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1. Introduction

="

Team TimeSheet for Outlook & SharePoint is a reporting solution for a team of any size to work, plan and execute project
related activities and timesheets in Microsoft Outlook and publish to company’s SharePoint. 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.

Folder View Q Tell me what you want to do
S Withdraw #1777 New Appointment x Ny B
: €3 Unlink #17 XA , F;'.' New Meeting ;E B~
My Fields Update Group Review Sync Project Current Delete Move  E-mail
; : ; ; ; 5% New Items ~ &
Settings + #17 Publish ~ Published Settings View~ &2 Y Calendar
Team TimeSheet New Actions Share
[_S_garch Calendar P | TimeSheet #17
D@ |Ip | SUBJECT | acTIVITY |START |END  |CATEG.. Published; 8/8/2017 1:28:00 PM (AssistMyTeam Support)
Click here to ad... [ & Update #17 H || Create Copy ‘ [ |7l Save
4 Project: BBC Tech: 3 item(s) | GoUnlink#17 || | gWithdaw#17 | K Delete
i 17 replacing the i... SEO Task Thu 8... Thu8/.. [l Awa.
D t undi... Cloud fundi Fri 8/... Fri&/1.. |l Froz.
ocument undi... Clou un. ing Fri ri Hl Froz Project lBBC Tech =
Customer care ... CRM Studies Sat 8/... Sat8/.. Del...
Activity |SEO Task v

4 Project: Distributed Comput

10 using technique Blogging FAQs Tue 8/... Tue 8/... ] Awa. Billable Hours ICI hours minutes

16 Subsidy Compatibility t... Wed ... Wed 8... [l Def... pdditional Fields
4 Project: RNA World: 4 item(s’ | alternate phone datal
1 time frame exte... Support Quest... Mon ... Mon 8... [} Ora.. brief description

12 cleansing the r... Support Quest... Wed ... Wed 8... [l] Pur...
14 page unknown Website Rede... Fri8/.. Fri&/1... [l Proc.
15 Being the UPS  OCR tasks Sat 8/... Sat8/.. [l] Proc.

Project: Xtremelab: 1 item(s)

4
13 routing the iss... Documentatio... Thu8... Thu &/.. Del...
4 Project: Zeta Grid: 1 item(s)

Graph of the m... StatisticChart Thu8... Thug/.. Del...

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

prepare their timesheets in Outlook appointment or task items, and then publish to SharePoint repository. Published timesheet
includes most of the important predefined Outlook, Project and other custom fields (as deployed by your administrator.
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2. Requirements

m TimeSheet &

Team TimeSheet is available right inside your Outlook unlike any other standalone application and web based project and time
reporting software. It can be easily deployed through an installer (manually or via a group policy object with MSI) across the
entire organization. Please make sure that your system meets the following requirements before installing Team TimeSheet for
Outlook & SharePoint:

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. Team TimeSheet operates directly inside
the Microsoft Outlook application (using Microsoft's "COM add-in" technology). Outlook
Express is not supported.
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3. Installation

Team TimeSheet Client add-in install is meant for normal users who would be preparing timesheets in Outlook before reporting
and submitting to SharePoint. Before you install the Client tool, make sure your administrator has already configured the Project
Data Source settings in SharePoint with the Team TimeSheet Manager tool. And collect the Project database information from
your admin as you will need to feed to the Team TimeSheet Client Add-in once it is installed (for the purpose of linking up the
Client tool with the project data source).

The Team TimeSheet Client setup is of two different types - one each for 32-bit Outlook and 64-bit Outlook:

For 'Per User Installation' (ideal for standalone single user/workstation)
TeamTimeSheetClientSPSetup_x86.exe (for 32-bit Outlook 2007, 2010, 2013, 2016, 2019)
TeamTimeSheetClientSPSetup_x64.exe (for 64-bit Outlook 2010, 2013, 2016, 2019)

For 'Per Machine Installation' (ideal for installing on Citrix and Terminal Servers)
TeamTimeSheetClientSPSetup_x86_Citrix.exe (for 32-bit Outlook 2007, 2010, 2013, 2016, 2019)
TeamTimeSheetClientSPSetup_x64_Citrix.exe (for 64-bit Outlook 2010, 2013, 2016, 2019)

The Client installation has to be performed by each member of the team before they can start reporting timesheets and other
project deliverables from Outlook to SharePoint.

(Note: If the administrator/manager needs to prepare timesheets and publish to SharePoint from Outlook, the Client tool also
needs to be installed, apart from the admin portion. It is perfectly normal to have both Admin and Client add-ins installed on the
same machine. However, for normal users, just the Client add-in is enough).

oy, .
‘ AssistMyleam
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Step by Step Install Guide

Step 1. Run TeamTimeSheetClientSPSetup_xXX.exe to start the installation. Click ‘Next’ to Continue. If Outlook 2007 or later is
not installed, the setup wizard will not be able to proceed.

_
) Team TimeSheet Client SP (x64) Setup [ 2|

Welcome to Team TimeSheet
Client SP (x64) Setup Wizard

The Setup Wizard will install Team Timesheet Client 5P (x64)
on your computer, Click Mext to continue or Cancel to exit
the Setup Wizard,

| <Back || mNext> | [ cancel |

Step 2. Select the appropriate destination folder where the application files will be installed. If you change the default folder
path, please make sure you have appropriate permission. (Note: by default, it will be installed under your application data

folder)

-
ﬁl Team TimeSheet Client 5P (x84) Setup =

Select Installation Folder
This is the folder where Team Timesheet Client SP (x64) will be installed,

To install in this folder, dick "™Mext®. To install to a different folder, enter it below or dick
“Browse",

Folder:
IC:‘l,l_Jsers‘lpser‘lﬁ.ppDaiﬁ‘lRuaming‘lﬁ.ssistMyTeam‘l,Team TimeSheet Cli Browse...

Advanced Installer

<Back | MNext> | | Cancel

";‘;;'\Hﬁiﬁl“‘yli‘.ﬂnl
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Step 3. It may take a few minutes to complete the whole copying and registration process.

-
ﬁl Team TimeSheet Client SP (x64) Setup

Installing Team TimeSheet Client SP (x64)

Please wait while the Setup Wizard installs Team TimeSheet Client SP (x64). This
may take several minutes,

Status: Copying new files

—

Advanced Installer

| <Back | mext> | [ canel |

Step 4. Click 'Finish' to end the installation wizard. Now start Microsoft Outlook.

ﬁl Team TimeSheet Client SP (x64) Setup | P |

Completing the Team
TimeSheet Client SP (x64)
Setup Wizard

Click the Finish button to exit the Setup Wizard.

< Back |l Finish | | Cancel

‘;V/‘;Asuisﬁlyl eam



Page7

expense, billing, task, timesheet

reporting from Outlook to
SharePoint made easier
for your team members!

LN

Tea

Once you have just installed the Team TimeSheet client add-in tool, you will
get to see this ‘My Project Data Source’ panel when you start Outlook.

Send / Receive Faolder

You can also get to this from Outlook > Any Calendar folder > Team

TimeSheet toolbar > My Settings > My Project Data Source button. vidznl
ety P B S & O

My Group  Review Sync Project Current

So, what is the Project Data Source? SEMINGST Publich » Published Settings  View -

My Tools
The project data source is nothing but a simple SharePoint list (with the % My Project Data Source r
nam.e TeamTimeSheetSettings’) that your.adntnmst'rator had creajced and > Sync Project Data/Settings _|l
configured under your company’s SharePoint site with the Team TimeSheet o o — =
Manager tool. This list stores the projects and activities, email templates, e My Projects/Activities
notification and reporting settings. In short, these are global settings that MGy MylLocal Settings | | ES

streamline the behavior on how all members work, track and publish their
timesheets in Outlook.

My Reporting Options

Click 'Browse..." to specify the SharePoint site where the 'TeamTimeSheetSettings' list is located.

7 Administration Panel : Project Data Source & Global Settings

3 .

Save Exit LA

»
Project Data Source Settings LA
»
SharePoint list TeamTimeSheetSettings' where global settings and project data will be stored : L
||| || Browse... ||
| +, Test Connection | | 2 Export URL to file | 1| Reset

Enter the SharePoint URL site to show all available sub-sites and lists. If your administrator had already configured the Project
Data Source with the Team TimeSheet Manager tool earlier, there would be a list ‘TeamTimeSheetSettings' that stores the
project metadata and other configurations including destination timesheet SharePoint lists and their corresponding mapping
settings. Select that list to maintain a permanent link between the Team TimeSheet Client add-in and the SharePoint Project
data source on your system.

@ Choose a SharePoint List x
Enter Or Choose SharePoint site Or List URL
|htu:ls:Hassishﬂyteamz.sharepoint.mm w | (2t Retreive
(eq. hitos:fmysite.sharepoitoom)
) ) iyl MNew Site...
Select a particular list L

[ #'s AssistMyTeam Team Site (https: /fassistmyteam2. sharepoint. com)
il TeamTimeShestSetings

1't" Licenes (htips: [/assistmyteam 2. sharepoint. com flicenses)

2't" Test | ‘“ps:/fassistmyteam2.sharepoint. com/ftest)

g 't . =sictmyteam2.sharepoint. com/ftitrehana)

sharepoint. com/titrehana ftitrehana ftesttps)

Select
"TeamTime SheetSettings'
list that was setup/configured
by your manager

=p Continue =3 Cancel

In the screenshot above, the root ‘Team Site’ has the ‘TeamTimeSheetSettings’ list, and that is what you need to select to

T
;‘ AssistMyleam
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continue. If this list is not available in the root or sub-sites, then contact your administrator for the correct SharePoint site URL.

% Administration Panel : My Project Data Source by
-liluu--"'"

ave
My Project Data Source Settings

Specify the SharePoint list ‘TeamTimeSheetSettings' (i.e., where the project settings are saved):
https: //assigtmyteam2. sharepoint. com/Lists/ TeamTimeSheetSettings| | | Browse... |

| ﬁTest Connection | | @Impor‘c LURL from file... | | ﬂﬂeset |

Now, click the Save button, to confirm the connection. Team TimeSheet Client add-in is now ready to connect to the Project
Data Source to synchronize projects and other settings metadata from SharePoint to your system

Login prompt dialog to SharePoint site - If the chosen SharePoint site uses the NTLM or windows authentication, the add-in will
use the default credential to connect to the SharePoint. However, for form based or claimed based authentication (for example,
Office 365 SharePoint online), it may prompt you to enter your credential.

Check ‘Remember’ so that the add-in
can use the same credential to logon to
the SharePoint site in subsequent
connection.

Connect to ‘assistmyteam.sharepoint.com,/test’,

You can also specify the authentication
mode that is used by your SharePoint to
User Name: |ﬁanms@assism1yteam.mm | allow connection to it. For instance, if
| your SharePoint is configured for
Windows authentication, choose
DComain: Optional ‘NTLM’. If your SharePoint site is
secured with ADFS, you can also specify
the STS site URL under the ADFS server
ADFS Server: Optianal to get the authorization token.

SharePoint Site URL https:/fassistmyteam2.sharepoint.comfestf

Tk |ttttttttt

Authentication Mode: |[Jf-'ﬁ::e 355 v|

.., sfs.mmpanr.mm
If the site uses a form based
authentication, then choose ‘Forms’
whereas if it uses a claimed based
authentication (for Office 365
SharePoint Online), choose ‘Office 365’.

Remember 0K Cancel

And when you and other users with the Team TimeSheet Client add-in starts Outlook, the add-in would automatically connect to
the admin specified SharePoint site and would retrieve the project logic and settings data to the local system.

What SharePoint permissions are required for users?
Your permission to the SharePoint site - Make sure that you have at least ‘Contribute’ (or ‘Full Control’) permission over the
SharePoint list ‘TeamTimeSheetSettings’ as well as to all other SharePoint lists that are chosen as the timesheet repositories.

