = i- - @’ -

<

————

-
+ Areafor
4 creating a

Albert Souza
Taony Blair
Barclay Basil
Michael Moaore
John Abraham
John Barrett
Abel Conie
Abu Hakim

Robert Gonzalez
Christian Barnard
Thomas Taylor
Aleander Buck
Banjamin Franklin

<drag an item here to create a new g

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

Page62
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Clicking a mouse button on measures will call the context menu. From here, you can move a measure to one of

the pivot panels or to the modifiers axis, or assign a measure filter. Also, you can assign the marker type of a
chart point and its color.

3 Filter panel

. This statistical tool allows for easy selection on what data you want to see and what you don’t. You can apply
powerful filters to anything including hierarchy members, and measure 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 values
into a single group, so you only have what you really need.

The filtered elements (hierarchies and measures)
are automatically transferred to the Filter panel.
To assign a filter, you have to move an element
to the Filter panel. If the element hasn't been
filtered the appropriate visual filter editor will be
shown, similar to the one on the right:

Visual filter: Tasks per Project
Apply  Preview | Close

(=2 Al members
=1 ¥remelab
¢ L[ Trademark - View Documerts
[ Trademark - Order/Download Data Products
[ Trademark - File Trademark Applications,/Documents
i L[V Trademark - Search /View Registered, Pending and .
[ Distributed Computing
[#-[@ CNN Media
[ BBC Tech
[#-[¥ Outlook Maintenance
-~ Web Portal - QUAD
[+ Colour Management Tests
- [# RNA World

w7 | Iniv Revamn
1 | m

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

Eil ; -
=t = e )= All members except Web Portal - QUAD, Colour Management Tests
Feported By All members except Hoffmann
]

LN
?‘h‘_____. ‘t‘\
P e ...---""IL “F-----"’"-..
¢ Filtered ™ +~" Detail description ™,

. elements J

S - __-""#

\_ ofthefiter

-
- -
-""""'—---—--------—---"".I

Working Area

@ The OLAP-slice data is displayed in working area. In its upper part there is a menu for the quick access to the
frequently used commands?. The rest is occupied by the current OLAP-slice 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 within the environment panel. When
you start dragging an element, all the possible locations, where it can be dropped to, will be highlighted. Most
elements have context menus that duplicate the mouse actions and provide additional control functions for
managing the slices' view.

Grid working area

Page63
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Bl Dutigo

De Jong
Hiremelab £11.00 £11.40 £10.00 £32.40
Distributed Computing &7.07 £13 2427 £11.47
CNM Media £93 8473 2167 2280 £10.13
BBC Tech 8787 52233 £2400 £54.00

838

Chart working area

——

Total Cost

Rs. 22.00
Rs. 2400
Rs. 20.00
Rs. 16.00
Rs. 12.00
Rs. 8.00
Rs. 4.00
Rs. 0.00
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BEC Tech

Camphel
Bennett
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11.2 Working with the OLAP grid

The OLAP Grid view comprises of a multi-dimensional 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 the 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 and the strong
formatting the grid enforces 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 you to effortlessly add and remove categories, filter and sort categories, and drill up
or drill down on data using powerful built-in 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 place this snapshot 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

side-by-

side or on top of one another.

CALL LA L

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 the next
hierarchy.

Saving and restoring the current OLAP-slice.

Hierarchy members grouping (including multilevel and parent-child 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.

Filtering of 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, either
based on their rank or on the Pareto principle.

Replacing hierarchy members by drag-n-dropping 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.

Operating the OLAP-slice

The OLAP-slice data are displayed in a table, whose appearance may be amended to some extent. For operating the current
OLAP-slice there are the following functions available:

NouswNe

Navigation

Selecting and copying data

Drilling, sorting and moving hierarchy members
Operating context menus

Filtering data

Editing data

Setting the column width

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 Move one 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

}‘;:’\Hhihl MyTeam
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Scrolling the mouse wheel with the Shift button held
down

Horizontal scrolling of the table

2. Selecting and copying data - The data area in the component can be selected like everything else in Windows:

e Select all the cells pressing Ctrl+A,
e Capture the area with the mouse;

e Change the boundaries of the selected area with direction buttons, holding down the Shift button.

