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1 INTRODUCTION

With TimeCard users both plan and report their time inside the Outlook Calendar. We hope that
you will get a good understanding of TimeCard by studying this manual and the online video
demonstrations. You are welcome to print the manual or parts of it and use it within your
organization. You may also change or add text or images so that the manual better suits your
needs.

All screen shots in the manual are taken from a PC with Microsoft Windows 10 and Office 2016,
English versions, but TimeCard also works with lower Office versions, from 2010, and with the
operative systems Windows Vista and above. To use TimeCard it is also necessary to have Internet
Explorer 9 or higher installed.

Sections 7-11, which are the sections of this manual that concerns all users, are also gathered in a
separate edition, which may be downloaded from the TimeCard Workgroup Manual page.

1.1 LANGUAGE

The language of TimeCard automatically defaults to the same as the Office language of the user’s
actual PC. We currently support Danish, Dutch, English, Finnish, French, German, Italian,
Norwegian, Portuguese, Spanish and Swedish. When a database is used for reporting and shared
settings, each user has the option of selecting any one of these languages instead of the default
system language in his/her Personal Settings.

2 REQUIREMENTS
This must be installed on each PC where TimeCard should be used:
e Microsoft Windows 10 and above (32 or 64 bit)
e Outlook 2010 and above (32 or 64 bit)
e Internet Explorer 9 and above

e Excel 2010 and above (32 or 64 bit) - only for the Excel reports.

2.1 PERMISSIONS

Users need to have Editor permission or higher on the calendar where they tag appointments,
otherwise the reporting will fail. This is normally only relevant for shared or secondary mailbox
calendars.

To report appointments which are already tagged with TimeCard data in a shared calendar, the
user also needs to have the same selection of Tag values as that of the mailbox owner (calendar
owner).

Certain permissions are also necessary on the database that users report to, refer to Sharing
Options.

3 TIMECARD WORKGROUP — IDEA

With TimeCard installed in Outlook users can both plan and report their time inside the Outlook
Calendar. TimeCard can be used with any calendar, including shared ones or secondary mailbox
calendars. The TimeCard toolbar will be visible in all calendars. To report appointments of a
particular calendar, just run the reporting dialog from that calendar. It is as simple as that!

By avoiding free form text, TimeCard makes time reporting quicker and virtually error free. All the
users have to do is select the appropriate values for the TimeCard tags (one, two or three) for each
of their appointments. This will enable easy reporting and follow up.

When users regularly send time reports into the database, each post will contain information about
the date, start time, end time, duration, subject, body and the TimeCard properties. This data can
then be examined in the statistics Excel reports.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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TimeCard Workgroup should be installed in each PC where it should be used. The common settings
are shared via the same database as users report time to.

4 USER ROLES

There are two different installation files for TimeCard Workgroup, depending on what role the user
has when it comes to TimeCard:

¢ Administrators can see and manage the Global Settings - settings that are common for
all users.
The first database selection or creation must be done by an administrator.
When an administrator presses the statistics button,
statistics reports built on data from all user reports will be

shown. s ED lI‘ aly
You become an administrator by installing TimeCard with Personal Report Statistics Global
the file TimeCardAdminSetup.msi. When you report, you Seftings Settings
must be added as an admin in before you install the TimeCard
Workgroup admin setup.

Fo ¥

S =

e Users cannot see and manage the Global Settings, and they can
only see their own statistics.

G 'i] L
w =
Personal Report Statistics
Settings

TimeCard

Users cannot decide about what database should be used for
sharing and reporting but must select the database configured by
the administrator.

You become a user of TimeCard Workgroup by installing TimeCard
with the file TimeCardUserSetup.msi. When users report, they must be added, before they
install the Workgroup user setup.

Both administrators and users can manage their own Personal Settings. This means that the
administrators have two Configure buttons in the TimeCard ribbon group, one for Global Settings
and one for Personal Settings.

5  ADMINISTRATOR INSTALLATION

TimeCard is designed to be easy to install and distribute, and the
5 TimeCardAdminSetup.msi administrator installation and configuration takes care of almost
everything.

There are two installation files, and the administrator should use the TimeCardAdminSetup.msi file.
Save the file you downloaded from the bizsolutions365.com website to any location on your
computer.

By default the TimeCard files are placed at C:\Program Files (x86)\bizsolutions365.com\TimeCard
Workgroup Admin\. After the installation is finished, the TimeCard installation folder will have

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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content similar to that in the picture below.

» ThisPC » Local Disk (C:) » Program Files (x86) » bizsolutions363.com » TimeCard Workgroup Admin v
TCPages D Microsoft.SharePoint.Client.dll D TCClientTeol.dll & TCReporting. pdb
D AddinExpress.M50.2005.dl D Microsoft.SharePoint.Client.Runtime.dll  J TCClientTool.pdb '_E:!'_j'l'CReportingE-d.ace
D adxloader.dll D Microsoft.Vbe.lnterop.dll D TCCammonCode.dll &) TCReportingt4.pdb
D adxloader.dll.manifest D Office.dll B TCCommonCode.pdb D TCReportingloader.dll
D adxloadertd.dil ijf‘fice.me [0 TCCommonSettings.exe &) TCReportingloader.pdb
D bs365.dll D SafeBiz5elutions.dll 8 TCCommeonSettings.pdb [0 TCSPSynch.exe
& bs365.pdb 2] SafeBizSolutionsEd.dil [0%4 TCExampleData.exe & TCSPSynch.pdb
D Interop. SHDocYw.dll D SecurityManager.2005.dlI B TCExampleData.pdb [6%4 TCStatistics.exe
D Microsoft.|dentityModel.dll D SetupActions.CA.dIl [0¥ TCPersonalSettings.exe &) TCStatistics.pdb
D Microsoft. Office.Interop.Outlook.dll D Systermn.Met.Http.dll &) TCPersonalSettings.pdb '_Ef!'_j'I'CUpgrade.exe
mjMicrosof‘t.Of‘ﬁce.Interop.OutIook.me D Systemn.Web.Extensions.dll '_'(j.‘_jTCReporting.exe & TCUpgrade.pdb

5.1 START INSTALLATION

Click the file TimeCardAdminSetup.msi to start the installation.
ﬂ TirneCard Workgroup Admin Setup — >

Welcome to the TimeCard Workgroup
Admin Setup Wizard

The Setup Wizard will install TimeCard Workgroup Admin an
your computer., Click Mext to continue or Cancel to exit the
Setup Wizard.

e

If you click Next, you are asked to accept the License Agreement. If you don't do that the
installation will be cancelled.

Bizsolutions365.com
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When you check the box for the License Agreement it will be possible to click Next again.
ﬁ TirneCard Workgroup Admin Setup — >

End-User License Agreement

Please read the following license agreement carefully
BizSolutions365.com

End User License Agreement 2

The installation of this software is conditional to the user accepting
this agreement and thereby agreeing to abide by its terms.

The products from BizSolutions365.com have been thoroughly
tested and are created in such a way that they interfere as little as
possible with the functioning of other programs. However,
BizSolutions365.com cannot be held responsible if damage arises
to the user's computer or data through improper use of the

[+]1 accept the terms in the License Agreement

Print Back Cancel

5.2 DESTINATION

The default installation folder is Program files/bizsolutions365.com/TimeCard Workgroup
Admin, but you can change it to another path if you so wish.

ﬁ TirmeCard Werkgroup Admin Setup — =

Destination Folder
Click Mext to install to the default folder or dick Change to choose another.

BizSolutions365.com

Install TimeCard Workgroup Admin to:

|C: \Program Files (x86)\bizsolutions365. comYTimeCard Waorkgroup Admin'

Change...

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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5.3 ACTUAL INSTALLATION

When you have chosen or accepted the installation folder, click Next and then Install to start the
installation. Now the actual installation takes place.

ﬁ TirneCard Workgroup Admin Setup — *

Ready to install TimeCard Workgroup Admin

BizSolutions365.com

Click Install to begin the installation. Click Back to review or change any of yvour
installation settings. Click Cancel to exit the wizard.

Back I &) Install Cancel

When you have clicked Install you will probably be asked by your computer’s User Account Control
to allow the installer to make changes to your computer. Note that the Publisher name is Biz
Solutions 365.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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ﬁ TirneCard Workgroup Admin Setup — >

Installing TimeCard Workgroup Admin

BizSolutions365.com

Please wait while the Setup Wizard installs TimeCard Workgroup Admin.

Status:

o | e

When you have allowed the installation it will be quick, and after the installation a new screen will
be shown. Click Finish to exit.

ﬁ TimeCard Werkgroup Admin Setup — >

Completed the TimeCard Workgroup
Admin Setup Wizard

Click the Finish button to exit the Setup Wizard.

@ BizSolutions365.com
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5.4 SHARING OPTIONS

When you start Outlook after the installation is finished, a Sharing Options dialog will be displayed.
Here you should decide what medium TimeCard should use for reporting and shared settings.

[0* TirmeCard >

L | .

With TimeCard users can report time from the Outlook calendar to a central database. In this dialog the administratorAirst user should
define what database to report to. The same database will also be used for the shared settings.

Please select how you wish to share your data. TimeCard supports all versions of Access and SQL Server and SharePoint 2010 and

above, including Office 365. For SharePoint and SQL you need to have your own SharePoint site or SQL Server, in-house or hosted.
you select the Access database, TimeCard can create the database foryou.