!‘-‘_;;'\Hﬁiﬁl\rl‘}"li‘.ﬂnl
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5. Configuring Projects and Activities List
Team TimeSheet Client > My Projects/Activities List

Before you can start tagging Outlook items such as task or appointment with project metadata and prepare timesheet, you need
to choose your own relevant list of projects, activities and other custom fields from the project database.

You do that from Outlook > Calendar >
Team TimeSheet toolbar > My Settings
menu > My Projects/Activities I Send f Receve Folder View Developer Help

2T 0 & & O E X

My Fields Publish Group  Review SyncProject Current Open Delete F

Settings = Publish = Published  Settings  View~
My Tools /0.4.52) Actions
] My Project Data 5 ¢

y Project Data Source
= — 4 » October 15 - 21,
= My Projects/Activities
My My Local Settings SUMDAY

My Reporting Options 15

E_';u Search My TimeSheets in DB

Below is the Projects/Activities list that are deployed by your administrator (through the Team TimeSheet manager add-in tool).
Depending on the administrator’s choice, you may or may not choose your own projects and their activities.

TE Administration Panel : My Project\Activity Lists >
&
Save | But
Available Project List Available activities for Project 'Farber'

BDOZ2015 BrushMan PRIl 11000 Work Orders/R

. 11010 Warranty

BDO2015 Chm::es Inc Office 12000 Grounds

BDO2015 GlidePath 12010 Grounds Supervision/InspectionsHeat checks

BDO2015 Local 149 P&P 13000 Special Events - C/fT

15000 Insurance - C/I

BD02015 Olym Surg Suite Exp 17000 Real Estate Tax activities

BD02015 Pekara 20000 Leasing/SalesfAcquisitions
BD02015 Rogards Relocation 0 20500 Design/bid,/build e
21000 Marketing/Promotions
BEDOZ2015R ds Sal
0garas sais o 22000 Project Management - Bldg/LL fOwner
BDO2015 Servl WH Acquisition 22100 Earthworkgrading fexcavation/detention basin
BDO2015 Sky Zone 22200 Sitework utiliies fext lighting/sewers/seeding
BD02015 Thrift Trucking 22300 Exterior paving (base, compaction, testing)
22400 Sanitary sewer
BDO2015 Zaccaro WH lead 37440 Storm Sewer
.Farber 22460 Domestic water lineffire service line
110010 Industrial Arcola Spencer izzgalg gasctsrl'eruice _'Ami:_ﬁ”
. ectric service - Ameren
181010 A150WH Office - Rigal 22880 Benchesfbike racks ftrash receptacles/flag poles
JzM 22900 Landscaping/tree planting/mulching v
TAZIONG 3367 BOT ~
Project : Farber (FBR) Activity : 11000 Work Orders/Repairs
. AssistMyTeam Support Rate: 10 ;
Bods o i s Coordinator AssistMyTeam Suppart

Start Date: 8/1/2017 Color:
- Rate: 5 o

Finish Date: 10/31f2017
Due Date: 10/24/2017

Description:  Farber Inc. is based in C.A

New .. My Rate ...

oy, .
‘ AssistMyleam
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Available Projects List — All the available projects are listed in this list box. Selecting a particular project shows all
the activities defined for that project on the right box (in point. 2).

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

October 15 - 21, 2017 (&4 TimeSheet Fields »
Not Published Yet!

41 b

Today
61°F/51°F

| 4 Publish | [lCresteCopy ||

& Withdraw

P |
SAT

| Search Calendar

&2 Unlink 3 Delete

SUM MOl TUE WEC THU FRI

Farber e

15 16 17 18 19 20 21 Project
Activity

Billable Hours

8‘ A

BD0O2015 BrushMan
BO02015 Choices Inc Office
BD02015 GlidePath
BD02015 Local 145 PAP

BDO2015 Olym Surg Suite Exp
BDO2015 Pekara

g BD02015 Rogards Relocation
BD02015 Rogards Sale
BOO2015 Servl WH Acquisition
BDO2015 Sky Zone

BDO2015 Thift Trucking
BD02015 Zaccaro WH lead
Farber

11 10010 Industrial Arcola Spencer
181010 A150WH Office - Rigali
JSM

TAZ1006 3362 BFT

TAZ2006 3358 BPT

TAZI006 3356 BFT

TA24006 3354 BPT

TAZ4512 3354 BPT- HBAELCI

10

12
1 |

Activities list for the selected project — This list all the available activities for the selected project.

If your administrator had enabled ‘Allow members to choose their own projects and activities in their Outlook'in
Team TimeSheet Manager > Form Option, you would be able to select your own set of activities for that particular
project so that you can only work with those in Outlook. Otherwise, the activities list will not be selectable, and all
activities for that particular project will be automatically made available in Outlook.

Administration Panel : Form Options

Title to

For Project \Project | Mandatory forreporting

For Activity !Activity ‘ Mandatory for reporting

Allow members to choose their own projects and activities in their Outlook

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

©

Page 1 0
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Project : Farber (FER)
Manager: AssistMyTeam Support Rate:

Start Date: 8/1/2017 Color:

Finish Date: 10/31/2017

Description: Farber Inc. is based in C.A

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

Activity « 11000 Work Orders/Repairs

Coordinator AssistMyTeam Support
Rate: 5§

Due Date: 10/24/2017

New Project or Activity — If your
administrator had allowed members with

administrative access to add new projects and
activities (under Team TimeSheet Manager >

Access Control), you would see the button
‘New...” just below the window panel.

When you click it, a popup window

Allow members with admin-access to:

Add their own Projects

Add their own Activities

[] view Summary Reports on all published timesheets (forall members)

[] view OLAP Statistics on all published timesheets (for all members)

| 2100 Earthwark jgrading jexcavahaon
b litne fnes et &

i i T T I T !

allows you to enter the detail of the
activity that you want to add. By

default, you will be assigned as the
‘Coordinator’ of this activity to be

added. Note that, this new activity

would be added to the activities list

in the global settings (under the —
project database).

wersseeding
Add New Activity X fion, testing)
Activity |Tradernark - Procurement | line
Proiect (Bng2015 BrushMan |
taces flag poles
Rate |'IZ | thing i
Coordinator |Bahrur Rahman| |
Due Date [10/24/2017 B |
Add Cancel
New ... My Rate ...

jdetenton basin

Specify my own Rate — Your administrator can enable each team member to set their own rate from Team
TimeSheet Manager > Advanced Options > Total Cost tab.

Total Cost Calculation

For calculating Total Cost' for reported items, use the rate of

(71 Project (7 Task

If such option is enabled (by the administrator), you would see the ‘My Rate...” button at the bottom of the window

(@ Member

Allow member to change Rate

panel. Once you input your own rate, it would be updated in the members list under the global settings (under the

project database).

T
;‘ AssistMyleam
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22440 Storm sewer
22460 Domestic water line fire service line

I 22400 Sanitary sewer
22680 Gas service - Ameren

Rate #_ b poles
W
—{ Enter your own rate for calculating the total cost
on your reported items
[12] oK

Mew ... My Rate ...
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6. Configuring Local Settings
Team TimeSheet Client > My Local Settings

r. Dutio

Lo

Each member can customize how Team TimeSheet is used with Outlook in ways that the member finds useful and informative
when working with their projects.

T Administration Panel : My Local Settings x
g
Save | Euit

General  |ger Interface

Allow automatic synchronization of settings from Project Database to Outlook at startup o

Add Project Color Codes to Master Category List (Only applicable to Qutlook 2007 and abaove) e
Add Project to the categories field of the item when tagged
[] Add Activity to the categaries field of the itemwhen tagged

Allow automatic synchronization of settings from the database at startup

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

Add Project Color Codes to Outlook Master Category List

@ From Team TimeSheet Manager tool, each project can be assigned a unique color code from the supported 25 colors
in Outlook. 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 =,
& e I High Importance = 2 |
v o : Categorize
Apply Save Exit - J Low Importance
Project {}| ColorCode &

BD02015 BrushMan Peach 7 BD02015 Rogards Sale B
BD02015 Choices Inc Office | Yellow ] o B
BO02015 GhidePath 1 BD02015 Servl) WH Acquisition i
BD02015Local 149 P&P  Teal BD02015 Sky Zone
BDO2015 Olym Surg Suite Bx Olive BD02015 Thrift Trucking

BDO2015 Pekara

BD0O2015 Rogards Relocation
BDO2015 Rogards Sale
BDO2015 Servl) WH Acquisit Steel
10 |BD02015 Sky Zone

11 |BD02015 Thrift Trucking
12 |BD02015 Zaccaro WH lead

13 [farber R

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.

BOO2015 Faccaro WH lead
Farber

10010 Industrial Arcola Spencer
181010 A130WH Office - Rigali
J5M

Y- - RN = (R 1 R - e

EEEEENEETN

This is very helpful to give a quick visual cognition as well as to organize your items in Outlook in a more obvious way.
As this color code is deployed centrally, all members working on projects would have same uniform color coding for
the entire team.

oy, .
‘ AssistMyleam



Page 1 4‘

L)

. W
W

expense, billing, task, timesheet
reporting from Outlook to

. ' W SharePoint made easier
i | } o for your team members!

eam TimeSheetn

Screenshot below: Explorer view of calendar month in Outlook 2016 with appointments tagged with different
projects and consequently the inherited color codes.

Home Send / Receive Falder View Developer Help Appointment

¢ Tell me what you

EHE LS T O F B ZEw, - O W

My Fields Publish Group Review SyncProject Current Actions  |nvite MNone . Recurrence  Tag
Settings = Publish = Published  Settings  View~ - Attendees M
Team TimeSheet (Version 8.0.4.92) Attendees Options
(%4 TimeSheet Fields
> 4 » October 16 - 20, 2017 _
e | wmn T T Not Published Yet!
16 17 18 19 20 . :
| &, Publish || [ | Create Copy ||
&= Unlink & Wifithdraw
Bankit [«]
Softw:
g Order m Project | BDD2015 GiidePath
|
s vity | 12000 Grounds
10

Billable Hours hours 30

Additional Fields
11 Branch City Paris
Branch CodeE}Bﬂi}
12 Branch Description Require conference room for 20
1 Produ
review
2

Eranch Mame RE Fr
Branch Regicnal

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

Creative |[deas - Appointment Ea| O
Appointment Insert Farmat Text Review Developer Help Q' Tell me what you want to do
Tr EE i
2% @ Xn D sy o g
« : P2 Scheduling Assistant = _ _
All - Publish Save & Delete =1 Invite  Options Tags  Office
Fields Close Attendees M - Add-ins
Team TimeSheet Wersion 8.0.4.92) Actions Show Attendees Add-ins

Not Published Yet!

Subject |Creati1.reldeas

Location |Inndc|r1 v| ‘-.d"PLﬂiSh || @Dmlicate || gSave
Start time |M::|n 10/16/2017 | |1g:mpm v| a2 g ¢ Withdraw % Save
Endtime | Mon 10/16/2017 [ 130 |

Project | BD02015 GlidePath

| Detivity | 12000 Grounds

Billable Hours hours mir

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

| | ! |lEI | D | Subject Categories Project Task | Note: Color COd”?g of
= tagged Outlook item
Click here to add a ... requires that you enable
‘Add Project to the
4 Project: CHM Media (2 items) Categories field of the
[ 9  Mew chemical warf... [J[] Red Catego.. CMNN Media Collating press kits = item when tagged’ option
@ 10 Mew element was f... [] Collating pres... CHN Media Collating press kits . (3)

4  Project: Exchange Maintenance (3 items)

@ 11 Misunderstanding... [J[] Compact ma... Exchange Mainten.., Compact mailboxes
@ ¥ 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 Format Text ) Help U Tell me what you want to do
@ 2 ET?;J x m Appointrment :ﬁ.‘ O > a
€« : P2 Scheduling Assistant = _ _
Al Publish Save & Delete = Invite  Options Tags = Office
Fields Close Attendees - - Add-ins
Team TimeSheet {Version 8.0.4.92) Actions Show Attendees Add-ins

Not Published Yet!