You can copy the data from the selected area to the clipboard by pressing Ctrl+C. If there’s no selection, pressing these buttons will

copy the whole OLAP-slice to the clipboard.

3. Drilling, sorting and moving hierarchy members - To

| Eiiu X Resaolved

perform the drilling of the hierarchy members press
buttons on the Grid cells. If there’s only one drilling .
button in a cell, then, instead of pressing it, you can ies Apple Wireless Mouse 2582 25.82
double-click the cell itself. By default, the drilling Time Capsule 19.90 19.90
bllljtt:n:)are shown onlz mCthIebceIIs un_lt_:lher Imousel.I TQ see BNirport Base Stefion 1715 1715
all the buttons, press t e. trl button. The last cells in Aple Wircless Keyboard 1642 16.42
the column area of the hierarchy members allow Bpple TV a0 —
showing the sorting direction. A pointer that indicates i : :
the descending order of data illustrates it. You can _ : 35.35 35.35
manage the sorting modes by single clicking on the cells | 3&rvices Complains 2272 2272
of the specified area: they are changed cyclically Loyalty Scheme 17.42 17.42
[descending sorting] -> [ascending sorting] -> [no AppleCare 1717 1717
sorting]. Sales 1475 14.75
Apple Rental 10.77 1077
Buy Back Scheme 873 873
r ml 91.55 91.55
4. Operating context menus -The context menu, kLT - IR
called by right clicking a table cell, partly duplicates Show totals first >
the OLAP-slice control functions. w Show totals last
Arcessories Don't show totals 0F 07
Default sorting 330 |
Sort ascending 715 |
Sort descending 6.42
Aggregate all hierarchy members .07 |
! Aggregate visible members only =3
Services 1.55
Lpplications Drill all down b 445
Music Players Crill all up 057
Clear filter 20.40
Filter on captions » B8 !
sh ty cell 862
oW 2Mm cells 1
P 823
Motebooks Create new group... I\m
Copy selection 482 |
373
Conditional formatting 3 .
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The view of context menu of the hierarchy levels' area. There is a list of commands available in the context menu of the hierarchy

levels’ area:

Command

Function

Show totals first
Show totals last
Don’t show totals
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 same-level
children

Drill all up

Clear filter

Filter on captions

Show empty cells

Create new group ...

Copy selection
Conditional formatting

Show the aggregated cells before all the rest

Show the aggregated cells after all the rest

Do not show the aggregated cells

Range hierarchy members by default

Range the hierarchy members by values from the bottom to the
top

Range the hierarchy members by values from the top to the
bottom

Aggregate all the hierarchy members (including hidden)

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

Drill all down to the next level
Drill all down to the same-level 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 ~ | Problem T v
%ﬁ'
Accessories—————s=sss ' 55.35
| - ...i .
o Crrill down to the next level ||W
Applications ™|  Hide this member B4 45
Music Playg %8| Hide all members except this 2057
Hide all members below this 20.40
Show anly the top 3 12.65
Show anly the bottom 2 18.62
78.23
Motehooks Filter on captions 3 14.83
Create new group... 14.82
I 13.73
C cti
opy selection 4339
Operating 5 Conditional formatting 2 3978
Maobiles _| iIFhone _| 2152

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

Command

Function

-;\‘.-/;;'Hsiﬁl\rlyl eam
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Drill down to the next
hierarchy

Hide this member

Hide all members except
this

Hide all members above
this

Hide all members below
this

Show only the top

Show only the bottom

Filter on captions
Create new group..
Copy selection
Conditional formatting

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

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 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 will be such that their total value does not exceed the one,
specified in the sub-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. Their number is specified in
the sub-menu. 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 sub-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.