Mle:uIl"mﬂ

(1 A Microsoft SharePoint site SharEPC'Int
(®) A Microsoft Access database EE’E’E"“S:

[] An existing Access database

Path | Browse...

The data will be stored in an Access database in a shared network folder. You may either use an existing Access database or let
TimeCard create a new one. In both cases the administratorfirst user must give the path to the network folder. When subsequent
TimeCard users connect to the same network folder, TimeCard will load the settings from the database file.

MNone of the users must have M5 Access installed, except a user who creates a new database and has a 64-bit Cffice installed.

Permission: Users must have write permission over the TimeCard netwark folder.

Micrgaoft™®
() A Microsoft SQL Server database SQL SE_n.-‘_Ef [ Create Example Data

E‘& TimeCard —

for Outlook®

TimeCard supports three alternatives for sharing and storing, and each has its benefits. If you
select the SQL Server option, you need to have your own SQL Server, in-house or hosted. If you
select the Access database, TimeCard can create the database for you, but you need a shared
network folder to place it in.

If the Access or SQL Server alternative is selected, there will be an option to “Create new” or “Use
existing”. When you select one of the “"new database” options, the installation program will create
the database in a few seconds. The Access database will be stored in the shared file folder to which
you have to specify the path.
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With TimeCard users can report time from the Outlook calendarto a central database. In this dialog the administrator/first user should
define what database to report to. The same database will also be used for the shared settings.

Please select how you wish to share your data. TimeCard supports all versions of Access and SQL Server. For SQL you need to have
your own SQL Server, in-house or hosted. if you select the Access database, TimeCard can create the database for you.

= Microsoft @

(® A Microsoft Access database ACCGSS

[J An existing Access database

Path | | | Browse... |
The data will be stored in an Access database in a shared network folder. You may either use an existing Access database or let
TimeCard create a new one. In both cases the administrator/first user must give the path to the network folder. When subsequent
TimeCard users connect to the same network folder, TimeCard will load the settings from the database file.

None of the users must have MS Access installed, except a user who creates a new database and has a 64-bit Office installed.

Permission: Users must have write permission over the TimeCard network folder.
»
O AMicrosoft SQL Server database  SQ1. Server
e s N [] Create Example Data

TimeCard = =
for Outlook®

5.4.1 TIME

For the synchronization to work, each PC connected to TimeCard must have the correct local time
and date.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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5.4.2 AcCCESS DATABASE

With the Access alternative the time reports and shared settings will be stored in an Access
database in a shared network folder. When you select this option, you may either use an existing
Access database or let TimeCard create a new one for you. In both cases the admin/first user must
give the path to the network folder, by pasting it or browsing to it.

The Access database is suitable for evaluation and for a small organization with few users, but for a
large number of users and reportings we instead recommend a an SQL server database. These
options are easily scalable and support large numbers of users without affecting performance, and
they also give better control over the access to data.

0%} TimeCard X

With TimeCard users can report time from the Outlook calendarto a central database. In this dialog the administrator/first user should
define what database to report to. The same database will also be used for the shared settings.

Please select how you wish to share your data. TimeCard supports all versions of Access and SQL Server. For SQL you need to have
your own SQL Server, in-house or hosted. if you select the Access database, TimeCard can create the database for you.

ICrosof ®
(® A Microsoft Access database KCCGnSS
[[] An existing Access database
Path [ ‘ Browse...

The data will be stored in an Access database in a shared network folder. You may either use an existing Access database or let
TimeCard create a new one. In both cases the administrator/first user must give the path to the network folder. When subsequent
TimeCard users connect to the same network folder, TimeCard will load the settings from the database file.

None of the users must have MS Access installed, except a user who creates a new database and has a 64-bit Office installed.
Pemission: Users must have write pemission over the TimeCard network folder.
Microsot ®

(O A Microsoft SQL Server database SQL Server
A [] Create Example Data

) TimeCard

Subsequent TimeCard users of Kanban Task Manager will have to use the “Existing database”
option and give the path to the same network folder. Then TimeCard will load the settings from the
database file.

None of the users need to have MS Access installed, because the ability to read and write Access
databases is included in Office. However, if the admin/first user who creates the new database has
a 64-bit Office, he needs to have Access installed.

5.4.2 PERMISSIONS

Users need to have write permission over the .mbd file as well as over the workgroup folder (where
the .mbd file is placed) for reporting and statistics to work.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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5.4.3 SQL SERVER DATABASE
To use a SQL Server there are two alternatives:

1. The administrator enters the SQL Server connection information in the sharing option
dialog, and then TimeCard creates a new database.

2. If you already have an existing database setup, you can configure it from the TimeCard
Global Settings, “Report to”, by selecting your reporting option and then configuring it.

Either way, enter the SQL server details, such as server name and user credential. To verify that
the entered information is correct, press the ‘Test’. Click OK to continue to the next step.

Micrazaft®
(® A Microsoft SQL Server database SQL Server

] An existing SQL Server database

Server | |
Databaze | | Test
Integrated Securty
User name Password
If you open SQL management studio (or other SQL = [ JAYANT-PC\SQLEXPRESS2005 (SQL Server 9.0
client), you will see there is a new database created =] Databases
(The name is “TimeCard3SQL") with 10 (or more) [ System Databases
tables. These tables will be used for saving settings = | TimeCard35QL
and reported appointments data. [ Database Diagrams

= [ Tables
[[J System Tables
=1 dbo.thlExpenses
=1 dbo.thiMetal
= dbo.tblMeta2
= dbo.thlMeta3
=1 dbo.thlMetalists
=] dbo.tblOtherSettings
=1 dbo.tblPersons
=] dbo.tblPlanning
=] dbo.tblReports
=1 dbo.tblSettings
3 Views
[J Synonyms
3 Programmability
3 Security
3 Security
[ Server Objects
[ Replication
[ Management

5.4.3 PERMISSIONS

SQL-users need to have DB Write and Read permission over the SQL server database used with
TimeCard.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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6 ExXAMPLE DATA

The example data is intended for evaluators who don’t want to bother with
creating appointments and tagging them with TimeCard values for the Create Bample Data
evaluation of TimeCard. The example data quickly gives you a set of

tagged appointments to test the various TimeCard features with.

6.1 GENERATE EXAMPLE DATA

When you select to use one of the database options, there is a checkbox for Example data at the
bottom of the screen. Check the box if you want to evaluate TimeCard with this data, before you
click OK to the database choice.

Should you want to use your own appointments and tags, please continue to the next section of
this manual, Global Settings.

These are the default example data settings. You can change the periods and the number of
appointments as you wish. By default, the example data is created in the default calendar, but you
may also browse to another calendar than the default one, to create the example data there.

TimeCard Example Data

Select Calendar \wipul@abcvipul20 onmicrosoft.com\Caler | Browse |

1 -~ | Months Past 1 - | Months Ahead

Total open appointments Total reported appointments

www_bizsolutions365.com QK Cancel

Click OK to start the creation of example data.

6.2 REMOVE EXAMPLE DATA

When you have created a new calendar for the TimeCard Example Data, you can just delete that
calendar when you don’t need them anymore.

If you have generated the Example Data in a calendar you want to keep, open the Calendar List
view. Sort the data by category and delete the TimeCard Example Data categories.

Home Send [ Receive Faolder

CF v EEEBEE

Change View Reset Day Work Week Month Schedu
View~ Settings View Week View

ment
Calendar Preview List Active kp Il | Z
Manage Views... \

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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7 GLOBAL SETTINGS

When you have clicked OK in the database dialog, the Global Settings dialog will be shown. Here
you can define what TimeCard properties your organization needs. In other words, decide what
extra information needs to be gathered from each appointment beside the date, start time,
duration, body and subject and add these properties in the dialog.

There are also various other settings that can help you adapt TimeCard to the needs of your
organization. The Report To button is used when the database needs to be changed.

04 TimeCard Global Settings 7.0.0.11

|
[ N
= e,
— e
Tags General Settings

.—
fj—’ iy
Costs and Rates Report To

www.bizsolutions365.com

Fﬁ Timecard License | l OK | I Cancel

for Outlook®

The settings can be changed any time. The Global Settings can

i o
be reached via the Global Settings button in the TimeCard e™a E=Cl) i" {0k
ribbon group. e =

Personal Report Statistics| Global
Settings Settings
TimeCard

7.1 TAGS

By default, TimeCard is configured to work with two tags, Customer and
Task. This means that for each appointment, the people reporting time will e
have to select both a certain customer and a certain task for that specific —

appointment. However, you can easily modify the tags so that they fit your ]

needs. Tags

Write the Tag names you need under TimeCard Properties, and the
columns to the right will automatically change to reflect what you have entered.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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[(fh TimeCard Global Settings £.0.0.2 = Tags *
TimeCard Properties TimeCard tag values
Tag Tag Type Tag Category Customer
Customer
Task

Allow Auto-Add of tag values
[] Enable and disable data

Fﬁl Tlmecard ‘ License ‘ ‘ Back | | OK | | Cancel

for Outlook®

It is possible to add an extra tag, but keep in mind that doing so makes the procedure of tagging
appointments more complicated.