Subject |Goog|e]ob |
Location || & e || @ SLiiEzs || g 2503
Start time | Tue 10/17/2017 | [1200em v Ylic: i Withdraw R Save
Endtime | Tue 10/17/2017 | |200pMm |

Froject | BD0O2015 Rogands Sale

Activity | 11010 Waranty

Billable Hours hours mi

0 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.

1010 Warrty | oocots Rogarassoe Not Published Yets

Subject |Gnng|e]nb

= | 4 Publish | [louplicate || E

= Unlink & Withdraw x5
-}

Saved!
Project | BD02015 Rogards Sale

Location ||

Start time |Tue1wmzu1?

End time |Tue‘|1}.-"‘l?.-"21}1?

Activity | 11010 Warranty

Billable Hours hours
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e
L utlo

T Administration Panel : My Local Settings

i | &l

Save | Eut
General User Interface

Ribbon placement for Team TimeSheet toolbars in Outook

)

In Explorer window
(@) First Placement (") Last Placement o

[ ] Use adedicated tab on Explarer window

In Inspector Window e

(@) First Placement () Last Placement

[ ] Use adedicated tab on Inspector window

Flease note that changes in these nbbon settings would be applied only after Outlook restart

first in the sequence of groups.

Send f Receive Folder View Developer

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

Help Q' Tell me what you want to do

HE T O E|E

[a]

My Group Review Sync Project Current Mew Mew  MNew = Today Mext7 Day | Work Week
Settings = Publish ~ Publish  Settings  View ~ | Appointment Meeting ltems ~ Days Week
- Team TimeSheet [WVersion 8.0.4.92) Mew Go To M Arrange

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

Format Text Review Developer Help Q' Tell me what y
. )
5 | X= D | e [of|[r
€« : P2 Scheduling Assistant += _
All - Publish Save & Delete & . Invite  Options  Tags
Fields Close * Attendees =~ |
Team Timesheet [Version 8.0.4.92) Actions Show Attendees £

Not Published Yel

Subject |Creati1.reldeas

Publish || | Duplicat |
Location |Ic-r1dnn v|| iy Publis L/ Duplicate
Start time |Mnn1u,f15,fzu1? | |12;mpm v| &2 Unlink & Wfithdraw
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7. Configuring Reporting Options
Team TimeSheet Client > My Reporting Options

-

7 Administration Panel : My Reporting Settings >
=
Save | Exit

Reporting Options  Default Values

Allow reporting of privatetask and appointmentitem o
Allow reparting of recurring task and appointmentitem
[ ] Movereported items to subfolder (Reparted Items')

[ ] Automatically report overdue items atstartup (only applicable ta default folders) o
[ ] Automatically report task item when marked complete
[ ] Automatically mark task item complete after reporting

Askmeforconfirmation befare reportiiitn Datahaseo

Don't allow multiple items reporting
Lock the TimeSheet fields of the reported item 9

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.

@ Allow reporting of private task and appointment item

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

Please review the following problems with reporting the selected items:

Repairing the phone &
- Problem: Private Item not allowed for reporting!

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.

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

Please review the following problems with reporting the selected items:

Repairing the phone p
- Problem: Recurrence Item not allowed for reporting!

o< ]
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.

oy .
‘ AssistMyleam
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4 [77] Calendar
E Reported ltems
[25] Contacts

L)
J
|
A\
|
.I

%Journal

Fr Junk Email [3]
Motes

= Cutbox

) RS5 Feeds

V| Tasks

@ Automatically report overdue items at startup

If this is enabled, items that are overdue will be reported to the database automatically on Outlook startup.

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

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

In both cases, if the overdue item is already reported, it is ignored.

Note:
This automatic reporting of overdue items is applicable to the default calendar and task folders only.

@ Automatically report task item when marked complete

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

This option is also only applicable to Outlook task item. If enabled, Team TimeSheet Client add-in would

Automatically mark task item complete after successful reporting

Q

automatically mark a reported task item as complete.

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

-

Team TimeSheet Client Addin )

9

Are you sure you want to report the selected item(s) to database?
b 4

= 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 database in a single
click. But you can change this behavior by enabling this particular option. Doing so, only the first selected item
(among the selected items) will only be reported.

oy .
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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.

@ Lock the Team TimeSheet fields of the reported item

Screenshot: Locked state of the project and custom fields drop downs in the timesheet form
| pUpdates2s || [{]CreateCopy || el Save

10/13/201... Fri 10/13/... [ LifeMa... Fri 10/13/2017 12:4.¥

: g _ S Unlink #24 || |4 Withdraw #24 || % Delete
10/13/201... Fri 10/13/... [ 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
vd 10/25/2... Wed 10/2... ] Zeta Grid Thu 10/12/2017 5:5... Activity Trademark - File Madrid Protocol Applications/ De
in 10/2/20... Mon 10/2... [[ll] Trade... Fri 10/13/2017 11:2.., " .
in 10/16/2... Mon 10/1... ] RNA W... Thu 10/12/2017 5:4.. B b & hours 30 Y PR
in 10/16/2... Mon 10/1... [l] LifeMa... Thu 10/12/2017 5:4... Additional Fields
110/15/2... Sun10/1... [] Networ... Thu 10/12/2017 5:4... | Country]

Default values for empty fields when reporting

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

7 Administration Panel : My Reporting Settings >
gl
Save | Exit

Reporting Options  Default Values

Enable default value for Project and Activity fields
Select a Project as its default value |Farber R |

Select a Activity as its default value |120CIU Grounds e |

Enable default value for Custom Fields

Branch City London

Branch Code LE37

Branch Description Branch has conference room,
with 200 persons capability

Branch Name RE Eng
Branch Regiunal I

This automatic assignment of default values might be particularly useful if your administrator had marked project and other
custom fields mandatory for reporting.

Page 1 9
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8. Preparing timesheets with Outlook appointments or task

Once you have chosen your own list of projects and activities and other custom lists (if any), you will notice that under the
calendar or task Outlook folder, the selected projects and activities are being populated as drop downs fields under the

TimeSheet form in Outlook.

Home Send / Receive Folder View Developer Help Appointment Q Tell me what you want to do
- by ] (1]
—— MO ’-}r . @ 2oy - ’-\- m
HEL S & O E e Zmo 8
My  Fields Publish Group  Review Sync Project Current Actions  |nvite 15 minutes - Recurrence  Tags
Settings - Publish = Published  Settings  View M Attendees M
Team TimeSheet [Version 8.0.4.92) Attendees Options S
(53 TimeSheet Fields »
) 4 » Qctober 16 - 20, 2017 _
Not Published Yet!

MOM TUE WED THU FRI
16 17 18 19 20 |

_gPublish || [|CreateCopy | il Save
&= Unlink g, Wifithdraw ¥ Delete

? Ak IE'

Project | TAZ1006 3362 BPT ~

Activity | BD02015 BrushMan
. BO02015 Chaoices Inc Office
— Billable Hours |gp02015 GlidePath

> - 3 . BD02015 Local 149 PAP
Meetii Additional Fields BD02015 Olym Surg Suite Exp

Branch (BD02015 Pekara
BD02015 Rogards Relocation

Branch & 5002015 Rogards Sale
Branch Descripl BDO2015 Servl) WH Acquisition
BD02015 Sky Zone
BD02015 Thft Trucking
BDO2015 Zaccan WH lead
Farber

10010 Industrial Arcola Spencer
181010 A150WH Office - Rigali
JSM
Eranch N3 Ta21006 3362 BPT

Produ Branch Regid TA22006 3358 BPT

review TA23006 3356 BPT
TA24006 3354 BPT

k e

(| TAZ24512 3354 BPT- HBAECI

=

Intel

10

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

Project | TA21006 3362 BPT v|

Activity
Banki ) Y
Softw Billable Hours (11000 Waork Orders/Repairs

Ord Board I 11010 W
J e T B Meeti Additional Fields i

Branch {12010 Grounds Supervision,/Inspections/Heat chec
Branch Co 13000 Special Events - C/
15000 Insurance - C/1
Branch Descrip] 17000 Real Estate Tax activities
20000 Leasing/Sales/Acquistions
20500 Design. bidbuild
I 21000 Marketing/Promotions

10

11
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8.1 Tagging Outlook items with project data

Recording time is as simple as creating a calendar or task item and setting a few properties. You can use Team TimeSheet Client
in Outlook to tag and report it to database. There are 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 defined by the manager.

Home Send [/ Receive Falder View Developer Help Appointment (' Tell me what you want to do

E‘. % o) % \{E'_B'. O :ﬁ.,.l_ 22 M Busy - O i

My Fields Publish Group Review Sync Project Current Actions  |nvite None . Recurrence  Tags
Settings - 0 Publish = Published  Settings  Viewz M Attendees M
Team Time5Sheet (Version 8.0.4.92) @ Attendees Options ”
(%3 TimeSheet Fields »
> 4 » Qctober 16 - 20, 2017 _
Not Published Yet!
MOM TUE WED THU FRI
16 17 18 19 20 ; = @ o
| 4 Publish | [lCreateCopy || i Save |
e 5 Unlink a_ghﬁﬂ'ldmw \_@ % Delete
Zw <]
Project | BD02015 GlidePath o v|
3 Activity |12[N]] Grounds a V|
OBillable Hours pows minutes
9 Additional Fields
Eranch City Fariz F
10 Branch C-DdeEJ'Bﬂﬂ
Branch Description Require conference room far 200 o
11 ||
=

Branch Mame RE Fr
faE 1 Produ Eranch Regicnal

- b

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 from the central database.
e Activity drop down control — lists all the available activities for the particular project selected.

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 database is computed either by using the 'Duration’ or the

T
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'Billable Hours' value, depending on what the administrator had chosen in the manager add-in (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 the administrator had chosen 'Duration’ field for computing 'Total Cost' of the published timesheet, the
administrator could hide the 'Billable Hours' field from appearing in the timesheet form. This is done from manager
add-in (i.e., Advanced Options > Total Cost tab > For Calculating Total Cost, use)

Custom Fields — are additional fields that are deployed by your administrator 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 the central
database.

®

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

©

Report 1D

would report to the project database. If the reporting (@m0 | Subject Activity

was successful, the report ID that was generated in Cligk-fiere to add a ...

the Idatsl;;ase :cmll bt:_'c assigned to the particular ﬁ R o coiate pudding - BBC Teeh TP

Outlook item tor reference. & Be politically correct Colour Mana... Picking up 1
ice 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 the central database and
would get a new timesheet ID.

© 0 @

Withdraw - remove the published timesheet record entry that was published in the central database from the
current Outlook appointment or task item. Once timesheet record is removed from database, 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 Team TimeSheet fields that are
deployed by your administrator. 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 Team TimeSheet specific views as well as the normal Outlook views.

(@E%
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Inspector window mode

r, Diitlook/ShiarzeP

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 ) Help Q' Tell me what you want to do
e i i
= 2 Ef?:’_] x m Appointment 'Y o > 8
€ - PO Scheduling Assistant | b= _ _
Al Publish Save & Delete = lnvite  Options Tags  Office
Fields Close Attendees - - Add-ins
Team TimeSheet (Version 8.0.4.92) Actions Show Attendees Add-ins ~
Coowscisesn Not Published Yet!
Subject |n::reative|deas
Location |L|::|r1d|::|r1 v| | l-d‘PLH'Sh || @ Duplicate || g Ve |
Starttime | Mon 10/16/2017 3 [1z00em | o Ulis s £ il | Sl |
Endtime | Mon 10/16/2017 3 [130em |
Froject | BD02015 GlidePath ~|
Activity | 12000 Grounds ~|
Billable Hours hours minutes
Additional Fields
Eranch City]Fariz
Eranch Code D630
Branch Description Require conference room for 200
Branch Mame RE Fr
Branch 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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8.2 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 Team 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

Send f Receive Folder View Developer Help

— —'m T — m
R(E|» T 8 O F T2 X
% - r o >/ . i (oe &
My Group [Publish Group  Review Sync Project Current Mew MNew  Mew = Delete M
Settings | Tagging pelected Publish ~ Published  Settings  View~ | Appointment Meeting ltems ~ 1
Team TimeSheet (Wersion 8.0.4.92) MNew Actions
3 O |Q [ID | suBJECT | PROJECT | acTivimy

Click here to add a new Appoi..