Set the filter for measures

Create a new group on the current level

Copy the selected area to clipboard

Show the Conditional formatting menu

The menu for groups of hierarchy members

| Case Type X Rezolved

| Problem ~ | Problem Tﬁ v
¥

Apcessories Apple \Wireless Mouse 25322
Time Capsule -.., 19.90
A @ Hide this member "+ |I
8 %5 Hide all members except this
A L Hide all members above this
r' L Hide all members below this
Services Show only the top b
Applications Show only the bottom 3
MusEE R LF Filter on captions 3
if
ﬁ Create new group...
if Copy selection
]
TR " Conditional Furma_tti|ng 3

The context menu that appears above the group cell.
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Command

Function

Hide this member
Hide all members except this
Hide all members above this
Hide all members below this
Show only the top

Show only the bottom

Filter on captions
Create new group
Delete this group
Clear this group
Rename this group
Copy selection
Conditional formatting

Hide the selected member

Hide all the hierarchy members except the selected one

Hide all the hierarchy members above the selected one

Hide all the hierarchy members below the selected one

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 will be such that their total value does not
exceed the one, specified in the sub-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. Their number is
specified in the sub-menu. 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 sub-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.

Set the filter for measures

Create a new group

Delete the selected group

Clear the selected group

Rename the selected group

Copy the selected area to clipboard

Show conditional formatting menu

Measure values' menu

= 16.42 16.42

16:07) _ 16.07

T Sort ascending "

Sort descending

Mo sorting

Filter on captions

Show as

Copy selection

Conditional formatting

The context menu that appears above the group cell:

Command Function

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

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

No sorting Remove any sorting

Filter on captions Set the filter for measures

Hide this measures Hide the selected measure

Show as Specify the display mode of the current measure in
the Grid:

v .
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default
percent aggregated value in the row
percent parent element of the row
percent parent element of the column
percent total aggregated value
Copy selection Copy the selected area to clipboard
Conditional formatting Show conditional formatting menu

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 editor will launch (the Hierarchy
Editor for hierarchies and the Measure Filter Editor for measures). In the filters' panel, you can launch an editor for each element
independently.

The buttons for launching the editor (™) are placed on the '|\“,EE,,.,:|Wr ethtor x|
panels in the Hierarchy levels’ area. If the button looks like Level to fiter:
this (), it means the hierarchy had hidden members inside. Context fiter settings

Pressing the button starts the Hierarchy editor. Problem Category = | & Fiter -

Member filter settings
| | BEF Find 0
] Exact matching [_] Visible only [] Show pages

= All members
El Mobiles

: ‘. []iPhone 3G
-- Services
..

-- []Accessories
El Motebooks
L[] MacBook Ar —

... [#] MacBook Pro

. [l Annlicatinns

[4] Mutiselect | ok | [ 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, sorting, etc.) To return to the
original width, double 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 Collapse drilling, the column with the
assigned width has disappeared), it will be set automatically. Unfortunately, if you operate a big table, calculating the columns’
width takes up too much time. That is why if there are more than 10, 000 cells in your table, their width will be set to default, but it
can be corrected later.
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While the Grid view allows working with numbers, chart view allows representing submitted project data graphically. This
gives you a unique opportunity to analyze reported data visually, as dealing with charts rather than numbers, is much easier.
Now it’s easier than ever to spot new trends and discover unknown problems in your data flow. The statistical tool will help

you gain an insight into your data and make new discoveries.