You can also remove one tag so that only one remains to work with. This will save time for all
users tagging appointments. Choosing the appropriate tags to report on is an important step, and
they can easily be edited if the needs of your organization change. It is often best to start with a
simple reporting scheme and extend it later (if needed).

Note: You cannot have the same name in more than one tag. If a Task is called "ABC" you can NOT
have a Project also called "ABC". You can call the project "ABC_P" (or something similar), but not
exactly the same.

You cannot use the characters colon and semicolon (: and ;) in the metadata names. If you enter
them in Global Settings the application will remove them automatically, but if you add the data
directly into the database instead you have to think about this.

7.1.1 TIMECARD PROPERTIES — TYPE AND CATEGORY

The image below shows the TimeCard Global Tag settings when example data has been installed.
In the example data each Customer tag value has a Type and a Category, and the Task tag has a
Type.

These extra properties are not shown in the appointment dropdowns, in the users’ Personal
Settings or when users report time. That way the users will never have to bother with the higher
levels of categorization. For the management they might be very useful, though, as they are used
to group and filter data in the

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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Statistics.
|(f1_~_~| TirmeCard Global Settings 6.0.0.2 » Tags 4
TimeCard Properties TimeCard tag values
Tag Tag Type Tag Category Customer Business area Sector
Customer Business area Sector Chilli and Blue Inc [Tier1 \West
Task Service area Wark type Happy go Lucky Co |Tier2 Marth
Monkeyhusiness Ltd| Tier1 Marth
Mousy Productions (Tier2 West
[+] west MapkinLine factory (Tier1 West
[+1 nerth OrangeTree Invest [Tier2 West
[+ south Sparkle-Blue Cruise Tier2 South
TinyBirds Industries |Tier1 South
VWhite and Purple DeTier2 South
YellowHouses Ltd  |Tier1 MNarth
Allow Auto-Add of tag values
[] Enable and disable data
Eﬁl TI meca rd | License ‘ | Back ‘ | OK | | Cancel
for Outlook®

When you have entered the name of a Tag Type and a Tag Category on the left side of the screen,
the type and category will be shown in the right panel also, so that you can enter type and
category values for each tag value. A hierarchy tree will be shown to the left, under the properties.

You may very well use only a type, but you cannot use just a category.

Below is an example of how the tag Tasks can be sorted in types and categories in the same way.
Here the Tag Type is called Service area and the Tag Category is Worktype. The category only has
two values - billable time and internal work.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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|qu TirmeCard Global Settings 6.0.0.2 » Tags
TimeCard Properties TimeCard tag values
Tag Tag Type Tag Category Task Service area Work type
Customer Business area Sector Brick laying Environmental Billable
Service area Work type Designing Work Billable
| Editing Social Internal
Met weaving Social Billable
[-1 billable Packing Work Billable

[+1 work A Painting Environmental Eillahle

[-1 social )

) Plowing Long term Internal
net weaving - -

[=] environmental Scrubbing Social Internal
brick laying Translating Work Billable
painting Doccumentation Technical Internal

[-1 internal

[-1 long term
plowing W

[+1 social

Allow Auto-Add of tag values
[] Enable and disable data
| .ﬁl TI meca rf.;i | License ‘ | Back ‘ | 0K | | Cancel
for Qutlook

7.1.2 ALLOW AUTO-ADD OF TAG VALUES

If you enable this feature, TimeCard will download newly
added tag values as soon as there is a connection to the

Allow Auto-Add of tag values

database. Each user automatically gets every new value that is added. They of course have the
option of de-selecting them if they don't want to use them. When this option is enabled, the tag
values in each user’s Personal Settings are not saved but continuously updated with the data from

the Global Settings.

When the box is not checked, the users have to open the Personal Settings to get the new tag

values from the workgroup database.

7.1.3 ENABLE AND DISABLE DATA

The checkbox “Enable and disable data” lets the administrator hide

a tag value from the users without having to delete it. Disabled

Enable and disable data

data will be shown everywhere except in the users’ Personal Settings. As the users cannot select

this tag value anymore they cannot report on it.

When the box is checked a new column will be displayed in the right part of the screen. All tag
values with their types and categories are enabled by default, but you can uncheck the rows whose

tag values you wish to hide to the users.

TimeCard Workgroup V7, Administrator Manual
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[(ftj TimeCard Global Settings 6.0.0.2 » Tags >
TimeCard Properties TimeCard tag values
Tag Tag Type Tag Category Customer | Business area Sector [ 1Enabled
Customer Sector Chilli and Blue [Tier1 West g
Task Service area Work type Happy go Luck| Tier2 Morth W
MaonkeybusinesTierd Morth v
Mousy Product| Tier2 West [
[+] west NapkinLine fac|Tier1 West 3
+ rth
f+1 mo QrangeTree In{Tier2 Weast v
[+] south
Sparkle-Blue C|Tier2 South [
TinyBirds Indus Tier1 South [
\White and PurpTier2 South v
YellowHouses |Tier1 Morth [
=
Allow Auto-Add of tag values
Enable and disable data
.ﬁl TI meca rcé} ‘ License | | Back ‘ | OK ‘ | Cancel
for Outlook

7.1.4 IMPORTING DATA BY COPY AND PASTE

It is quite easy to copy and paste information into the settings grid. If you already have an Excel
list or similar with existing values that you want to use, the copying procedure should be very
straightforward.

Copy and paste using CTRL + C and CTRL + V, or right click in a cell to show the copy/paste
options.

Plowing Long term Internal

Researching Work Internal

1Qncis] Internal

Trang Copy Billable

Paste

Delete

When you click OK or Back after pasting the data, it will be sorted alphabetically if a database is
selected for reporting and shared settings. Any blank rows and duplicates will be removed.

You can also import or copy and paste your data directly into the TimeCard database.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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7.1.5 CoPYING DATA FROM AN OUTLOOK CONTACT FOLDER

If you already have some of the data you want to use as a TimeCard tag values in an Outlook
folder, it is quite easy to transfer the data into TimeCard.

The most common scenario is that you have some customers in the Outlook Contacts/People and
you want to copy those customer names into the Customer grid of the Tags dialog. These are the
required steps:

1. Create or choose an Outlook View that has all the data you need to copy.
2. Select all the data from the Edit menu or by CTRL+A.

3. Copy the data to the clipboard via the Edit menu or CTRL+C.

4

Paste the information into the TimeCard Tags dialog. Press OK or Back to get the data
properly sorted and all duplicates removed.

5. 1If necessary, reset your view in the Outlook Contacts folder.

7.1.6 DELETE TIMECARD PROPERTIES
When you want to delete TimeCard properties you must do it in a certain order. If you do it in the
wrong order, you will be given a message telling you how to do instead.

Delete tags from the bottom up, so that you for example delete the second tag before you delete
the first one. If your tags are Customer and Task and the Customer is on top, remove the Task tag
before you remove the Customer tag.
Do like this if you want to keep the second Task tag but not the first Customer tag:

1. Copy all the Task values from the right side of the screen.

2. Remove the second tag, Task.

3. Rename the first tag to Task instead of Customer.

4. Paste the Task values over the old Customer values.
To delete category and type, delete the category before you can delete any types.
Tag values can be deleted in any way you wish.

When you delete a tag, a type or a category from the TimeCard settings, they will not be shown in
the statistics but they will be kept in the database. Deleted tag values will still be seen in old
appointments in the statistics.

The list of values for a deleted tag will be kept, and if the same tag is added to the settings again
the values for that tag will be restored.

7.2 COSTS AND RATES

TimeCard is designed to be very flexible, so that you can set it up to

fit the way you want to track costs and time. Thus it is important that

you consider how to set up the cost calculating options. m
(%

Either you can specify that one of your TimeCard properties should be
the cost carrier, or you can trace the cost after each person’s hourly
rate.

Costs and Rates

When entering the rates you do not need to enter the currency. It will follow your Windows
settings.

The default setting calculates the costs by the first tag. The tag name and the tag values entered in
the Tags screen are automatically displayed in the Costs and Rates screen too.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
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[(f"‘j TimeCard Global Settings £.0.0.2 » Costs and Rates >
Calculate costs by Define rate by Customer
@® Customer Customer Hourly rate (&)
O Task Chilli and Elue Inc 113
Happy go Lucky Co 48
O Person Monkeyhusiness Lid T
Mousy Productions 115
MapkinLine factory 30
OrangeTree Invest 130
Sparkle-Blue Cruise lines 25
TinyBirds Industries 113
White and Purple Development Co 138
YellowHouses Lid 126
Eﬁ TI meca rd@ ‘ License ‘ ‘ Back | | OK | | Cancel
for Outlook
The costs may also be calculated by the second (or third) tag.
[(j":j TimeCard Global Settings 6.0.0.2 > Costs and Rates s
Calculate costs by Define rate by Task
() Customer Task Hourly rate (3)
Erick layi a4
@ Task rick laying
Designing 105
© Person Editing 126
Met weaving M
Packing I}
Painting 39
Plowing 72
Scrubbing 33
Translating 103
Doccumentation 0
Pﬁ TI meca rct!’ | License ‘ | Back ‘ | QK | | Cancel
for Outlook

Example on calculation by the tag “Task”:

TimeCard Workgroup V7, Administrator Manual
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A task value called “Meeting” have been created, and the hourly rate of that value is set to $75.

Therefore a two hour appointment tagged with “"Meeting” will have a cost of $150 reported into the
database.