Microsoft Waork Crder
IEM task
Banking Software Order

BDO2015 Rogards Relocation
BEDO2015 Olym Surg Suite Exp
iRt TA21006 3362 BFT
ITIS Task TA23006 3356 BFT
TA24512 3354 BPT- HBAE
1100710 Industrial Arcola Sp&
HED Appreciation Meeting Farber

900 Landscaping/tree planti...

5000 Insurance - C/l

Multiple selected

Board Meeting appointments

Product review

BDO2015 Rogards Relocation 010 Warranty
Apple BD2015 ADS JSM 11010 Warranty
Intel BDNOZ2015 Choices Inc Office 11010 Warranty

1 ATET BOO2015 3104 Farber 11000 Work Orders/Repairs

10
11

Warner Bros
MY Times

BDO2015 BrushiMan
EDO2015 BrushMan

12000 Grounds
12000 Grounds

Airbus Order
H
P

13 IBM BOO2015 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

You have selected multiple items (10) for tagging project values.

Project |

IIILH IIILH

v|
Activity | v|
Billable Hours | | T |1]

vl minutes

Custom Fields

Branch ﬂl

Branch Code
Branch Description

Branch Name
Branch Regional [ ]
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8.3 Tagging Recurring appointments

There are some differences in the way you would tag recurring appointments from normal appointments. A recurring
appointment automatically repeats at fixed intervals e.g. every Friday or the second Monday of every month. In Outlook, a
recurring appointment consists of two portions — 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 2 | @ Tirne5heet Fields

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

[ Recurrence: [nonek 21 item(s)

4 Recurrence: Weekly: 2 item(s) | l_-d., Publish || @Create{:upy || |ﬂ
E"@ Apple Wed 10/4/2017 12:00 PM  Wed 10/4/2017 2:00 PM &5 Unlink . Withdraw _)tl

i o Googlelob  Tue 10A7/2017 1200 PM  Tue 10/17/2017 £:00 FM Bl 1101

\ Recurring appointment always shown in — Project |EDDED15 Rogards Sale

series (parent) in table view Aetivity |11u1uw

Billable Hours hours o

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
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 O EniE
appointment

11 PP .ok | cancel ¥

Apple

london

2™

)

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

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

Q};‘lsuiul\dyleﬂm
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Project and custom field values for the parent series item

Google Job - Appointment Series =

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

7 B i
B @ Xm T a8 0P @
: P2 Scheduling Assistant = _ _
All  Publish Save & Delete = Invite  Options| Tags = Office
Fields Close Attendees - - Add-ins
Team TimeSheet (Version 8.0.4.92) Actions Show Attendees Add-ins -
Ceovorsmogmarse Not Published Yet
Subject |Gnog|e]ob |
Location | v| | L% R || @ Sl || g |
Recurrence JCeurs every Tuesday effective 10/17/2017 from &2 Unlink i, Wiithdraw | * Save |

12:00 PM to 2:00 PM

Froject | BD02015 Rogards Sale v
Recurring appointment Betivity | 11010 Wararty v|
opened as parent series item Billable Hours hours I
Additional Fields
Branch City Paris

Project and custom field values for the first occurrence

41 » Oct16-20 | Search Calendar el | (X4 TimeSheet Fields
Not Published Ye
MORN TUESDAY WEDNESDAY  THURSDAY FRIDAY
15 Y 18 19 20 | [ePublish || []CresteCopy
&2 Unlink 4 Withdraw
8.-‘\.'?1 IE'
Banking .
Software Project |F.=.|'ber
’ S Activity | 12000 Grounds
Intel
10 Billable Hours hours
Additional Fields
Branch City
11

Eranch C-Ddel
Branch Description

%1 - -
b In calendar view, recurring
appointment is shown by
1 individual occurence
2 — - Eranch Regional D

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.
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8.4 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 network connectivity to SharePoint site and then simply click ‘Publish’ button in the

‘Team TimeSheet’ Outlook toolbar or from the timesheet sidebar form.

Home Send / Receive Falder View Developer Help Appointment QU Tell me
= by i [ ]
= v dnnl /'\ . ] o - ’-\- (11}
E Eu: E{-| Uy E\-} . g e 22 M Busy 8

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

. |Recurrence = Tags

Mone
Settings - ublish = Published  Settings  View - N Attendees M
Team TimeSheet (Wersion 8.0.4,92) Attendees Cptions
(% TimeSheet Fields »

> 4 » QOctober 16 - 20, 2017

MOM  TUE WED  THU FRI

8 19 o [ orew | Woeetm | Wse |

Not Published Yet!

&= Unlink g, Wfithdraw K Delete
8.-‘\.'\-1
Project | BDO2015 GlidePath v|

0 Btivity |12[N]] Grounds Vl

10 Additional Fields
[ ] Eranch 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‘“ EE(_ » % 3 Withdraw #15 %*E‘ O :'.I:"— O HH

€3 Unlink #15

My Fields Update Group o Review Sync Project Current Actions  |nvite Options  Tags
Settings - #15  Publish - Published Settings  View~ M Attendees M M
Team TimeSheet (Version 8.0.4.92) Attendees

7 (%4 TimeSheet Fields »

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

> 4 » QOctober 16 - 20, 201
MON TUE | WED THU  FR

17 18 19 L Update 75 ” (] Create Copy ” Qsae
&= Unlink #15 | & Withdraw #15 K Delete
g M
Froject  BDD2015 GlideFath e
? Letivity | 12000 Grounds w
0N e Billable Hours 52 hours 1] | minutes

";‘;;'\Hﬁiﬁl“‘yli‘.ﬂnl
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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 database.

expense, billing, task, timesheet

reporting from Outlook to
SharePoint made easier

for your team members!

» | Search Calendar
Oi@ |10 |SUBJECT | PROJECT | aCTIVITY [START & |[END & |CATEGO..
Click here to a...

15 Creative ldeas  BD02015 Glide... 12000 Grounds Mon 10/16/... Wed 10/18/... [l 120..
14 CMET BOO2015 ADS L., 11010 Warranty Wed 10/4/2... Wed 10/4/2..,
13 BB BOO2015 Zaccar... 22460 Domesti.. Mon 10/2/2... Mon 10/2/2...
11 MY Times BDO2015 Brush... 12000 Grounds Tue 10/10/2... Tue 10/10/2...
10 Warner Bros BOO2015 Brush,.. 12000 Grounds

SharePoint

BROWSE VIEW CUSTOM COMMANDS
== Version History 2 Alert Me
:_E? &% Shared With & Workflows
ftem XX Delete ltem

Manage Actions

Title Creative Ideas
Location london
Start Time 10/23/2017 8:00 AM
End Time 10/23/2017 10:30 AM
Total Cost $25.00
Approved No

Project Name BD02015 GlidePath
Activity Name 12000 Grounds
BillableHours 3,120
ApprovedBy
Duration 150
AllDayEvent No

Tue 10/10/2...

This is how the published timesheet #15 looks like in the SharePoint.

Tue 10/10/2...

Notice that Outlook predefined fields and project fields are included in the timesheet. The total cost of the timesheet is also
automatically calculated during the reporting process.
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8.5 Updating and withdrawing reported timesheets

expense, billing, task, timesheet
reporting from Outlook to
’ SharePoint made easier
h 7
%Y

Once you have reported project deliverables and timesheets via appointment or task items from Outlook to the 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 SharePoint. The availability of updating and withdrawing of published
timesheet in Outlook depends on the administrative settings on the Team TimeSheet Manager tool.

Updating reported data via Outlook

You can update or modify published data directly from Outlook only if your administrator had enabled ‘Allow members to
update reported timesheet’ option in the Team TimeSheet Manager > Reporting Options panel.

7 Administration Panel : Reporting Options

|

Save Exit
Reporting  post-Reporting

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

m‘ Q_ » E  Withdraw #15 EE O :..’1."! O ||

_ €3 Unlink #15 _ _ _ : _
My  Fields JUpdate | Group Review Sync Project Current Actions  |nwite  Options  Tags
Settings - #15 Publish - Published Settings  View~ M Attendees M M
Team TimeSheet (Wersion 8.0.4.92) Attendees
(4 TimeSheet Fields »
> 4 » October 16-20,2017 @

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

MOM  TUE WED THU FRI

o |17 |18 |19 120 || S Update#15 || [L]CreateCopy || i Save
€5 Unlink #15 & Withdraw #15 ¥ Delete
8 .l\."l'.
Project BD02015 GlidePath v
Boar
2 Meel Activity | 12000 Grounds v
Intel .
Billable Hours 52 hours 0 minutes
n

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

Withdrawing reported data via Outlook
Likewise, if your administrator had enabled ‘Allow members to withdraw reported timesheet’ option in the Team TimeSheet

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

Page2 9

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

If withdrawal is allowed, once you have reported an | = administration Panel : Reporting Options
Outlook item, a new button is available in the Team

TimeSheet toolbar or in the sidebar timesheet !d
. Save Exit
form. For example, below in the screenshot, you
can withdraw the submitted timesheet for this Reporting  Post-Reporting

appointment by clicking the ‘Withdraw #15” button. ] Far appointments, anly allow reporting from the default calendar folder

[ ] Fartasks, anly allow reporting from the default task folder

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

File Home Send / Receive Falder View Developer Help Appointment

— o Withdraw #15 | ™ by
RE, Gy O & o |m

€3 Unlink #15

S

My  Fields Update Group Review Sync Project Current Actions  |nwite  Options  Tags
Settings - #15 Publish~ Published Settings  View~ M Attendees M M
Team TimeSheet (Wersion 8.0.4.92) Attendees

7 TimeSheet Fields »
7 (]

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

> 4 » QOctober 16 - 20, 201

MOM  TUE WED THU FRI

16 17 18 19 20 | 2 Updae 715 ] Copy ] Save
o Unink#1s || (gvidewsis | X odee
8;".'-.-1
g:[: Freject |BD02015 GlidePath v

Boar
? Orde l pee Activity | 12000 Grounds .
Intel .
Billable Hours 52 hours 0 minutes
0

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 Receive Folder View Developer Help Appointment Q Tell me
— by | i"} ] i"} [T}
E: _|:|| E MO, .EEE @ e fl | - (1]
“ « | > W\ ae Busy 2

My Fields \Publish | Group  Review Sync Project Current Actions  |nvite

. |Recurrence = Tags

Mone
Settings - Publish = Published  Settings  View M Attendees M
Team TimeSheet Wersion 8.0.4.92) Attendees Options
(%3 TimeSheet Fields »

> 4 » October 16 - 20, 2017

MOM  TUE WED  THU FRI

16 18 19 20 | & Publish |mumcmy I el Save |

Not Published Yet!

&% Unlink & Wfithdraw 3 Delete
8.-".'\-1
Project | BD02015 GlidePath v |
g Boar Detivity |12l]]] Grounds Vl

Meel
- Billable Hours s minutes

;‘;;'\sﬁisl\rlyleam
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Allows for showing all non-reported (non-
published) appointments/items of the
current calendar/task folder based on
specified timer period.