Reported By ¥ | Project ¥
SH-E-d s Do EE-e-8--
Campbell De Jong Fischer
Sures
40.00
32.00
= 2400
=] Actual Work (Min): 17
= Project: Unix Revamp
% 16.00 Reported By: Fischer
=L
- I I I
0.00 —
2 £ £ E 2 5 T 82 £ 5 £ =
T 8§ =2 & =2 & £ @ 2 £ 3 O
E ¥ =z ¥ =z 0 = & = o = =2
= = = = = == = = = == -1 ]
X 2 U 2 0 = & X O = =
i i
| |
Project Project Project
Tools panel
This panel houses all the frequently
Button Function
I} Load the Grid state
= Save the Grid state
K Export OLAP-slice data
= Print OLAP-slice data
1o Preview
") Undo
o Redo
i Switch axes
i Select the docking panels layout
@ Set the scale of Chart display
] Select the color palette for measures

Page7 1
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Color settings:
Actual Work (Min)

used operations on the OLAP chart - save, export, print and display options.
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Modificators are easy and powerful means of data representation. You can choose your data be shown in different colors, using
different shapes and sizes, so that you can easy distinguish them in a single graph. You can simply place a dimension or a measure on
a modificator’s pane and get the graph showing different values in a different manner.

For example, 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 requests. The
same can be done for Shape and Size so that you can make your data perfectly distinguished.

Calor:
CaseT "; Group 1 -Cases ||P"CH3'“C3‘39‘IY |
Hesolved 21.00 @ Size
17.00 i | |
Shape:
: | |
S Details:
pemmm = —=— — : : : : : :
. R
$40.00+¢  Group 2 -Cases ;
‘\\ Legends >~ 1 X
532,00+ N ° Color settings:
2 524004 @ Mobiles
© 51600~ @ Music Players
£8.00 - @ Notebooks
500 - @ Desktops Computers
B T 5 = 8 £ - 3 =
i £ 2 8 5 2 8 2 % & 2 § C
= = = = = =1 L iy =
St 2%z 3¢9 fsf
g T 5§ 2 2 5 3 £ 5 £ % = 2
e = £ <= = = 5 = = 5
o- a = < |
Tech»
< |

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 panel (except 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

Color

Size

Shape

The changes made upon placing a Chart element to the modifier area of...

a measure
The color of the Chart elements will be
chosen from the standard set of gradient
colors

The elements with the minimal value will
be painted with the first of the gradient
colors, and the elements with the
maximal value - with the last one

Depending on the value of the measure
the size of the Chart points will vary

from the minimal to the maximal.

Forbidden

a hierarchy

Hierarchy members will be painted with

the colors from the current palette

N/A

Hierarchy members will differ in size

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

once

()
$

AssistMyTeam
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Details Forbidden

The panels will display series for all
hierarchy members

If a measure is placed on the Color pane, its values range is mapped to the given colors range so that it’s tremendously easy to spot
the top/low values. If you select the discrete gradient type, you'll be able to set threshold values for filling the Chart 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.

The Legend panel
The panel contains descriptions of the modified elements.
The value, shape and color of a legend element can be

edited.

Setting the Color legend
To select a color, simply double-click the appropriate element

and choose a color from the pop-up editor.

AL TR
aldwin Bevis
hard Bransaon
Slfred Cary

Setting the Gradient legend
To edit the gradient, double-click the element and tune the settings in the

editor. In the Gradient Editor there are:

e aset of pre-made gradients;

e selecting gradient option (continuous or discrete);

e creating a gradient with a set number of intermediate colors option;
e setting threshold in per cent and measure values option;

$19000- - [l X
$170.00- i
Time Spent (mins)
5£150.00 - _
$120.00- 22500 - 736.00
_ &110.00- 736.00-1.147.00
3 00 - L & I 1.147.00- 1,558.00
£70.00 - o
£50.00 - °
00 1l

Selecting threshold color option.
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ndrew Miller

ohinson Lea
ikram Singh

“omvvalker

Caolor settings:
@ Email

@ Appointment
@ Fhone
@'\web Form

Gradient Editor B
poses BN B CDsme
Start Color: - Colar Count:
325.00 1.558.00
]

Stops

coor: N
opacty: 10 %%

Vae: 25 [2]