Likewise, if you choose to calculate costs by the tag “Customer”, your reported time for each
individual customer is multiplied by the hourly rate for each customer.

When the costs are counted by person, there are two options:

e The administrator sets the rates in Global Settings. When this option is selected, a
column for persons and rates will be shown in the right panel. Category may also be added,
for example department. Only the category and rates fields are editable. The persons are
loaded from the database (tblPersons) after the first time the users have reported time.

E}E TireCard Global Settings 6.0.0.2 » Costs and Rates

hd
Calculate costs by Ciefine rate by Person
() Customer Person Category Rate
) Task Rituka Rimza 0
@ Person

Rates are defined by

@ Administrator

() Personal Settings

e Each user defines her/his rate.

Eﬁ”j TimeCard Global Settings 6.0.0.2 » Costs and Rates
Calculate costs by

() Customer
(O Task
® Person

Rates are defined by

) Administratar

® Personal Settings

&MM'*MM~M B Ot ntnnidl e

In that case the user sets his/her rate in the Personal Settings.

Rate [$0] x|

Q¥ TimeCard
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7.3 GENERAL SETTINGS

In the General Settings screen the TimeCard administrator can enable

several extra features that may enhance TimeCard for the organization. ~Jy
None of these features are enabled by default. :’-ﬁ
i

General Settings

Sharing option is an Access Database/SQL Server Database

[0%4 TimeCard Global Settings 6.0.0.2 > General Settings et
[1 Planning information [] Reporting on behalf of
[ E-mails/Domains Settings [] Depariment
[[] Add tags in the appointment body [] Expenses feature

[l Make all TimeCard taqg fields mandatory

[] Default values for empty fields

Customer (Monkeybusiness Lid |

Task |Planting the garden =|

Allow reporting of not tagged appointments

Tag new appointments with default values

Fﬁ Tlmecard | License ‘ ‘ Back | | OK | ‘ Cancel

for Outlook®

7.3.1 PLANNING INFORMATION

When Planning information is enabled, the management can study 5 :
the end users’ future appointments that have not been reported in Planning information
the tbIPlanning in the database.

This is how the Planning information works:

When a user reports time, all future calendar appointments for one year after the latest reported
appointment is added to the planning table in the database.

The next time the same user reports appointments, his/her old future appointments are removed
from the database, and the new future appointments are entered instead. Therefore, every time a
user reports time, the Reporting Tool enters the upcoming meetings fresh, from the last
unreported meeting and one year ahead.

Settings are based on what was entered by each user in the Personal Settings, which gives the
users options such as excluding private appointments.

The Planning reporting is done automatically at the same time as the other reporting. Users can
change their future appointments in the calendar, just as they normally would.

This is how the Planning information works when it is enabled:

1. When a user reports time, all future calendar appointments for one year after the latest
reported appointment is added to the planning table in the database.
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2. When the same user reports the next time, the old future appointments are removed from
the database, and the new future appointments are entered instead.

7.3.2 E-MAIL/DOMAIN SETTINGS

The E-mail/Domain settings is a useful feature when users often get work orders via e-mail. Then
they may drag the e-mails to their Outlook calendars and make appointments of them, and those
appointments will be tagged automatically.

When the box is checked a Configuration button will be displayed:

E-mails/Domains Settings =

Click the button, and a new dialog will open. In this dialog you can enter e-mail addresses or
domains and select values from one or two tags to map it with.

[0%4 TimeCard Global Settings 6.0.0.2 > General Settings > E-mails/Domains X

E-mails/Domains Customer Task

bizsolutions365.com B4 Sales team meeting

Monkeybusmess Lid

>

Mousy Productions
NapkinLine factory
OrangeTree Invest
Sparkle-Blue Cruise lines (V]
TinyBirds Industries

A g . ; .
_ frrare cmbras ™ ol il o /f LT ,éﬁa de PO o st .. gl

The selected tag value will be filled out automatically in the appointments users create by
dragging an e-mail to the calendar.

TimeCard will understand what e-mail address is relevant, so it will take the "To" address for
mapping with the specified tag value if you drag the e-mail from the Sent folder. Otherwise it will
take the "From" email address.

You can map either a whole e-mail ID or only the domain. TimeCard will first look if you have set a
default tag for the whole e-mail address. If there is none, TimeCard will look for the domain.

7.3.3 ADD TAGS IN THE APPOINTMENT BODY

This feature adds a tag in the
appointment body, and it must be Add tags in the appointment body E3
checked if you want the TimeCard
tag values to be added to the appointment automatically after a meeting request has been
accepted.

When the “Add Tags in the appointment body” box is checked, a settings icon will be shown. Click
it, and a dialog opens where you can add the domains for which you want to have the TimeCard
values added automatically. This way you can avoid showing TimeCard values, for example to
people outside the organization.

When the option "Add tags in the appointment body" is enabled, the tag values will be
automatically added to the appointment body like this: [TC1:Tagl|| Tag2||Tag3||TC] — when the
meeting organizer tags the appointment using the TimeCard dropdowns and the meeting request is
sent to a specified domain.

This means that if the person who is inviting has set 2 tag values:
The Customer value “Biz Solutions 365"
The Task value "Coding"

then the tag in the appointment body will be [TC1: Biz Solutions 365||Coding||TC]
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23



www.bizsolutions365.com
http://www.kalmstrom.com/products/TimeCard/

BizSolutions365

¥ :
7 Bizs _ TimeCard
Simplify Your Business

for Outlook™

If the invitation is accepted, the two TimeCard dropdowns will show " Biz Solutions 365" and
"Coding" for the person who has accepted the invitation also.

7.3.4 MANDATORY
TAGS Make all TimeCard tag fields mandatory

When this box is checked, values for the number of TimeCard tags (1, 2 or 3) defined by the
administrator must be selected for each appointment. If the user does not select values for all the
tags, TimeCard will prompt him/her to try again. Else the changes to the appointment are
discarded.

There is one exception: if a user marks an appointment as private, he will still be able to save it
without defining TimeCard tag values. That way a user can have for example a dentist appointment
in his calendar without having to tag it with TimeCard data.

7.3.5 DEFAULT TAG VALUES

When users don't select values from all the TimeCard dropdowns (1, 2 or 3) in an appointment,
that appointment cannot be reported. But the administrator can define a tag value that will be used
automatically if the user has left a field empty when reporting.

When a default value is set for a tag, it will be entered instead of an empty field. Selected
values will of course stay unchanged.

The default values are not connected to each other but are used separately.

Default values for empty fields

Customer Monkeybusiness Ltd |5

Task |Plan1ing the garden =|

[] Allow reporting of not tagged appointments

[] Tag new appointments with default values

Example
The TimeCard tags are “Car” and “Year”. The values are:

Car: Ford, Daewoo, Honda.
Year: 2010, 2011, 2012, 2013.
The default values are set to: Honda, 2011.

When an appointment is tagged with <Ford, --> it will be reported to the database as <Ford,
2011>, as the default value is used only for the missing tag.

An appointment tagged with <--, 2012> will be reported as <Honda, 2012>

You may permit reporting if all fields are empty, which might be useful if users often report on the
same properties. The checkbox "Allow Reporting of not tagged appointments" means that
appointments with all TimeCard fields empty will be reported with the default values.

You cannot report appointments with empty fields if default values are not set for them, so the
checkbox "Allow Reporting of not tagged appointments" is active only when the checkbox “Default
values for empty fields” is enabled.

Example

The appointment <--, --> will be reported as <Honda, 2011> if the checkbox "Allow Reporting of
not tagged appointments" is checked and those are the default values.

(The untagged appointment will not be reported at all if the “Allow” box is unchecked.)

If you check the box “Tag new appointments with default values”, users will see the default tag
values when they create a new appointment, and they can either change them or leave them as
they are. This is the best option for most users.
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If you do not check this box, the default tag values will be added at reporting. To post
appointments users need to select “All appointments” from the right hand dropdown and click "Get
Values". When they report all appointments, the not tagged appointment will be saved with

the default tag values.

023 TimeCard Reporting 6.0.0.4 X
From To Show
030172016 | - [04730/2016 |  [Tagged appointments || []Grid
) Partially tagged appointments
Subject \1\ Custom Both tagged and partially tagged e Day Hours Posted
Transcribe meeting notes MOUSW Not tagged appointments / ed 03/09/2016 |1 4/8/2016
z {All appointments A
Invoice customer YellowHouses Lm—-———jummng—upwygmmm*-lrﬂon 03/28/2016 |1 4/8/2016
e v a
e S — e AR & =il %ﬂ" —i = g —

7.3.6 REPORT ON BEHALF OF

If one person has the right to edit another person’s calendar, Reporting on behalf of
he/she can always report from that calendar also, but the logged in
name will be entered in tblPersons in the database.

When “Report on behalf of” is enabled, an extra dropdown with names of all TimeCard users will be
shown in the Reporting dialog, and the reporting person can select the correct name from it. Refer
to Report on behalf of in the section about reporting. The names will be added when users report
time for the first time, but they may also be added manually in the database, tblPersons.

If the person who is reported on behalf of does not use TimeCard, you can still report for him. He
only needs to be added to the TimeCard database to show up in the dropdown list. This may be
done manually or with a tool that will be sent to Community Members on request.