Send / Receive

Folder

™ zj (A'

utlnnk & Slla)BPllInt]‘

e

View Developer Hely

‘\_|I_{|:|:| | ’-\ . —
Supports a filter search option. And then xA \ i |E
publish items in batch. Review Sync Project Current MNew
Settings = Tagging Selected|Publish ~JPublished  Settings  View~  Appointment
Team Time5Sheet (Version 8.0.4.92)
35 Publish Pending TimeSheets... —
Calendar |W::ahmr@.ﬁssistI'uhrTeamZ.nnmimsuﬁ.cnm\EaIendar o | Mormal
From | 1/ 1/2017 @~ | To [10/18/2017 E~ | This Year ve 73 Meeting
Filter |AII o v| s, Show E:"g Recurring
'-'ﬂ Private
&vailable TimeSheets for Publishing (&)
Subject Start End Project Activity
] ﬁ.ﬂpple 10/4/2017 12:00:00 PM 10442017 2:00:00 PM BDO2015 ADS JSM 11010 Warmranty
It 1041672017 9:30:00 AM  10/16-2017 11:00:00 AM BD02015 Cheoices Inc Of... 11010 Wamanty
Microsoft Wark Order 10772017 2:30:00 PM - 107772017 4:30:00 PM BDO02015 Rogards Reloc... 22500 Landscaping#
[BM task 101772017 8:00:00 AM  10/1772017 10:30:00 AM BD02015 Olym Surg Suit... 15000 Insurance - C
Banking Software Order 1001872017 8:30:00 AM 101872017 11:00:00 AM TAZ1006 3362 BPT 12000 Grounds
10/1872017 5:00:00 PM 101872017 6:30:00 PM Farber 12000 Grounds
£
All
& selected and ready to be published to Project Database | g Publish Cancel

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 e

All
ftems with Project
ttems with Activity

TimeShes tems with Project & Miu'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 database, check the
boxes and click ‘Publish’

Publish the checked items to the project database.

@
©

T
;‘ AssistMyleam
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Run this tool to quickly review published
appointment/task items of a particular
calendar/task folder in Outlook.

-

Team

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

TimeSheel

O

X/

Send / Receive Folder View Hely

Developer

You can make changes if required before m D r‘ v annl ) e
updating back to SharePoint, or if the project A L > 4 xA L""
has been cancelled, you can withdraw the My Group Publish Group | Review [Bync Project Current MNew
timesheets from SharePoint. Settings = Tagging Selected Publish ~JPublished | Settings  View~  Appointment
Team Time5Sheet (Version 8.0.4.92)
#* Reported TimeSheets — O >
Calendar |\\bahmr@.ﬁssjstI'uhrTeamZ.nnmimsuﬂ.cum\CaIendar o 2] Normal
From | 1/ 1/2017 @ | To [10/18/2017 @~ | | This Year "9 [73) Meeting
Filter |,p,,|| e v| ., Show [ Recurring
q Private
Reported TimeSheets (11)
Subject ] Start End Project Activity Billable Hours  Reported On
CIEE ATaT 1 9M207 .. 91172017 . BDO20M5 3104 Farber 11000 Work Orders/... 30 Monday, October 16, 20...
(I =l Wamer Bros 10 104102017 101072017, BDO2015 BrushMan 12000 Grounds 180 Monday, October 16, 20...
CIEE Bmw 5 10732017 .. 107372007 ... BDO2015 3104 Farber 11000 Work Onders/... 120 Monday, October 16, 20...
(I Toyota 6 10442017 ... 107472017 ...  BDOZ2015 3104 Farber 11000 Work Orders/... 150 Monday, October 16, 20...
(1 ] i 7 10742017 ... 10742017 ... BDO2015 ADS JSM 11010 Wamanty 120 Monday, October 16, 20...
(=] Google 2 107272007 ... 107272017 ... BDO2015 GlidePath 21000 Marketing/Pr... 130 Monday, October 16, 20...
CIEE iem 13 107272007 .. 107272017 ...  BDOZ2015 faccaro .. 22460 Domestic wate... 150 Monday, October 16, 20...
CIFEE]enET 14 107472007 ... 10742017 ... BDO2D15 ADS JSM 11010 Warranty 120 Monday, October 16, 20...
[ =] Microsoft 4 107272017 .. 107272017 ... BDO2015 3104 Farber 11000 Work Orders/... 50 Monday, October 16, 20...
CIEEINY Times 1 10/10/°2017... 1011072017, BDO2015 BrushMan 12000 Grounds 180 o Monday, October 16, 20...
(Il Creative Ide... 15 10/16/2017...  10/18/2017...  BDO2015 GlidePath 12000 Grounds 20 Wednesday, October 1..
CJan & Withdraw €5 Unlink % Delete |2 Update

© ©06

Reported TimeShes

The current calendar or task folder path in Outlook

Filter | a1

@
©

ftems with Project

tems with Activity

tems with Project & Activity
Particular Project/Activity

oy, .
‘ AssistMyleam

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

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

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

Withdraw — remove the published timesheet record entry from the central database for the Outlook appointment or
task items that are selected in the list (above). Once timesheet records are removed from SharePoint, the appointment
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expense, billing, task, timesheet
reporting from Outlook to

SharePoint made easier
Y b A for your team members!

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.

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

Update — If you have made changes to the published appointment/task items, you can update the changes back to the
timesheet records in SharePoint.

%ssistMﬂeﬂm
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expense, billing, task, timesheet
reporting from Outlook to

for your team members!

Team TimeSheet

SharePoint made easier

¥,

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
glance.

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

items to make a particular feature of your information obvious at first

Folder 2 Te

View Developer

Help

m F fu dnmr S ’-\ """ "E Ill:.:l E
way. w 2 M “ _ [22 Mew Meeting -
iy Group Review Sync Project] Current B2 New | Today Mext7 |
. F = F = F F . t bt
These views can be accessed through the Settings = Publish ~ Publish  Settings S ems Days
‘Views’ drop-down menu, available in the Team TimeSheet [Version 8.0.4.92) | / Reported ID
Team TimeSheet toolbar or ribbon. Renorted State L
> 4 » Oct16-20 P B ._
These views are common to both Project and Activity
appointment and task items in your Outlook. MONDAY Project :
16 Activity
_ Reported Date (Filtered)
Due Date
A
8 [tems without Project (Filtered)
[tems without Activity (Filtered) ’
g _ . -
intxd [tems without Project and Activity (Filtered)
Reported ltemns (Filtered)
10 .
Unreported Iterns (Filtered)
— 11 Calendar view of Reported Iterns (Filtered)
..... Calendar view of Unreported ltems (Filtered)

Let us discuss some of the Team 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.

Page3 4‘

AssistMyTeam

01|t D Subject Project | Activity
Click here to add a new Task
@ 1 China blames America Time Manager Distributing paychecks
& 2 Yourjob requirements Time Managser
Lﬁ 3 Mew element was found Zeta Grid Vacuuming and edging t..
Lﬂ 43 4 Civil War Era humar EEC Tech SEOQ task
@ 3 5 Cuestion and answer Hella - World hl-h2
@ 4 b6 What's your excuse? EEC Tech SEOQ task
@ 3 7 Change your course EEC Tech SEO task
@ ¥ 3 Chinese plane crash EEC Tech SEOD task
@ 9 ¢ Mew chemical warfare CHM Media Collating press kits
@ 10 Mew element was found CHMM Media Collating press kits



Page3 5

expense, billing, task, timesheet

reporting from Outlook to
SharePoint made easier

for your team members!

1 TimeSheet &

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

A B &

Tean

View 2 — Reported State

e
rOutlo

project database. 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.

Cij@|D | Subject | Project | Activity |Location | Categories |Start =
Click here to add ..

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

4 Reported: {43 items, 10 unread)
ﬁ Choose a punish... 5torage upgrade EBelgrade [] storag.. Mon 7/19/20..
@ Fake two dollar bi... Exchange Mainte.., kadrid [] Excha.. Mon7/49/20..
&9 Strange new battl... Zeta Grid Frankfurt  [[] Zeta .. Tue 7/20/201...
ﬁ Physical training j... CHNM 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.

D@0 |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 Xtremelab Hardware proc.. [J] Hardwa... Wed 7/28/2... Thu 7/29/2..,

4 Task: Trademark - Check Status (3 items)

@ 3 Ee politically correct ¥tremelab Trademark - Ch... ] Cleanin... Sun7/18/2.. Wed 7/21/...
@ Strange new battles Xtremelab Trademark - Ch... [J[] Zeta G... Tue 7/20/20... Fri7/23/20...
@ Merds versus jocks Ktremelab Trademark - Ch... [J] Tradema... Thu 7/29/2... Fri 7,/30/20...

4 Task: Trademark - Order & Pay for Copies (2 items)
ﬁ Commanding dumb Ktremelab Trademark - Or... [J] Tradema... Fri7/23/20... Sat7/24/20...
@ Bad Japanese economy  Xtremelab Trademark - Or... [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.

oy, .
‘ AssistMyleam
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Team TimeSheet &

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

O @D |Subject | Project | Activity |Due Date  “ |% Com... | Categories

Click here to add a ne...

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

< & B gl oz Ti—iee Ee—iem s ot 0O ===+
] 1 China blames America  Time Manager Distributing p...  Fri 3/26/2010 0% B Cistribut

E I . . Ui P p Eile Bi_ | Eri2/26.2010 noe "B £

] B e e I | B Fatant Fi
1 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.

O |1 @| subject \Project...| Activi | Status |Due Date % Complete
Click here to add a new ..,
] Reward these soldiers Mot Started  Fri 4,/9/2010 0%
=] ¥ Awalking economy Mot Started Mon 5/3/2010 0%
] 4  Accident report details Mot Started  Mon 6/14,/2010 0%
i Speak more precisely Mot Started  Fri 8/20/2010 0%
i 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 » Julj,;r - August 2010 [search calendar (Ctri<E)

Sunday Maonday Tuesday Wednesday

Thursday Friday

11:01pm Be politically correct ; Milan; Ur

7/11- 1

Be politically correct ; Milan; Unknown

7418 - 2

v o o

11:01 pm Flying near Ath

v

11:01pm

v
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12. Searching TimeSheets in DB

Team TimeSheet Client > Search my timeSheets in

expense, billing, task, timesheet

reporting from Outlook to
SharePoint made easier
for your team members!

DB

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

only by choosing 'My TimeSheets' scope.

%, Search TimeSheets : Admin Mode

(@ Detail Info | g5 Print | Export To PDF ~

Subject D Start

=] apple 10/4/2017 12:00:00 PM
FEjaTar 9/11/2017 8:30:00 PM

5] Audi 10/4/2017 12:00:00 PM
5] BMw 5 10/3/2017 6:30:00 AM

14 10/4/2017 2:30:00 PM

2 10/2/2017 9:00:00 AM
13 10/2/2017 12:00:00 PM
12 10/16/2017 9:30:00 AM
3 10/2/2017 3:00:00 PM
11 10/10/2017 8:30:00 AM
3 10/4/2017 9:00:00 AM
WEFHEF Bros 10 10/10/2017 8:30:00 AM

<

Time Period |This'|.l'l.|'eek

Reporttype |-ﬂtl"l‘.ir V|
Search by |None """|
Group By |None

TimeSheet Type (@ Appointments () Tasks

Scope

| ’-@ Fields..

End

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

10/2/2017 11:30:00 AM

10/2/2017 2:30:00 PM

10/16/2017 11:00:00 AM

10/2/2017 4:30:00 PM

10/10/2017 11:30:00 AM
10/4/2017 11:30:00 AM
10/10/2017 11:30:00 AM

®

Year, Last Year, Date Range, On

@Allﬂmiiheets () My TimeSheets | 8] Search ||

Project

BDO2015 3104 Farber

BDO2015 3104 Farber

BDO2015 Zaccara ...
BDOZ2015 BrushMan
BDO2015 3104 Farber
BOOZ2015 BrushMan

Reset .
Activity Approv
11010 Warranty
11000 Work Orders/Re. ..

11010 Warrarnity

11000 Wark Orders/Re...

11010 Warranty

21000 Marketing/Prom...  True
22460 Domestic water ... False
12000 Grounds False
11000 Work Orders/Re... True
12000 Grounds True

BDO2015 3104 Farber
BD02015 BrushMan

The option 'Date Range...' allows for user selection of start and end date.