Postion: | ()%
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Setting the Shape legend | e -1 x
The shape selection is made through the context menu. This )| Bagel e
option is available only for points or lines Charts. If the
number of hierarchy members exceeds the number of [} Square Border Cost
available shapes, they will be repeated. Diamond Border 200 <175.00
-+ Cross Shape settings:
W CrossBuck ) Email
S Up Triangle O Appointment
% | Down Triangle <» Phone
<]  Left Triangle |I +w/eb Form
A g | [
£ UpTriangle 50 E Filter on mph’uns"""ui 3
[~ | Down Triangle 90 Hide this member
= Arc Hide all members except this
@ Bubble T _ Create new group...
Diamond Mal:ke-r"ﬁ}be-., 3
B | Square _-l—

Chart Panes
The bulk of the OLAP-slice data are placed into cells with Charts. Each measure group has its own set of panes.

fooqrll Importance
.II Time Spent (hrs)
‘ggl Time Spent {mins)
1 | f

Caze Type b 4 .- e

. Cost

—————

"‘\.
| —_—
3 ==~. ¢ Measure

(u o2 & \_filter editor

.-!""'-_""'h
& Areafor
. creating a

Robert Gonzalez
Christian Barnard
Thomas Taylar
Albert Souza
Tony Blair
Barclay Basil
Michael Moore
John Abraham
John Barratt
Abel Conie
Alescander Buck
Benjamin Franklin
Abu Hakim

<drag an item here to create a new g

Measure groups with corresponding Charts in the working area
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Chart Type E
In the upper left part of each Chart, there will appear a ‘g’/ Y 'o"."--'-""“s ® °®
context menu for selecting its type. There are six (6) charts c%l‘ . Hlstog'am j o, . ®
(] S £ . o
that you can use, namely, Point Chart, Histogram, Point E Point Shape
—

Page75

Shape Selection, Lines, Curved lines and Step lines. By default, . selection - :

the Histogram is used.

The size of Charts can be changed to some extent. To expand -
a Chart along either one of the axes, you need to capture its §
boundary with the mouse and drag it. You can change the

size along both axes (and return to default) through the tool

menu in the upper part of the working area.

Chart type menu

Hot keys for changing the scale

Ctrl+* Reset Scale to 1:1

Ctrl+Num+ Zoom In

Ctrl+Num- Zoom Out
Navigation

If the content of the Grid exceeds the client area, the scroll bars will appear. You can scroll down the data using the mouse wheel. To
scroll the Grid in the vertical direction, turn the mouse wheel, while holding Shift.

Selecting Data
You can select Chart points with the standard Windows' method. Holding down the Ctrl button, you can add selected points,

holding down the Shift button, you can select the horizontal range. You can filter the Grid's points while selecting. In that
case, the corresponding hierarchy members will be filtered automatically.
Selecting and filtering parts of Charts

a. Selecting some of the Chart points

$4000- =
£32.00- i S
L $2400-
g o
U$1E.1}ﬂ-/~‘ﬁ o
o AR
s ANS § e
500 - o o ©
e E =
T 5 : % @& 2 E £ ¢ B
= =} = = = i) = =
o = = = =] . T = m =
L2 s £ = 20 F £ T g &=
- = = = 5 = E 5 = T
5 £ £ & =2 § =z 2 3 2

b. Selecting the Filter command
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£40.00 -
£32.00- ] (o)
2
% $24.00- E§  Filter selected items |
o

o £16.00 _/\6 Show underlying data

3,00 - o g Drillthrough. ..

s.00 & o|lo © w

=
= © E _ 5= w B
E =] e = @ 3 = E g g
= s = = E @ = = =
= = = = 5 L G | =
A E o ﬁ = E E=! = I = E
e 2 = £ B 5 E 3 £ B
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c. The result
£3300-
£29.00-
£25.004
£21.00+
g&“l?.{)ﬂ— ®
£13.00+
5300 - @92
$5.00 -
£1.00 -
1 1 1 1 1
2 E L i
g = 5 @ =
[=] = = = m
= 5 &2 & =
= 2 £ % 5
i
2 5 35 = 3
| =

Note: When moving the mouse cursor over a data axis, you are able to select a continuous range of members (if the axis is
composed of them) or a range of values in Charts.