7.3.7 DEPARTMENTS

When the Departments box is checked, each user will be asked for Department
his/her department when reporting for the first time.

7.3.8 EXPENSES

If the Expenses Feature is enabled, users can add expenses to each appointment and then report
these expenses when reporting hours.

The reported expenses will be saved in the table tblExpenses in the database, intReportID as
foreign key for tbIReports, and they will be shown and
summarized in the Excel reports, both in the statistics Expenses feature
reports and in the Export to Excel data sheet. Label 1

|Mileage |

When you check the box to enable the Expenses feature, Labial2 |M”eage Goat |

five fields are shown. Here you can edit labels for the

expense costs that users should be able to report. We Label 3 |Per Diem |
suggest that all the fields except the Description field should
be numeric, to be easy to summarize. Label 4 |Other |

The default values are Mileage, Mileage Cost, Per Diem,

Other and Description. R |Description |

Once you change the caption of an Expense Label in the Global Settings, it will also be changed in
the TimeCard statistics, in the Export to Excel sheet and in the Add/Edit Expenses dialog box in the
users’ appointments.
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[6% Add/Edit Expenses X
yé;e [20 |
Mileage Cost |35 |
Per Diem |55 |
Customer | OrangeTree [m - Other |49 |
Task Designing -
Expenses Description |ab|: X |
TimeCard
OF TmeSd o o]

7.4 REPORT TO

In the “Report To” dialog you can switch option for reporting and shared
settings for everyone who uses the installation.

1) I ]
S
[aas

.

The reported appointments will not be migrated to the new option, but
tags and other settings will be migrated. Report To
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8 USER INSTALLATION

Once the administrator has performed the administrator
installation, TimeCard must also be installed on all the user
machines. This is done with the TimeCardUserSetup.msi, which can be downloaded from the
bizsolutions365.com website. The person installing the Client Tool needs to have Administrator

The file TimeCardUserSetup.msi may also be used for a central installation of the client tools, via

Active Directory.

The Client Tool installer will install the same files on the client machines as on the administrator
machine - except the files for the Global Settings.

TimeCardUserSetup.msi also creates a My TimeCards folder under (My) Documents. Here the Excel
files for the user’s own statistics reports and Reporting sheets will be saved.

8.1 START INSTALLATION

Click on the file TimeCardUserSetup.msi to start the installation.

Now you are shown a Welcome dialog.

¢
-~

ﬁ TirneCard Workgroup User Setup

Welcome to the TimeCard Workgroup

User Setup Wizard

The Setup Wizard will install TimeCard Workgroup User on
your computer., Click Mext to continue or Cancel to exit the

Setup Wizard.

Back

Bizsolutions365.com

Then you are asked to accept the license agreement. When you do that you will be able to click

Next.
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ﬁ TirneCard Workgroup User Setup — et

End-User License Agreement

Please read the following license agreement carefully
BizSolutions365.com

End User License Agreement

The installation of this software is conditional to the user accepting
this agreement and thereby agreeing to abide by its terms.

The products from BizSolutions365.com have been thoroughly
tested and are created in such a way that they interfere as little as
possible with the functioning of other programs. However,
BizSolutions365.com cannot be held responsible if damage arises
to the user's computer or data through improper use of the

[]1 accept the terms in the License Agreement

Print Back Cancel

By default, the TimeCard is installed in Program files/bizsolutions365.com/TimeCard Workgroup
User, but you can choose another folder by pressing the Change button.

ﬁ TirneCard Workgroup User Setup — et

Destination Folder
Click Mext to install to the default folder or didk Change to choose another,

BizSolutions365.com

Install TimeCard Workgroup User to:

C:\Program Files (x36)\bizsolutions365, comYTimeCard Workagroup User,

Change...

Click Next, and then Install to start the installation.
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Ready to install TimeCard Workgroup User

BizSolutions365.com

Click Install to begin the installation. Click Back to review or change any of your
installation settings. Click Cancel to exit the wizard.

Back I G Install Cancel

ﬁ TirmeCard Weorkgroup User Setup - >

Installing TimeCard Workgroup User

BizSolutions365.com

Please wait while the Setup Wizard installs TimeCard Workagroup User,

Status: |Ipdating component registration
I

oot | e

When the installation is over, click Finish to exit the installation wizard.
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ﬁ TirneCard Workgroup User Setup —

Completed the TimeCard Workgroup
User Setup Wizard

Click the Finish button to exit the Setup Wizard.

BizSolutions365.com

-

Cancel

8.2 DATABASE SELECTION

Once the installation of the client tool is finished, the user is asked to specify the TimeCard
database that the administrator has created and configured.
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0%} TimeCard X

With TimeCard users can report time from the Outlook calendar to a central database. In this dialog the administrator/first user should
define what database to report to. The same database will also be used for the shared settings.

Please select how you wish to share your data. TimeCard supports all versions of Access and SQL Server. For SQL you need to have
your own SQL Server, in-house or hosted. f you select the Access database, TimeCard can create the database for you.

1080! ®
(® A Microsoft Access database KECGHSS
[[] An existing Access database
Path [ \ Browse ...

The data will be stored in an Access database in a shared network folder. You may either use an existing Access database or let
TimeCard create a new one. In both cases the administrator/first user must give the path to the network folder. When subsequent
TimeCard users connect to the same network folder, TimeCard will load the settings from the database file.

None of the users must have MS Access installed, except a user who creates a new database and has a 64-bit Office installed.

Pemission: Users must have write pemission over the TimeCard network folder.

Microson®

(O A Microsoft SQL Server database SQL Server
e [[] Create Example Data

TimeCard Cancel

for Outlook®

When that is done and the user has clicked OK, the TimeCard Personal Settings of that machine
will be populated with the tags and tag values entered in the Global Settings.

What is left to be done is for the user to select their tag values and define some other personal
settings, refer to Personal Settings. Then he/she is ready to tag appointments with tag values and
report time to the database.

8.3 USER INSTALLATION VIA AD
When a database is selected as reporting and sharing option, the user installations may be
performed centrally, via Active Directory.

When the administrator has done the Administrator installation and the database configurations,
first propagate the database option to all users like this:

SQL Server database:

The Admin needs to set the SQL connection string to the registry. The Registry should be set on
the path: "Software\\bizsolutions365.com\\TimeCard\\Settings"

Key - DBConnections

Value - SQL Connection string

(Example: "Provider=SQLOLEDB;Password=Biz@123;User ID=sa;Data
Source=192.168.150.111\\SQLBIZLABS;initial catalog=az")

Access database:

The Admin needs to set the Access database file path to the registry. The Registry should be set on
the path: "Software\\bizsolutions365.com\\TimeCard\\Settings"

Key - DBConnections
Value - Access database path

(Example - \\BIZLAB\Internal Shared\)
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When the database has been propagated, the administrator can deploy the user setup for all users.
For more info about how to do that, please refer to https://bizsolutions365.com/other-fag/ (How
do I deploy your products to each user in an automated fashion?)

Both steps described above may also be done in one package.

When a user starts Outlook for the first time after the central deployment, the Personal settings
dialog will open directly. The users will never see the Sharing Options dialog.

9 PERSONAL SETTINGS

The dialog Personal Settings is shown when the

P —)
w = Wl
Personal Report Statistics
Settings

TimeCard

9.1 REPORTTO

In the “Report To"” dialog you can switch option for reporting and shared settings for everyone who
uses the installation.

The reported appointments will not be migrated to the new option, but tags and other settings will
be migrated.
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User installation is finished and the TimeCard database has been specified. Here each user selects
those common properties that he/she will be working with and needs to report on.

The Personal Settings also contains other choice possibilities. It may be reached anytime via the
Personal Settings button in the Outlook ribbon.

Below is the main screen of the Personal Settings.

‘(‘“‘] TimeCard Personal Settings 6.0.0.1

— NG
= 5 ’
— N
Tags General Settings
[ —
=
Report To

www.bizsolutions365.com

TimeCard

for Outlook®

License | | OK | l Cancel

9.2 TaAGS

The Personal Settings Tags screen contains the tags specified by the
administrator and their values. Here the user can uncheck the values that -
are not needed, for example tasks that this customer never performs. =

|
Unchecked values will not be shown in the TimeCard dropdowns in the T '
appointments for this user. This way each user will have fewer alternatives
to select from when tagging the appointments with time reporting data.

When the box for "Write tag values in the subject” is checked, the values this user selects for each
appointment will be entered in the subject of the appointment also.
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Efﬁ TimeCard Personal Settings 6.0.0.1 *
Customer Task |
coplamet Erigbled ] Write tag values in the subject
Chilli and Blue Inc v
Happy go Lucly Co |
Monkeybusiness Lid v
Mousy Productions Wl
NapkinLine factory W
OrangeTree Invest W
Sparkle-Blue Cruise lines Wl
TinyBirds Industries v
White and Purple Development Co v
YellowHouses Ltd v

Back | | oK | | cancel

0, TI meca rd icense
Cﬁ for Outlook®™ | =

9.3 GENERAL SETTINGS

In the Personal Settings, General Settings screen, users can define some other settings that will
only apply to the individual user.