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

11000 Work Orders/Re. ..
12000 Grounds

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

10/10/2017 | B= | To [w0p17/2017, B |

Time Period |Date Range... v| From

Reporttype | TimeSsheets Ending w |

Search by |None v|

Group By |A.Cﬁ'l.l"it‘j" V|

TimeSheet Type (@ Appointments () Tasks

Scope (@) All TimeSheets () My TimeSheets | i
&, Print B Bport to File... |

@

1

Cctober 2017

Sun Mon Tue Wed Thu Fn

24

25 28 27 28 29

2 4 5 6
9 [t 11 o1z 13
16 1% 19 20
23 24 35 % 0

AN 1 2 3
[ Today: 10/17/2017

k

Sat
30

-
14
21
28 L

4

Report Type: Choose a report type from the predefined ones below:
Any, TimeSheets Starting, TimeSheets Ending, TimeSheets Reported, TimeSheets Ongoing, TimeSheets Approved,

TimeSheets Declined, TimeSheets Pending Approval, TimeSheets Completed, TimeSheets with Empty Project,

TimeSheets with Empty Activity

;‘;;'\sﬁisl\rlyleam



Page3 8

L)

. W
W

CNON©

expense, billing, task, timesheet
reporting from Outlook to

. ' W SharePoint made easier
i | } o for your team members!

eam TimeSheetn

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.

You can re-arrange the columns by drag-and-drop to get the kind of view you want. And the display order of the
columns will be retained in subsequent sessions. The tool will remember your choice in subsequent runs.

t= () Tasks
sts () My TimeSheets | '[]Search | | Reset | Fieglds..

Pl Choose Columns to display *

Compulsory/Fixed Fields Confirm Approved

] == Subject
EE”] Cancel

Show/Hide Fields

(] == Billing Information
[ CmCategories

[ == Creation Time
[ == Duration

Lce Importance

T Start Date
Cm=End Date

C= Reported Date
== Reported By

T= Project

] S Activity Choose your own
I Ze Bilable Hours columns to display

= .
;Ep"’r"ﬁ:j in search or report

) = Audted By or audit
e Project Manager
(] == Activity Coordinator
[ 1C=Rate

True
False
False
True
True

- cHENENEE o - >

Detail Info button: Click this to view finer detail information of the selected timesheet (as available in the project
database) in a new window.

TimeSheet Info - |0 #4 -
Project BD02015 3104 Farber
Rate 10
Recumence State Appointment Mot Recuming
Reply Time 12:00:00 AM
Repaort 1D 4
Reported By Bahrur Rahman
Reported Date 101642017 1:50:00 PM
Start Date 1022017 3:00:00 PM
Subject Microsoft
Total Cost 15
There is however one problem f you are using Outlook 2002 or newer with a P5T file and POP3/5SMTP transport
provider or Outlook 2000 installed in the Intemet Only Mode: there is no way to flush the queues using Extended

AssistMyTeam
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PULL

Print: Click this to print the selected timesheets using the 'Print' template (as defined under Team TimeSheet
Manager > 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.

AssistMyTeam

Zh Export To PDF ~

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.

@ Detail Info | E4 Print

Export As Web Page (HTML)

Export As XP5 Document
2| Export As Single Archived Webpage (MHT)
Export As Word Document 97-2003 (DOC)
Export As Word Docurmnent 2007-2016 (DOCX)
Export As Rich Text (RTF)
Export As Open Office Document (O0T)

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

10/2/2017 4:30:00 PM
10/10/2017 11:30:00 AM
10/4/2017 11:30:00 AM

10/10/2017 11:30:00 AM

BDO2015 3104 Farber

BDO2015 3104 Farber
BDO2015 BrushMan

Activity
11010 Warranty

015 3104 Farber
12015 ADS 15M

015 3104 Farber
11010 Warranty

2015 Zaccara ...
12000 Grounds
BDO2015 BrushMan 12000 Grounds

12000 Grounds

11000 Wark Qrders/Re...

21000 Marketing/Prom...
22460 Domestic water ...

11000 Work Orders/Re...

11000 Work Orders/Re...

Tn
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Fa
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13. My TimeSheet Summary Reports

Team TimeSheet Client > My TimeSheet Summary Reports

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

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

resources and work hours for remaining part of the projects. Any user-defined and project specific fields can be chosen for

inclusion into the reports. Aggregated and summarized reports can then be exported to PDF, Word, 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.

, Summary Reports : Admin Mode
Time Period |ThisMonﬁ'1 v|o
Reporttype |'I'|rnESheets Ending e |9
Search by |None o
Group By |A;:tiuityr w |
TimeSheet Type (@) Appointments () Tasks
Scope E @ All TimeSheets i E My TimeShests | 8] search | | Reset | | Fields...
&, Print B Expart to File... | Exit | 22, Refresh
List [Z§ HTML Ei HTML Editable  [] Grid
e D @ Project m Activity Total Cost  Start Due
11000 Work Orders/Repairs (4)
FEjaTaT 1 SRR oo 11000 Work Orders/Repairs 5.00 9/11/2017 8:30:00 PM  9/11/2017 9:00:00 PM
[ Microsoft 4 SRk TR 11000 Work Orders/Repairs 15.00 10/2/2017 3:00:00 PM  10/2/2017 4:30:00 PM
FE]BMw 5 PR oo 11000 Work Orders/Repairs 20.00 10/3/2017 6:30:00 AM  10/3/2017 8:30:00 AM
E|Tuyn13 & BDOZ2015 3104 Farber 11000 Work Orders/Repairs 25.00 10/4/2017 9:00:00 AM 10/4/2017 11:30:00 A
11010 Warranty (3]
2] Audi 7 | BD02015ADS35M | 11010 Warranty 41.50 10/4/2017 12:00:00 PM  10/4/2017 2:00:00 PM
= apple 8 | BDO2015ADS38M | 11010 Warranty 51.88 10/4/2017 12:00:00 PM  10/4/2017 2:00:00 PM
a3y 14 || BD02015ADSISM | 11010 Warranty 41.50 10/4/2017 2:30:00PM  10/4/2017 4:30:00 PM
12000 Grounds (3)
E|'|.ﬂ.|'arr1er Bros 10 BDO2015 BrushMan 12000 Grounds 60,00 10/10/2017 8:30:00 AM  10/10/2017 11:30:00
CZNY Times 11 BDO02015BrushMan 12000 Grounds &0.00 10/10/2017 8:30:00 AM  10/10/2017 11:30:00
[ Intel 12 BDO02015BrushMan 12000 Grounds 30.00 10/16/2017 9:30:00 AM  10/16/2017 11:00:00
21000 Marketing/Promotions (1)
[ZlGoogle 2  BD02015GldePath 21000 Marketing/Promotions  50.00 10/2/2017 9:00:00 AM  10/2/2017 11:30:00 A
224680 Domestic water ling/fire service line (1)
@IBM 13 Gl st L S 27450 Domestic water lineffir...  50.00 10/2/2017 12:00:00 PM  10/2/2017 2:30:00 PM
ElTutaI: 12 || Approved (3) || Declined (2) || Pending Approval (7) | Search Result: 12 timesheets found!

NOTE: You will be able to get timesheets overview for all members if your administrator had enabled the option ‘Allow members
with admin-access to view Summary Reports on all reported timesheets (for all members) under Team TimeSheet Manager >

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

Each timesheet in the search result is color coded to reflect the current state of the timesheet such as if it approved, decline or
approval pending. Now, you can easily recognize which timesheets require the attention or review, and plan actions accordingly.

T
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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

Report Type: Choose a report type from the predefined ones below:

Any, TimeSheets Starting, TimeSheets Ending, TimeSheets Reported, TimeSheets Ongoing, TimeSheets Approved,
TimeSheets Declined, TimeSheets Pending Approval, 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: Click the ‘Fields’ option to choose which particular timesheet fields/columns will show up in the search result and
report.

#s () My TimeSheets | 8 | Search | | Reset | Fields... The tool will remember your
choice in subsequent runs.
’[ Choose Columns to display x
You can re-arrange the
Compulsory/Fixed Fields Confirm Approved columns by'drag-ar'md-drop
1] = . to get the kind of view you
EE:Subjec:t .
8 - Cancel . want. And the display order
M=iD .
1] of the columns will be
c . .
Show/Hide Ficlds reta!ned in subsequent
2 _ sessions.
g DEE: Billing Information Tz
1] ] EE: Categories =
71 [ == Creation Time =
3 [] == Duration
7 =z Importance
o) |1C=Start Date
74 | C=End Date
[/ =& Reported Date Choose your own
1= Reported By columns to display
[ = Project in search or report

I E Activity or audit
C® Billable Hours

@ Total Cost

Cm= Approved

Cw Audited By

&= Project Manager
S Activity Coordinataor
D C® Rate

Print the current report - When you click ‘Print’, you would be presented with the print dialog (similar 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
arein.

T
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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 [ Bort to File... Bxit | 2 Refresh
lst [ HTML g i Excel 2007 - 2013 ("xisx)

Excel 93 - 2003 (*.xls)
Report Word 2007 - 2012 (*.docx)
Generated by : Bahrur R L R s,
Time : 10/17 /2017 12:2‘| |ﬁ1 Adobe PDF (*.pdf)
TimeSheets » All F Microsoft XP5 (*xps)
Activity: 11000 Work O _
ATET 1 Rich Text (*.rtf) Orders/Repairs 5.0 9/11/2017 8:30:00PM  |9/11/7
Microsoft 4 ﬂ Web Page (*.htm) Orders/Repairs  15.00 10422017 3:00:00 PM 10/2/z
BMW 5 XML (*xrnl) Orders/Repairs 20,00 10/3/2017 6:30:00 AM 10/3/z
Toyota ] ' Orders/Repairs  25.00 10/4/2017 9:00:00 AM 10/4/z
Activity: 11010 Warranty (3)
Audi 7 BDO2015ADS J5M 11010 Warranty 41.50 10/4/2017 12:00:00PM | 10/4/2
Apple 3 BDO2015ADS J5M 11010 Warranty 51.88 10/4/2017 12:00:00PM | 10/4/2
CNET 14 BDO2015ADS 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 [ HTMLEditable [ Grid

Subject =10 Project Activity Total Cost  Start
11000 Work Orders/Repairs (4)

BDO2015 3104 Farber 11000 Wark Orders/Repairs 5,00 9112017 8:30:00 PM

SR e VS 19000 Work Orders/Repairs 15.00 10/2/2017 3:00:00 FM

BDO2015 3104 Farber 11000 Waork Orders/Repairs 20,00 10/3/2017 6:30;00 AM

BDO2015 3104 Farber 11000 Work Orders/Repairs 25,00 10/4/2017 9:00:00 AM
11010 Warranty 41.50 10/4/2017 12:00:00 PM
11010 Warranty 51.58 10/4/2017 12:00:00 PM
11010 Warranty 41,50 10/4/2017 2:30:00 PM

AssistMyTeam
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HTML report view mode — This report view presents the timesheets in web HTML format with color coding, group, and
summary information retained. You can export this report to .htm or word (.docx) format for your further use.
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List Wl HTML |7 HTML Editable  [] Grid

Report

Generated by : Bahrur Rahman

Time : 10f17 /2017 12:21:45 AM

TimeSheets : All Periods - 12 TimeSheets
Subject jin) Project

Activity: 11000 Work Orders/Repairs (4)

Activity Total Cost  Start

ATET 1 11000 Work Orders/Repairs | 5.00 9112017 8:30:00 PM
Microsoft 4 BD02015 3104 Farber | 11000 Work Orders/Repairs 15,00 10/2/2017 3:00:00 PM
BMwY 5 BD03015 3109 Farber Y 11000 Work Orders/Repairs 20,00 10/3/2017 6:30:00 AM
Toyota & BD02015 3109 Farber " 11000 Work Orders/Repairs | 25.00 10/4/2017 9:00:00 AM

Activity: 11010 Warranty (3)

Audi 7
Apple g
CNET 14

Activity: 12000 Grounds (3)

BD02015ADS 35M 11010 Warranty 41,50 10/4/2017 12:00:00 PM
BD02015ADS J5M 11010 Warranty 51,88 10/4/2017 12:00:00 PM
BD02015ADS J5M 11010 Warranty 41,50 10/4/2017 2:30:00 FM

Warner Bros 10 BOO2015 BrushMan 12000 Grounds a0, 00 10/10/2017 8:30:00 AM
MY Times 11 BOO2015 BrushMan 12000 Grounds 50,00 10/10/2017 8:30:00 AM
Intel 12 BOO2015 BrushMan 12000 Grounds 30,00 10/16/2017 9:30:00 AM

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

line ffire service line

IEM 13

Summary Count
Approved 3
Dedined 2
TimeSheets Pending Approval 7

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

30.00 10/2/2017 12:00:00 PM

the color, layout or add any further information you require so that you can compile your own report.

st [ HmL B3 HTMLEditable [ Grid

% Ga@ |9 ™

B [ 1O |Font Courier New

Hi Maurice,

HEB

1= IE
w— =F

+ Size T (36 pt)

F - d93
- ﬂ |- IndianRe: v| by |- MediumTu ~

Attaching below is my timesheets for this month.