Filtering hierarchies
In case you need to collect data not from the whole Grid, but just from a part of it, the component has a few functions at your

disposal: they let you select or remove elements from the slice. Also, there is a standard option of exporting data into a
number of formats and printing out the content of OLAP-slices. The simplest way of selecting data is through the context
menu. When you click a hierarchy member on the Cube axis, there is a set of commands for quick operations with members:

e Hide this member

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

Filter on hierarchy level
The Filter area of the Editor becomes visible only in case if filtering by hierarchy levels is available. To apply a filter to hierarchy
members, you need to select a hierarchy level (if there's more than one) and assign the Filter condition in the Filter menu. In the

same menu, there's a command to clear filter.

Filtering hierarchy members

wﬂssismyl eam
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If the search field is not empty, the "Find" command will make the component perform a search for hierarchy members, whose
levels contain the specified string. You can narrow the search results by checking the "Exact matching" box.

Filtering a single member of a hierarchy
By default, the Editor is able to select any number of hierarchy members. To switch to the single-select mode, uncheck the
"Multiselect" box. In that case, only one the hierarchy member with all its parents and members will be selected.

Hierarchy editor |
Level to fiter:

Contexd fiter settings

T Filter ~

Problem Categaory -

Member filter settings
| ||§F|nd ,;!
] Exact matching [ ] Visible only [v] Show pages

= [v] Al members
El Mobiles

_ L. [w]iPhone 3G
[+ [w] Services
..
-- [ Accessories
=) [w] Motebooks
i i fw] MacBook Air —

.. [] MacBook Pro

. [2] Annlications

[7] Mutiselect [ ok | [ Cancel |

Filtering measures
There is a number of available parameters for filtering measures. In the same Editor, you can clear the filter.

(Filter on value (Cases) ]
Show items onby meeting the following condition:

== BIES d
Restricts:
{(¥) Aggregated values

) Fact table values
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11.4 Printing, exporting statistical data and charts

Now that you have successfully designed a report, you might want to save it for future reference or share it with others.
Reuse your work! You can now save data snapshots to HTML, BMP, CSV, GIF, HTML, JPEG, PDF, PNG, TIFF, TXT, XLS and XML
as a simple way of reusing your data for documents and spreadsheets. Depending on the active view (Grid or Chat), the saved
file would either take the grid data or the chart.

- 188 -l 2 | B o | i3] [

Bitmap format Bitmap format
Gif format T Gif format
Jpg format Jpg format
Png format Robert Gong B2 prg format
Tiff format Christian Ba Tiff format
Himl format Thomas Tay B3| Text format )
Fortable document Albert Souzs 85| comma separated values :
m Export settings L T | Hitml format =
Resolved —wpoov Bérday B! ol Portable document L
320.00- Michael Mot ¥ ¢ ccel s b
w 240.00- i~ [ © . %ml format [~
o John Barrett
G 160.00- I II Abel Conie Export settings |
20.00 - Meeander Bick T T TerTT
Available export formats in Chart View Available export formats in Grid View

Printing

You can print your report to share it with others using the built-in Print Preview window. You can tune your page/printer settings
before printing. Also, if you feel like sharing the report through the net or by email you can easy export it to a wide range of formats
including PDF, XLS, CSV, JPG, etc.

o Print preview ;J‘;’&

~
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§ 20001
3 16000+
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; P31 1 3 5 } § 1§ 2
g TSR ERE i1 I
Caller Department
lsd e
| Total pages - 2 | Current page - 1
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Export Settings -This tool allows you to customize the appearance of the reports to be printed or saved to a file format. You can
specify the page size, orientation, headers & footers and color of the fonts and page background.