[@ﬁ TimeCard Personal Settings 6.0.0.1 *
Filter appointments Language Options
Private ® Use System Language

Events (24 h)

Time manipulation Export to Excel
Convert all day events into hours When exporting to Excel, group data by

G

[] Remaove lunch time from appointments longer
than 7 hours [ Include body {255 characters)

1

F@ Tlmecard | License | | Back | | OK | | Cancel

for Outlook®
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Users may decide what types of appointments should be
excluded from reporting. These appointments will not be
displayed in the reporting summary even if they exist in the ) )
calendar, and they will not be entered into the database. Not Filter appointments
even if they are tagged with TimeCard values will they be

reported.

This way users don’t have to use a separate calendar for their Recurring

work time tracking.

By default private, recurring and all day appointments are

' pa‘ BizSolutions365
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9.3.1 FILTER APPOINTMENTS

[%} TimeCard Personal Settings 6.0.0.1

Private

Evenis (24 h)

excluded from the reporting, but you can uncheck the appropriate box(es) to include them.

9.3.1 RECURRING APPOINTMENTS

Recurrence

q Users who want to include Recurring appointments in the reporting should be

"L_,.r aware that recurring series of appointments are treated as one group by TimeCard.
Any changes in the TimeCard values of one appointment will be applied to the
whole series.

9.3.1 PRIVATE APPOINTMENTS

Private

By default, private appointments will not be included in TimeCard reports.

9.3.1 ALL DAY APPOINTMENTS

[«] &Il day event

When this box is unchecked it is possible to manipulate the time for all day
events. If the time is not manipulated, all day appointments are
considered to be exactly 24 hours work time in the TimeCard reports.
Therefore, users should set another nhumber of hours in the Time
manipulation checkbox, see below.

9.3.2 TIME MANIPULATION

When the all day events are set to be reported with TimeCard it is possible to convert all day
events into hours, so that fewer hours than 24 are reported for that day.

It is also possible to remove time from appointments that are longer than seven hours.

[] Events (24 h)

Time manipulation

]

than 7 hours

1

[] Convert all day events into hours

[[] Remove lunch time from appointments longer
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By default, TimeCard takes the system language, but when a database is used for sharing, users

may select another one of the supported languages.

Language Options

() Use System Language

@ Select language English [~
Danish

Dutch A
English

Estonian

Finnish W

Erench

9.3.4 EXPORT TO EXCEL OPTIONS

When users press the Export to Excel button in the Export to Excel
Reporting dialog, the data shown in the dialog will
be exported to an Excel sheet.

Each user can select by which TimeCard tag the
data should be grouped in the Excel sheet.

They may also select to include the first 255
characters of the appointment body in the export.

When exporting to Excel, group data by

] Include body (255 characters)

9.3.5 RATE

If the administrator has specified that costs should be calculated by
person and that this rate should be defined in the Personal Settings,
this screen will have an additional field for rate.

The currency will be the one specified in the system settings, so you
just have to fill out the figure.

9.4 REPORT TO

In the “Report To"” dialog you can switch option for reporting and shared
settings, if you for example move to another department that uses
another option.

The reported appointments will not be migrated to the new option, but
tags and other settings will be migrated.
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10 WORK WITH TIMECARD IN THE OUTLOOK

CALENDAR

Use your Outlook Calendar to plan your day with meetings and appointments. You have to select

the appropriate tag values (or value) for each appointment; otherwise you can handle them just
as you normally would. You can, for example, extend the appointments or move them without the
TimeCard properties being disturbed.

When the week (or any other preferred period) is done, you can review the existing data and send
them directly to the database. You may also export the data of each reporting to an Excel sheet,
and when you have reported time with TimeCard for a while you can study your data in the Excel

statistics reports.

10.1 THE TIMECARD RIBBON GROUP

TimeCard creates a new ribbon group in the calendar view. It may look in two ways, depending on
if an appointment is selected or not.

This is how the ribbon group looks when no appointment is selected -
the calendar ribbon group. The group has three buttons, and by clicking
them you will reach your Personal Settings, your Reporting dialog and

your statistics.

In Outlook 2007 this group looks a bit different:

<= Personal Settings E‘E& Report f Statistics

When an appointment is selected, the ribbon group will change and
instead show the tag values for that appointment - the appointment
ribbon group. This way you can select or change values of an
appointment without even opening it.

The same ribbon group is shown in the open appointment.

Below you can see how the appointment ribbon group looks when the
Expenses feature has been enabled by the administrator.

Customer Mousy Produc -

Task Health and =af -

TimeCard

[
=

Expenses

10.2 CREATE NEW APPOINTMENTS WITH TIMECARD VVALUES

e
=i |
e

Eé(“]* i.'l

Personal Report Statistics
Settings
TimeCard

Customer Mousy Produc =

Task Health and =af ~

TimeCard

Create a new appointment as usual, but to use your calendar with TimeCard, select the extra
information (the TimeCard tag values) from the dropdown list or lists in the appointment.

You can handle the appointments just as you normally would. For example, you can extend or copy
your appointments without losing the TimeCard properties.
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Wedding Photos - Appointment

Appointment Insert Format Text Review Q' Tell me what you want to do
- = ine ~
E’ﬁl x [ Calendar E @@ 'EFE\ @ :'% Customer Monkeybusine =
) ] = F= 0 Task Tripte India -
Save & Delete 2 Forward ~ Appointment Scheduling Skype Meeting Invite
Close Assistant Meeting MNotes Attendees
Actions Show Skype Meet...  Meeting M...  Attendees TimeCard

ﬂThis appointrment is next to another one on your calendar,

| Monkeybusiness Ltd || Trip to India
Subject |Wedding Photos

Location |

Start time |Wed 4/20/2016 E|| |3:{m PM - A1l day event

Endtime | Wed 4/20/2016 | 400 PM .

Pre wedding photo shoot at historical locations.

10.3 SET TIMECARD VALUES ON EXISTING APPOINTMENTS

You can add or change TimeCard values in an existing appointment two ways:

@ Open the appointment and then select or change the TimeCard values in the ribbon group.

e Select the appointment in your calendar (by clicking on it once). The TimeCard
appointment group is now activated in the ribbon. Select or change the TimeCard values,
and the changes will be applied to the selected appointment.

10.4 COPY APPOINTMENTS

A very fast way to enter information into your calendar is to drag & drop an appointment while
holding down the CTRL key. That will create a copy of your appointment with all the TimeCard
properties intact. You may also use CTRL+C for copy and CTRL+V for paste.

If a reported appointment is copied, the “reported mark” is removed so that the appointment can
be reported again.
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10.5 CATEGORIES FIELD

TimeCard uses the Outlook Categories field to store
TimeCard tag values in appointments.

If you use the Categories field for another type of
appointment classification, TimeCard will not interfere with
your existing data. However, if you add TimeCard values to
an appointment with non-TimeCard categories filled out,
they will be overwritten.

This means that you have to first tag the appointment with
TimeCard values and then add the non-TimeCard category.

You can reach the Categories via the Categorize button in
the open appointment or by selecting an appointment in
the calendar view and right clicking it.

10.5.1 CoLoR CoODE TAG VALUES

TimeCard

for Outlook™

I
~ ! High Importan
Categorize

- & Low Importanc

Red Category
Blue Category
Green Category
Orange Category

Purple Category

N REEE

Yellow Category

All Categories...

To get a quick overview of your appointments you can connect each tag value to a color. In All
Categories, rename the colors to your tag values and each color will be applied to all appointments

tagged to the specified value.

Color Categories

right.

To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the

Mame

O
[l Blue Categnr].r
1 EBrick laying
] Building a playground
L1l chilli & Blue Inc
L1l chilli and Blue Inc
[1[7] Compaosing instructions manual
(]l Designing
(]I Doccumentation
][] Editing
L1l Godrej

C1 Green Categnr].r

i .. —_

Shortcut key

>

Mew...
Eename

Delete

Colorn

Shortcut Key:

[Mone) b

Cancel

10.5.2 REMOVE TIMECARD TAG VALUES

To remove TimeCard values from an appointment, right click the appointment in the Outlook

calendar view and select Categorize and Clear all categories.

Note: if you want to exclude some appointments from the reports you can also mark them as

recurring, personal or event, refer to Filter Appointments.

TimeCard Workgroup V7, Administrator Manual
39

www.bizsolutions365.com



www.bizsolutions365.com
http://www.kalmstrom.com/products/TimeCard/

TimeCard

for Outlook™

.‘ BizSolutions365
¢\

“ Simplify Your Business

10.6 ADMIN ENABLED FEATURES

The features below may only be used if they have been enabled in the Global Settings by the
TimeCard administrator.

10.6.1 EXPENSES

With Ti/peCard you can report your expenses at the_ Customer [Mousy Produc ~ b

same time as you report your hours, if this feature is £|

enabled by the TimeCard administrator. This is done in the Task Health and saf - Ex__

Expenses dialog, which you reach by pressing the penses

Expenses button in the appointment ribbon group. g
T|mECapj/

In the Expenses dialog, fill out your Expensesifeature

expenses and they will automatically

follow the appointment when you Label 1 |Mileage |

report your hours.

Label 2 [Mileage Cost |

Label 3 [Per Diem |

Label 4 |Other |

Label 5 |Description |

You can see the Expenses button in two ways:

e In the calendar, select an appointment and the Expenses button will be visible in the
TimeCard ribbon group. This method is especially convenient if you want to add or edit
expenses, as you can do it without having to open the appointment.

e Open an appointment to reach the TimeCard appointment group in the ribbon.