Report

Gernerated by : Bahrur Rahman

Time : 10f17 /2017 10:43:42 AM

Subject »ID  Project

Activity: 11000 Work Orders/Repairs (4)

ATET 1
Microsoft 4
BMW 5
Toyota &

Activity: 11010 Warranty (3)

Activity Total Cost  Start

11000 Work Orders/Repairs  5.00 9112017 3:30:00 PM
BD02015 3104 Farber | 11000 Work Orders/Repairs 15,00 10/2/2017 3:00:00 PM
BD02015 3109 Farber | 11000 Work Orders/Repairs 20,00 10/3/2017 &:30:00 AM
BO02015 3109 Farber | 11000 Work Orders/Repairs 25,00 10/4/2017 3:00:00 AM

Audi 7 BDO2015ADS J8M 11010 Warranty 41.50 10/4/2017 12:00:00 PP

T
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The Grid report view mode — This presents the timesheets in excel spreadsheet like format with 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 [ HML 3 HTML Editable [ Grid

Subject | D | Project | Activity “Cost| Start | Due
1 |Activity: 11000 Work Orders/Repairs (4)
2 |ATERT 1 _ 11000 Work Orders/Repairs 5 9/11/2017 8:30:00 PM|  9/11/2017 2:
3 Microsoft 4 _ 11000 Work Orders/Repairs 15 10/2/2017 3:00:00 PM  10/2/2017 4:
4 |BMwW 5 _ 11000 Work Orders/Repairs 20 10/3/2017 6:30:00 AM  10/3/2017 8:
5 |Toyota 6 _ 11000 Work Orders/Repairs 25 10/4/2017 9:00:00 AM  10/4/2017 11:
B
7 Activity: 11010 Warranty (3)
g |Audi 7 _ 11010 Warranty 41.5 10/4/2017 12:00:00 PM | 10/4/2017 2:
a |Apple 8 _ 11010 Warranty 51.88 10/4/2017 12:00:00 PM 10/4/2017 2:
10 |CNET 14 _ 11010 Warranty 41,5 10/4/2017 2:30:00 PM | 10/4/2017 4:
11
12 |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 NY Times 11 BD02015 BrushMan 12000 Grounds 60 10/10/2017 8:30:00 AM 10/10/2017 11:
15 Intel 12 BD02015 BrushMan 12000 Grounds 30 10/16/2017 9:30:00 AM 10/16/2017 11:
16
17 Activity: 21000 Marketing/Promotions (1)
1g Google 2 _ 21000 Marketing/Promotions 50 10/2/2017 9:00:00 AM  10/2/2017 11:
19
an | 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

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

';\‘.-,;;'\Hﬁiﬁl“}’“‘-ﬂnl
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14. My TimeSheet OLAP Statistics
Team TimeSheet Client > My TimeSheet OLAP Statistics

With the integrated Online Line Analytical Processing (OLAP) tool, you can analyze your submitted timesheets and other project
deliverables in multidimensional view to extract critical information and intelligence. The tool supports the ability to explore
large complex data sets and allows displaying in grids, charts and graphs and support most common operations such as pivoting,
drill down/slice and dice, filtering etc.

NOTE: You will be able to get run OLAP statistics on timesheets (even those published by others) if your administrator had
enabled the option ‘Allow members with admin-access to view OLAP Statistics on all reported timesheets (for all members)’
under Team TimeSheet Manager > Access Control. Otherwise, you will be able to only see statistics for those timesheets that
you had published only.

14.1 The User Interface

atistics porting - (Total Cost per Project per Member)
File Vims$

] line
E- Gd kI Cn

(&) Predefined Views... [1&/ Open View... | B | & Reset Chart/Grid | 5 Sync Chart/Grid

-ul Measures o - Filter description _—
T'Q: Creation Time i d All members except Hoffmann i=F
-] Date Completed E
T,Q: Date Dus Tasks per Project | Al members except Web Portal - QUAD, Colour Management Tests H R‘
[Q: Last Modification Time
-1 Last Reported Date olumns area * X
#-{a] Projects Reported By 7 Lm "'J Columns area
-1 Reported Date
olf smose @) | GH B S D0 o HE--
EE tgz:z By - | |ReporedBy  ¥|Campbell Bennett De Jong Fischer
. Proi Y
= = i
Xtremelab 11.00 11.40 10.00
Tasks per Project | bl _ $ $ s
Distributed Computing 57.07 £13 5437
Rows area e CNN Media $93 $473 $167 $2.80
BEC Tech 5767 22233 22400
0 - QOutlook Maintenance 5138
RMA \World 50
| Total Cost N | kb #
Unix Revamp 585
Values o Zela Grd 5450
Total $19.00 $24.32 83277 24215

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.

";‘;;'\Hﬁiﬁl“‘yli‘.ﬂnl
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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 T:e:ille iy f the foll d File. | Views

The file menu consists of the following commands:
& Open Offline Cube from file o
Open a Pre-Defined M’im...o

Open Report View from File o
I Save Report View As... o

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

Close Cube@

Exit
T Fs Eminn I E——
a) Open Offline Cube from file - While generating a live cube from the project/timesheet database
provides the advantage of analyzing live data, often, you might be away or disconnected from the
network.

In such scenario, you have the option of connecting to an offline cube, which was previously generated
and saved to your local folder using this utility. An offline cube file has the extension — “.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 the project/timesheet database at real time), except that
the data in the offline cube is only current to the time the cube was saved to file. This provides the
flexibility to continue analyzing the cube and writing reports etc., while you are on the move.

b) Open a Predefined View - More than 30 views specifically designed for Team TimeSheet are included.
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 il ’ Load ]
(= Average Cost per Member
) ’ Cancel ]
(= Average Cost per Project
|%i Average Cost per Project and Member
(= Average Time per Member
(= Average Time per Project
=i Average Time per Project and Member L
| Items Count by Member
| Items Count by Project
= Items Count by Project and Member
| Items Count by Approver
& Items Count by Approver and Member
=i Ttems Count by Approver and Project |
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’.

Page4‘ 6
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Look in: |@Oﬁline cubes V| « W =N
Orders. offlinecube
@ Orders_Details.offinecube
My Recent
Documents
€
Desktop
My Documerts
My Computer
File name: | b | L Open J
My Network = Flesoftype: | Offine Cube file (" offinecuibe) v | Cancel |

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.

My Recent
Documents

Desktop

My Documents
My Computer

-

My Network

Savein: | (= My Reports

v O =&

Order quantity per Customer and City.olapreport
Quantity in stodk per Supplier.olapreport

Region Wise Sales Report. olapreport

Sales per Company.olapreport

Tlmeline forTotal Sales.olapreport

File name:

Save as type:

4

|0Lﬁ.F‘ Report View (".olapreport) w |

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

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

Same as e. (above)

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

loading another cube.

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

:5 OLAP Statistics and Reporting for SupportCi

File | Views |

[#H0f 4 Reset Chart/Grid
ED Gi 4l Synchronize Chart/Grid
==

[

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 managers and members 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 = 0 X al — Measure
R Viessures -
w-{ Creation Time [ g - Dimension
-{@' Date Completed
#-{@ Date Due - . .
G-{g0 Last Modfication Time = - Attribute hierarchy
-]@' Last Reported Date
-1 Projects a2 — Multilevel hierarchy
-] Reported Date i
-{g Start Date 1
----- it Approved To select a measure for display you need to drag-n-drop it to the
""" it Approved By Measures panel or the data area.
----- EE Billing Information
----- ii Body . . . .
_____ s Categories To select a hierarchy for display — drag-n-drop it to the hierarchy area
_____ i Comparies B or the pivot panel (rows or columns area).
----- EE Complete
----- i Cortact Names e Measures are grouped in the Measures category.
----- ii Delegation State e Hierarchies are sorted into folders - dimensions. If there's
only one dimension in a hierarchy, it will be displayed in the
tree root.
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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.

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.

[+ gl Measures

expense, billing, task, timesheet
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w-{ Assets
|3 Calers
#-{o Case
[n:_)". Custom Fieldz

[n:_)". Date Closed
®-{& Date Created
[n:_)". Date Due

#-{al Problems

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.

il Impertance
gt Time Spert (hrs)
“oqall Time Spertt {mins)
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i |

i+
i z
}“f‘----.‘ #

finiy ‘.r' Measure
w filter edtor i $10.00 4
ﬁpl ——

i

- S,
{' Area for

creating a

<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.
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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.

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

Visual filter: Tasks per Project €]
Apply  Preview | Close

move an element to the Filter panel. If the BRI All members =
element hasn't been filtered the appropriate E'E RremeLab

i..[f Trademark - View Documents

[ Trademark - Order/Download Data Products

[ Trademark - File Trademark Applications/Documents
¢ i.[¥ Trademark - Search /View Registered, Pending and Abar
[ Distributed Computing

(7 CNN Media

[ BBC Tech

[ Outlock Maintenance

|: Web Portal - QUAD

[ Colour Management Tests

1-[7 RNA World

w7 | niv Rewamn
4| 1 F

visual filter editor will be shown, similar to
the one on the right:

m

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

Eil A -
3 iz == All members except Web Portal - QUAD, Colour Management Tests
Feported By All members except Hoffmann
]

o,
?‘i —— RS
.r"’.‘: ‘.‘“\ ...----'""L “F-----"‘"-..
¢ Filtered ™ »~" Detail description ™,
v glements s \_ ofthefiter

e

- -
-""'""'—---—--------—---"".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

oy .
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Chart working area
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14.2 Working with 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 users 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.

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.

CALL LA L

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:

Navigation

Selecting and copying data

Drilling, sorting and moving hierarchy members
Operating context menus

Filtering data

Editing data

Setting the column width

NouswNe

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
Scrolling the mouse wheel with the Shift button held down Horizontal scrolling of the table

i
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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 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 double-click the cell itself. By default, the
drilling buttons are shown only in the cells under
mouse. To see all the buttons, press the Ctrl button.
The last cells in the column area of the hierarchy
members allow showing the sorting direction. A
pointer that indicates the descending order of data
illustrates it. You can manage the sorting modes by
single clicking on the cells of the specified area: they
are changed cyclically [descending sorting] ->
[ascending sorting] -> [no sorting].

4. Operating context menus -The context menu,
called by right clicking a table cell, partly duplicates
the OLAP-slice control functions.