[Export settings

g@w [Export settings

B[=[}]

Print | Page Setup | Headers and fosters | Color and font Page Setup | Headers and footers | Color and font
~ Printer select ~ Page orientation ~ Preview edas
| Properties | | Expert cia sllce
Resoltion  [F2
~ Margins
~ Page for print ~(Grd options Left 10
' Al pages O Byrows T i =
: -
Cument page (%) By columns E%} ﬁ Fight
Bottom
Custom prirtt
From IC' Print column header
~ Measure unit ~ Paper size
Ta D Print row header |MI|"II'I'IE-‘{I'E-'S |M 210257 mm
[ ok | [ Gancel ] [ ok | [ Cancel ]

[ Export settings

g@w [Export settings

Print || Page Setup | Headers and footers | Color and fortt

~Customize page title

~ Font and custom color of the cells being exported
ICzptim Member | Member total |Grc:-up | Data | Daht-EEl

S[Ex]
| Print | Page Setup | Headers and footers | Color and font

Export data slice Font ~Preview cel
Font color
Align text ot
F = |E:qmrt data slice | Sample
: Border color
~Customize page number Back color
F = |F‘age {0:D} from {1:D} |
Page back
Fage 1%om 10
Skins
| ok || cancel [ ok ][ cancel
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12. Uninstalling Personal TimeSheet add-in

-~ [~

To uninstall the Personal TimeSheet add-in from your computer, follow the steps outlined below:

Step 1: Go to ‘Control Panel > Programs and Features’. Scroll down to select ‘Personal TimeSheet SP (x86) or (x64)’ and click

‘Uninstall’ as illustrated below:

Ei Programs and Features —

&« v P Ei + Control Panel » All Control Panel ltems * Programs and Features w 0 S

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Chan

$ Turn Windows features on or

off Organize *+  Uninstall Change  Repair
v ~
Mame '.t" Publisher
— Picasa 3 Google, Inc.
£ ) PowerlSO
|3 Prerequisites for 5507 Microsoft Corporation
B Prerequisites for 5507 Microsoft Corporation
E Prerequisites for 5507 Microsoft Corporation
[8=| RadarCube WinForms 2 Desktop (remove only)
.. ¥~ P T e a PO - [ . f . -

L4

AssistMyTeam Product version:  1.0.25
J Help link:  https://www.assistmyteam.ne

Step 2: If a dialog confirmation follows asking for confirmation, click Yes.

Step 3: The Personal TimeSheet setup will now start the un-installation process. Make sure that Microsoft Outlook is not running

(even under the task manager).
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Important links

Personal TimeShet for Outlook — Homepage
Go to the official website of Personal TimeSheet for Outlook.

Video Tutorial clips

Watch video tutorials that teach you how to install, configure and work with Personal TimeSheet.

Purchase a License

Purchase a personal license for Personal TimeSheet for Outlook.

Knowledgebase articles

Looking for an in-depth understanding of this application? Browse through a series of knowledge base articles
on Personal TimeSheet online.

Support Maintenance contract

At AssistMyTeam, we're committed to give you the best support for all the products that we offer and more!
The AssistMyteam Support Contract helps you use our products more efficiently and work out any issues that
you encounter during the course of their use.

Submit an online support ticket
Use this web form to create a ticket with AssistMyTeam Technical Support.

AssistMyTeam


https://www.assistmyteam.com/timesheet-addins/
http://www.assistmyteam.net/TeamTimeSheet/
https://www.assistmyteam.com/timesheet-addins/video-tutorials/
http://www.assistmyteam.net/TeamTimeSheet/TutorialClips.asp
https://www.assistmyteam.com/timesheet-addins/purchase/
https://www.assistmyteam.com/timesheet-addins/purchase/
https://www.assistmyteam.com/timesheet-addins/purchase/
https://www.assistmyteam.com/timesheet-addins/kb/
http://assistmyteam.net/KB/index.php?option=com_content&view=category&id=3
https://www.assistmyteam.com/support/
http://www.assistmyteam.net/support/
https://www.assistmyteam.com/support/submit-ticket/
http://www.assistmyteam.net/support/submitTicket.asp
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