10.6.2 E-MAILS/DOMAINS SETTINGS

The E-mails/Domains settings is a useful feature when you often get work orders via e-mail. If the
administrator has enabled this feature and mapped e-mail or domain settings with tag values, you
can drag e-mails to your Outlook calendar and make appointments of them, and those
appointments will be tagged automatically with the values the administrator has specified.

When you drag an e-mail to the calendar in the same window, the appointment will be created at
the current date and time.

When you drag an e-mail in one window to a calendar open in another window you can drop the e-
mail on the date and time you prefer. Open the calendar in a new window by right clicking the
Calendar label and selecting "Open in New Window".

T

SN t&5 Open in New Window

3:30 PM

Dock the peek
Whscsclay Show the peek
) Options...
& | Emyom o e
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11 REPORT WITH TIMECARD

Open the reporting dialog by pressing the Report button in the TimeCard =
calendar ribbon group. LE@
Report
V
[0% TimeCard Reporting 6.0.0.4 / X
From To Show
[04/0572016 | - 0471222016 |  [Tagged appointments || [ Grid
Subject Customer Task Day Hours Posted
Order rooms Mousy Productions Health and safety progran{Tue 04/05/2016 |1 Not Posted
Book time at the ministry, Send niOrangeTree Invest Composing instructions m{Wed 04/06/2016 |1 Not Posted
File the papers White & Purple Developm|Staff training day Sat 04/09/2016 |1 Not Posted
Transcribe meeting notes Sparkle-Blue Cruise lines [Team meeting Sat 04/09/2016 |1 Not Posted
Book time at the ministry, Send niNapkinLine factory Building a playground Mon 04/11/2016 (1 Not Posted
Forward memos Mousy Productions New product developmeniTue 04/12/2016 |1 Not Posted
Day | Customer [l Task {
2.5 Hours 6.00
2.0

4

2 15

T

1.0

0.5

Eﬁ] TimeCard | Exce |[ Pim ][ ok |[ Cancel

for Outlook®

11.1 REPORTING DIALOG — MAIN PURPOSE

The Reporting dialog lets you select a time period, view and edit a summary of your work time and
report the work time to a database. Also the expenses are reported if your administrator has
enabled that feature and you have used it.

In order to get the best possible data input, you can verify the data in TimeCard three times:
e When you enter the appointment in your calendar.

e In the TimeCard Reporting dialog, where you get an overview of the data that is about to
be entered into the database.

e When you click on OK in the Reporting dialog, you are asked to confirm that you want to
report the time.
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11.2 CHOOSE DATE RANGES

Choose your date range by selecting a start and end date for the report. The Reporting tool will
summarize all appointments within that date range and include them in the report.

Standard view:

[0%4 TimeCard Reporting 6.0.0.4

From To Show

[04/03/2016 | - [04/09/2016 | |Tagged appointments |5
Grid view:

[0%§ TimeCard Reporting 6.0.0.4

From Week
04/03/2016

11.3 DispLAY OPTIONS
For the time period you have defined, you can select which appointments you wish to show. These
are the alternatives:

e all appointments tagged with TimeCard values

e all partially tagged appointments

e both tagged and partially tagged appointments

e not tagged appointments

¢ all appointments.

This makes it easy to verify that you have not missed tagging an appointment in your calendar. If
you did, you can easily select TimeCard tag values for that appointment in the Reporting dialog.

11.4 CHANGE APPOINTMENTS WITHIN THE REPORTING DIALOG

You can change the TimeCard tag values and other properties within the Reporting dialog by
selecting a row in the list and changing one or more values. All changes will be written back to
your calendar.

Thus, if you change the duration of an appointment from 2 to 3 hours in the Reporting dialog, the
corresponding appointment in the calendar will become one hour longer.

11.5 GRID

If you check the box for Grid, you will get a possibility to add appointments directly in the
Reporting dialog. For tag values that already exist in the dialog you can quickly change the time
period or add more hours in empty cells. Click Save when you are finished with each week, to save
the changes to the calendar.

When you are only adding hours for one week, you can click OK directly without saving. Then the
additions will be saved to the calendar and your hours for that week will be reported to the
database.
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(&

From

04/03/2016

]if‘_] TimeCard Reporting 6.0.0.4

Week

Customer

Task

V] Grid
Sat

Sun Mon Tue Wed Thu Fri

Mousy Production!

Sales team meetin

=

Chilli & Blue Inc

Building a playgrou

A

QOrangeTree Inves

Team meeting

Mousy Production!

Health and safety

OrangeTree Inves

Composing instrug

White & Purple De

Staff training day

1

Sparkle-Blue CruisiTeam meeting 1

Sum |

- Wwﬁd - Sa"; L,
For tag values that are not present in the reporting grid, click the Add button to open a new dialog
where you can add tag values. Then click OK to add the appointment to the reporting summary.

Enter the number of hours in the cell for the actual day, and click Save to save the new
appointment to the Outlook calendar or click OK directly to save and report.

2.00 2.00 1.00 1.00 0.00 0.00 2.00

When you have created a new appointment you will be informed about that, either you click the
Save button or the OK button. The new appointment will be saved to an empty period of the
correct day, but if you want to specify the hour you have to go into the calendar and do that.

(0% TimeCard Reporting 6.0.0.4 X
From Week - o ) )
04/03/2016 Add ‘ \ Get values V| Grid
Customer Task Sun Mon Tue Ned Thu Fri Sat
|White & Purple Delnsurance for cars |1
~
Mousy Production{Sales team meetin1
— x b
Chilli & Blue Inc  |Building a playgrot ClfipaaCanding ke
OrangeTree Inves{Team meeting
3 =] Customer illi -
Mousy Production{Health and safety ICh'"' & Blue Inc nl
OrangeTree InvesiComposing insirud v
White & Purple De Staff training day | Task . i B 11
e : |Bunldmg a playground ﬂl ] T 0
Day Customer ?4>Save
1] ——
2.5 l OK ——Cancel | Hours  8.00
Sun Mon . :

11.6 REPORT ON BEHALF OF

If the feature “Report on behalf” of is enabled in the Global Settings, users who has the right to
share another person’s calendar may report the appointments in it and get the name of the person
who made the appointment into the database.

The report on behalf of feature works like this:

1. Select the other person's calendar

2. (Tag appointments if this is not done)

3. Click the TimeCard Reporting button in Outlook to open the Reporting dialog
4. (Make changes if necessary)
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5. Select the right name from the TimeCard user dropdown. The selected calendar owner is
shown as default.

6. Report time and expenses by clicking the OK button

[0% TimeCard Reporting 6.0.0.4 X
From To Show
|04/05/2016 | — [04/1 212016 | |Tagged appointments ﬂl D Grid
Subject Customer Task Day Hours Posted
Order rooms Mousy Productions Health and safety programTue 04/05/2016 |1 Not Posted
Book time at the ministry, Send n{OrangeTree Invest Composing instructions m\\Wed 04/06/2016 |1 Not Posted
File the papers White & Purple Developm,|Staff training day Sat 04/09/2016 1 Not Posted
Transcribe meeting notes Sparkle-Blue Cruise lines [Team meeting Sat 04/09/2016 |1 Not Posted
Book time at the ministry, Send niNapkinLine factory Building a playground Mon 04/11/2016 |1 Not Posted
Forward memos Mousy Productions New product developmeniTue 04/12/2016 |1 Not Posted
Day | Customer | Task 1
2.5 Hours 6.00
2.0 TimeCard Users
9 Rituka Rimza [~ |
2 15
&

1.0

0.5

Fﬂ Tlmecard Excel | | Print | | OK | l Cancel

for Outlook®

(Reporting for another person is possible even if the box is not checked in Global Settings, but then
no choice is shown in the Reporting dialog and the name of the logged in person will be entered
into the database instead of the calendar owner’s name.)

11.7 EXPORT TO EXCEL

The Export to Excel button produces an editable Excel sheet with data about all the appointment
listed in the TimeCard Reporting dialog, where hours (and expenses) are summarized.

for Outlook®

Fﬂ TimeCard [ yExesl | [ Pim ][ ok ][ Cancel
-

In the Personal Settings you can select which TimeCard tag the data should be grouped by and if
you should include the appointment body or not, refer to Export to Excel Options. To use this
feature you must have Microsoft Excel installed.

This Excel report is opened automatically when the button is pressed. The report is saved as
TCExcelReport.xIsx under '(My) Documents\My TimeCards'. The file can be printed for signatures,
if that is needed before the reporting.