Hierarchy levels' menu

wh ssistMyTeam

|ﬁii Type x| Resolved - Toml

Services

ies Apple Wireless Mouse 25.82 2582
Time Capsule 19.90 19.50
Airport Base Station 1715 17.15
Apple Wireless Keyboard 1642 16.42
Apple TV 16.07 16.07

95.35 95.35
Complains 2272 2272
Loyalty Scheme 1742 17.42
AppleCare 1717 17.17
Sales 1475 14.75
Apple Rental 1077 10.77
Buy Back Scheme 873 873
T Senvices| 9155 9155

LT

= | R

Shaow toblé-f.i;;f"}

=

Fruhlemﬁ

Accessories

Services
Applications
Music Players

Maotebooks

Shaow totals last

Don't show totals |
Default sorting 330 |
Sort ascending 715 |
Sort descending £.42
Aggregate all hierarchy members 507 |
Aggregate visible members only =
155
Drill all dowen b Ra4R
Crill all up 20.57
Clear filter 20.40
Filter on captions 3 B85 |
sh ty cell 862
ow empty cells -
i 823
Create new group... 54_33 '
Copy selection 482 |
373
Conditional formatting 3 |
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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 i
| ¥

Accessores—————txs — ' §5.35
| - n.ﬁ R

Cervices & Drill down to the next level |'w
Applications| Hide this member B4 45
Music Playe Hide all members except this 2057
Hide all members below this 20.40

Show only the top 3 1865

Show only the bottom 3 1862

7823

Notebooks Filter on captions 3 1483
Create new group... 14.82

1373

Copy selection 4138

Operating 5 Conditional formatting 3 3378
Maobiles | 1Phone | 2152

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

Command

Function

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

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-

";‘;;'\Hﬁiﬁl“‘yli‘.ﬂnl
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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 only the bottom 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.

="

Filter on captions Set the filter for measures

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

The menu for groups of hierarchy members

| Case Type X Resolved

‘ Problem ~ | Problem Tﬁ v
¥
Accessories Apple Wireless Mouse 2h .82
Time Capsule -.., 19.50
F TH  Hide this member "+ |l
8 %5 Hide all members except this
rk Hide all members above this
m = Hide all members below this
Services Show only the top 3
Applications Show only the bottom 3
MiiaEs LF Filter on captions 3
if
ﬁ Create new group...
if Copy selection
Notebooks " Conditional formatting 3

1

The context menu that appears above the group cell.

Command Function

Hide this member Hide the selected member

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

Hide all members above this Hide all the hierarchy members above the selected one

Hide all members below this Hide all the hierarchy members below the selected one

Show only the top Show the top elements of the level. 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 only the bottom 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.

Filter on captions Set the filter for measures

!‘-‘_;;'\Hﬁiﬁl\rl‘}"li‘.ﬂnl
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Create new group
Delete this group
Clear this group
Rename this group
Copy selection
Conditional formatting

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

1607 _ 16.07
Sort ascending "

Sort descending

Mo sorting

Filter on captions 3

Show as 3

Copy selection

- Conditional formatting

The context menu that appears above the group cell:

Page5 6

Command

Function

Sort ascending
Sort descending

No sorting

Filter on captions
Hide these measures
Show as

Copy selection
Conditional formatting

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

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

Remove any sorting

Set the filter for measures

Hide the selected measure

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

default

percent aggregated value in the row

percent parent element of the row

percent parent element of the column

percent total aggregated value

Copy the selected area to clipboard

Show conditional formatting menu

wh ssistMyTeam
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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 -Hi,a,.a,.‘:h,!IIr i 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

| |§F|nd b
[] Bxact matching [ | Visible only [+] Show pages

= .F'-.II members
=) [w] Mobiles

: iPhone

‘. [¥]iPhone 3G
Services
+ (s Pl
-- [ Accessories
=) [w] Notebooks
i e[| MacBook Air —

.. [#] MacBook Pro

iz [#] Annlicatinns

[7] Muiselect [ 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.

w}'lsuiul\rlylt‘.ﬂm
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14.3 Working with OLAP Chart

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

SH-Fr- 3 e oo HiE-a-@-¢- (Modiicators = & X
% Campbell De Jong Fischer | e :
| Actual Work (Min) v
sures
o Size:
40,00 | |
Shape:
32.00 | |
= Details:
§ 24.00
= Actual Work (Min): 17
= Project: Unix Revarnp
S 100 Reported By: Fischer T
ke Legends -~ 0 x
200 Color settings:
I I Actual Wark (Min)
0.00 1.00 31.00
2 B 2 B =2 5 2z £ 2 5 £ 2
T 6 2 & = £ = @ 2 & 3 &
S T =z ¥ =z ©u = £ = o = =2
= = = 5 = ] = = = o -1 ™
*x 2 0 2 0T = = X O = &
] ]
& &
Project Project Project
Tools panel

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

Button Function
Load the Grid state

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

= Save the Grid state

o) Export OLAP-slice data
=1 Print OLAP-slice data
A Preview

B Undo

o Redo

x| Switch axes

i

@
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Modifier panel
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.

S R D50 o EE e S (Modificstors = 1 X
Caler:
||F’rd3lmCata_:pxy ‘I'||
E Size:
17.00 | |
Shape:
7 13.00
: | |
O 500 Jetails:
500 il
100 Ml u
peemtmSSteenl | I I I I I I I I
s40.00+¢" Group 2 -Cases ;
‘\\ Legends » 1 X
£32.00+ - ° Color settings:
3 524005 @ Mobiles
O $16.00- @ Music Players
£3.00 - @ Notebooks
S00 - @ Desktops Computers
B T o5 = 8 E i =
7 E » ® & 2 2 = ¥ &8 Z E E
o5 F z = 2 S £ &£ @ 8 3
S T 2 %oz 322 S &gz
- =] =2 = E - ] [ = = E =
T ¢ 5 2 5 8 £ £ 5 £ § = 2
-g E = = = = [=] - o =
e O v - < &
Tect|v |
&l 1

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

painted with the first of the gradient colors,
and the elements with the maximal value -
with the last one

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

Forbidden 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

Forbidden The panels will display series for all hierarchy
members

Shape

Details

Page5 9

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
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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. S

The value, shape and color of a legend element can be @ Email

edited. © Appointment

Setting the Color legend ® Phone

To select a color, simply double-click the appropriate @ Web Form

element and choose a color from the pop-up editor.

aldwin Bevis
obinson Lee
“omYalker
ikram Singh

hard Branson
ired Cary
ndrew Miller

HMuu e

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

editor. In the Gradient Editor there are: ‘ Presets: Discrete ‘
a set of pre-made gradients; stat Color. I Color Couri:

o seIec'Flng gradu?nt op'Flon (continuous or filscrete);. ' P -
e creating a gradient with a set number of intermediate colors option; e

e setting threshold in per cent and measure values option; _ _
]

13000~ s i

$170.00 - Coler seftings: Stops

. Time Spent (mins) coor: | Postion: | [+ %

T [ [

$130.00 - .325.09_735_9[;. Opacity: 100 % % Walue:
_ $11000- 736.00- 1,147.00
% om i || e s [ ox [ coes

57000 - o

_ M
$50.00
o
30,00 @ ﬂ

Selecting threshold color option.
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Setting the Shape legend

The shape selection is made through the context menu.
This option is available only for points or lines Charts. If
the number of hierarchy members exceeds the number of

available shapes, they will be repeated.

Chart Panes
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The bulk of the OLAP-slice data are placed into cells with Charts. Each measure group has its own set of panes.
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Christian Barnard
Thomas Taylar
Albert Souza
Tony Blair
Barclay Basil
Michael Moore
John Abraham
John Barratt

Measure groups with corresponding Charts in the working area
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Chart Type

In the upper left part of each Chart, there will appear a
context menu for selecting its type. There are six (6) charts
that you can use, namely, Point Chart, Histogram, Point
Shape Selection, Lines, Curved lines and Step lines. By default,
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.
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reporting from Outlook to
SharePoint made easier
for your team members!

TimeSheet:

2

=

= ot ®

3/ { Hist :

3 o cotomtonn,
= - Point Shape
= !

. selection

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

$40.00- =
£32.00 - Qo o
. 52400-
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b. Selecting the Filter command
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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.
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Filtering hierarchy members

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 filter:

Context fiter settings

&l Filter -

Problem Category -

Member filter settings

| ELR
] Exact matching [] Visible only [v] Show pages

f= All members
El Mabiles
: iPhone

-- Services
..

-- [[] Accessories
=) [w] Notebooks
i i [w] MacBook Air —

... [+] MacBook Pro

1. [Z1 Annlicatinne

[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 only meeting the following condition:
== & ﬂ
Restricts:
(*) Aggregated values

) Fact table values
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14.4 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.

Bitmap format
Gif format
Jpg format
Png format
Tiff format

Html format

Portable document

| T Export settings

g 240.00-
ol
S 160.00-
m.m T II

Available export formats in Chart 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

. 23 | @y o | [iE] i
Bitmap format
= Gif format
Jpg format
Robert Gonz Bl prg format
Christian B FE Foemak
Thomas Tay B2| Text format :
Albert Souzz B! Comma separated values |
Teny Elair Gl Himl format =
m : i Portable document E
L : . Excel xls B
John Barret Bt Xml format B
Abel Conie Export settings ]
Mescander Bl 1 Ta7] 7RI

Available export formats in Grid View

to a wide range of formats including PDF, XLS, CSV, JPG, etc.

| o Print preview

)

80.00

Cases
8-"\!
888855
|
|
e

v v v T v T v v v v

3 e
SRERENE
* ¢ 3 § £ 3 .
” Caller Department
<] =
| 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 Q@ﬁ (Export settings g@ﬁ

Print | Page Setup | Headers and footers || Color and fort | Print | Page Setup | Headers and footers | Color and font
~ Printer select y ~ Page orentation —————— ~Preview edgs
| Properties | | Boemoet et slice
Resolution  |[F2
~ Margins
~ Page for pit ——————— ~Grid options Left 10 %
* Al pages ) By rows i Top
E— - 10
Cument page (%) By columns E [N ﬂ Fight %
Bottom
Custom print
From IC' Print column header
~Measure unt ———— ~ Papersize
o R Pt row hesder Millmetres [A4 210297 men
[ ok | [ — ] [ ok | [ Cancel ]

(Export settings g@ﬁ (Export settings g@ﬁ
Prirt Wm lFr:i':t H Page Setup "Heada’sa’jdfodas] Color and fort

~Customize page title y ~ Font and custom color of the cells being exported
ICipﬁ_m' Member | Member total | Group | Data | Daht-EE'
Export data slice Font -~ Preview cel
Font color
Align text Sample text
F = |E:Dnrt data slice | €
: Border color
~Customize page number Back color
F = |F'age {0:D} from {1:0} |
Page back
Fiage 140m 10
Skins
[ ok [ Cancel [ ok || cancel
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15. Uninstalling Team TimeSheet Client

To uninstall the Team TimeSheet Client Tool from your computer, follow the steps outlined below:

Step 1: Go to ‘Control Panel > Programs and Features’. Scroll down to select ‘Team TimeSheet Client SP (x86) or (x64)’ and click
‘Uninstall’ as illustrated below:

ﬂ- Programs and Features

“ S ﬂ- # Control Panel » All Control Panel lterms *  Programs and Features ~

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstal
G Turn Windows features on or
off Organize *  Uninstall Change  Repair
Mame Publisher
«# Team TimeSheet Client (x26) AssistMyTeam I
Fovast Free Antivirus AVAST Software

) Microsoft Office Professional Plus ... Microsoft Corporation
ﬁ! Microsoft Visual Studic 2010 Teols.. Microseft Corporation
E@ Microsoft Visual Studio Profession..  Microsoft Corporation

Step 2: A dialog confirmation follows asking for confirmation. Click Yes.

Programs and Features

| Are you sure you want to uninstall Team TimeSheet Client (x86)7

L] Inthe future, do not show me this dialog box Yes | | Mo |

Step 3: The Team 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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16. Important Links

Team TimeSheet for Outlook & SharePoint — Home Page
Go to the official website of Team TimeSheet for Outlook & SharePoint.

Video Tutorial clips
Watch video tutorials that teach you how to install, configure and work with Team TimeSheet.

Purchase License
Purchase an enterprise team license for Team TimeSheet for Outlook & SharePoint.

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.

wh ssistMyTeam



https://www.assistmyteam.com/timesheet-addins/
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/support/
http://www.assistmyteam.net/support/
https://www.assistmyteam.com/support/submit-ticket/
http://www.assistmyteam.net/support/submitTicket.asp
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