TimeCard Workgroup V7, Administrator Manual www.bizsolutions365.com
44



www.bizsolutions365.com
http://www.kalmstrom.com/products/TimeCard/

TimeCard

for Outlook™

72 BizSolutions365

‘-ﬁ Simplify Your Business

TimeCardReport - Excel Rituka Rimza
Insert Page Layout Formulas Review View Q Tell me what you want to do
'“D 3{, Calibri Wl AR == _ - =3 General be F'E] Conditional Formatting ~ ? Insert ~+ 2. v ’27 v
Egy ~ ) | 7= $ - 9% s [[FFormat as Table - & Delete ~ - P~
Pacte o |B I U - |H: D A-|SEE=EE | BHr|gn (7 Cell Styles - (£ Format~ & ~
Clipboard & Font ] Alignment % Number ] Styles Cells Editing ~
H17 > Fe A~
1]2]3 A B [ D E -
1 |Rituka Rimza
2 |TimeCard Report
3 |Start Date End Date
4 | 4/6/2016 4/13/2016 23:59
5 |Time Reported 4/13/2016 15:25
6 |Subject Customer Task Date Hours
i é 7 |Forward memos Mousy Productions New product development 4/12/2016 8:00 1
8 Mousy Productions Total 1
é * 9 |Book time at the ministry, Send notices NapkinLine factory Building a playground 4/11/2016 15:00 1
10 | NapkinLine factory Total 1
é * 11 |Book time at the ministry, Send notices OrangeTree Invest Composing instructions manual  4/6/2016 12:00 1
12 | OrangeTree Invest Total 1
&] 13 |Transcribe meeting notes Sparkle-Blue Cruise lines Team meeting 4/9/2016 16:00 1
14 Sparkle-Blue Cruise lines Total 1
H;_‘ - 15 |File the papers White & Purple Development Co Staff training day 4/9/2016 8:00 1
16 White & Purple Development Co Total 1
[=] 17 Grand Total 5
= 1. 1 S, v
| Sheett @ 4 D
Ready P H g - ] + 100%

11.8 CUSTOMIZATION OF THE EXCEL TEMPLATE

The Excel sheet can be customized according to your own needs. When the data is exported to
Excel, make the changes you wish and save them. Then the changes will be preserved and
available for subsequent reports. You can for example:

e insert a company logo at the left top of the report
e add rows on top and bottom, but not in the default exported report area
e change colors, fonts or number format in newly added rows.

We don’t recommend inserting any columns, as they can spoil the layout of the report. In the
image above the appointments are grouped by Customer, and the box for adding max 255
characters from the appointment body has been checked in the Other Settings dialog.

11.9 PRINT REPORT

When you press the Print button the reporting period and the two panels in the Reporting dialog
will be printed.

Timecard Excel | I)Print | | OK | | Cancel

for Outlook®

11.10 SEND REPORT

When you click OK to post your report you will get a warning that the data cannot be changed
once it has been posted.
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TimeCard

You will not be able to change your reported time once you submit
them to the database!
Are you sure you want to do this?

Yes | \ No

If you decide to post your report, you are asked if you want to send another report.

TimeCard

Reporting for this period done!
Would you like to report for another period?

Yes No
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12 STATISTICS

When you press the Statistics button in the TimeCard calendar ribbon group, i —
TimeCard will create Excel reports with statistics on all reported data Each F E@ i"
time you run the statistics tool the statistics reports will be refreshed with Personal Report|Statistics
any new data. Settings

When the Statistics button is used by an administrator, statistics for all TimeCard

users will be shown.
When another user presses the Statistics button, he or she will only see his/her own statistics.
The statistics reports will be stored locally at My Document(s) >My TimeCard.

The reports themselves are the same. The only difference is what data is fetched from the
database - all data or just data for one user. Therefore, the description below will be the same for
both administrators and users.

You can use all the Excel features with these reports, so you can select to study any time period or
detail in the data.

The image below shows the first tab of the Excel workbook.

TimeCardStatistics - Excel Rituka Rimza
Insert Page Layout Formulas Review View Q Tell me what you want to do 9,_ Share
] e = £ = =
D % Calibri 111 <A A== = General [ =|.E 7 i“ fﬂlnsert > éY p
Egy ~ e _ -~ &7 Delete ~ v 4
Paste Z B I ‘Usw s | Dyie A =E==&= v $ % 9 0 0 Condmf:nal Formatas Cell 2 e Roe Sprt& Find &
- Formatting~ Table~ Styles~ [= Forma S Filter v Select ~
Clipboard & Font ] Alignment ] Number P Styles Cells Editing "
Al ¥ I A

Costs per Customer

Hours per Customer

Number of appointments per Customer
Expenses per Customer

W LN ! s W N
vVVvVVvVvy

Costs per Task
Hours per Task

Number of appointments per Task

Sr
- O

vVVvVvVvVy

~

Expenses per Task

o & ©
4

v Lrome o il o I e Bl BBl © - 3

Ready £ B mo- ] + 100%

12.1 DEFAULT REPORTS

The default reports are grouped by tag, and there are three statistics reports for each tag: Hours
per Tag, Cost per Tag and Appointments per Tag.

When the Expenses feature is enable there will be one more default report per tag. This is shown in
the image above.

You can drill down from tags to values to appointments by clicking on the plus signs. If your
organization uses category and type for the tag values, you can drill down from category to type to
tag to tag value to appointment subject.
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TimeCardStatistics - Excel Table

Insert Page Layout Formulas Data Review View Analyze Design

Q Tell me what

' TimeCard

for Outlook™

Rituka Rimza = O

g.ﬂhare

“D &’ Calibri = ‘@" % General - ,;) ,_? %”“Insert " Z " AY p
Bz - BX Delete ~ -
Paste - B I U- = &=3= E - $ 9 2 | 53 m Condltl.onal Formatas Cell oy . ¢- SFDrt& Find &
< Formatting ~ Table~ Styles - [E Format ~ Filter - Select -
Clipboard & Font ] Alignment [ Number ] Styles Cells Editing ~
Al6 = Fe Work A
| A | B c | b E | F | = H | | v | k L | M | N[+
1
vears | quarters B months B pate B
22016 Grand Total
2qtr1 aqtr2
& Mar
] B2 Task B subject Bl 12-mar 15-Mar  24-Mar  27-Mar 30-Mar
10 | = Envi al = Building a playground 1 1
11| * Planting the garden 2 3
12 |Environmental Total 1 3 a
13 | =/Long term = New product development 1 1 2 4
14 |Long term Total 1 2 4
15 | #Sodial 1 7 8
16 | ' Work 1 1 7 9
17 |Grand Total 1 1 1 1 1 1 19 25
18 | -
19 .
o BN KGN ® & \ bl
Ready i 0 -+ 0%

TimeCardStatistics - Excel

Rituka Rimza O

Insert Page Layout Formulas Data i Q Tell me what you want to do ,q_.Share
m
- - T s - 2= Insert =
Calibri " A a E: General = f_z e z p
Egy = & Delete ~ | [& )
Paste B I U F A $ 9 s Conditional Formatas Cell oy Sort & Find 8
- Formatting~ Table~ Styles~ | [ Format~ | & - pio o gelect~
Cliphoard & Font Alignment Number Styles Cells Editing ~
- ke
—— 4]
=208 b I s I = |
Commmer Comgoy v OmmoerTee v Omoeer v Smpme = -

EXl-El

[+]

3 - BN

Ready [

] M o-—t——+ &%
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Under the first tab, D1, you can find all info from the database.

TimeCardStatistics - Excel Tabl Rituka Rimza O
Inset  Pagelayout  Formulas  Data Review  View Design Q Tell me what you want to do 8 Share

.n.D g{, Calibri MYy - WiapTet General - l_:} @ i E T Ay p
Paste -% N B I U~ Hio By . A - 3= Merge & Center $ - % 1 h Condltl.onal Formatas Cell Insert Delete Format : Sort & Find &

- Formatting = Table~ Styles~ - - - i Filter = Select~
Cliphoard 1 Font =) Alignment ® Number @ Styles Cells Editing A
Al < £ | Customer

B € D F G H | 1 K

1 CustomerlﬂTask

2 |NapkinLine factory Tierl West Sales team meeting Send receipts March Saturday 3/12/2016 8:00 1 30
3 |NapkinLine factory Tierl West Planting the garden Environmental Book time at the ministry, Ser April Saturday 4/30/2016 12:00 1 30
4 |TinyBirds Industries Tierl South Health and safety program Work File the papers May Tuesday 5/3/2016 8:00 1 113
5 |NapkinLine factory Tierl West Team meeting Social Forward memos April Sunday 4/24/2016 12:00 1 30
6 Mousy Productions Tier2 West Health and safety program Work Order rooms April Tuesday 4/5/2016 11:00 1 115
7 |Sparkle-Blue Cruise lines  Tier2 South Team meeting Social Transcribe meeting notes April Saturday 4/9/2016 16:00 1 25
8 |TinyBirds Industries Tierl South Staff training day Work Forward memos April Friday 4/22/2016 8:00 1 113
9 \White & Purple Developme: Tier2 South New product development Long term Transcribe meeting notes April Friday 4/1/2016 12:00 1 138
10 | NapkinLine factory Tierl West Sales team meeting Social Forward memos April Friday 4/22/2016 13:00 1 30
11 |Chilli & Blue Inc Tierl West Staff training day Work QOrder rooms March Sunday 3/27/2016 12:00 1 113
12 Mousy Productions Tier2 West New product development Long term Transcribe meeting notes March Wednesday 3/30/2016 8:00 1 115
13 |Monkeybusiness Ltd Tierl North Team meeting Social Invoice customer May Wednesday 5/11/2016 16:00 1 37
14 |OrangeTree Invest Tier2 West New product development Long term Order invitations and distribu March Monday 3/14/2016 12:00 1 130
15 Sparkle-Blue Cruise lines  Tier2 South Composing instructions maWork File the papers April Sunday 4/24/2016 15:00 1 25
16 White & Purple Developmer Tier2 South Planting the garden Environmental File the papers March Thursday 3/24/2016 13:00 1 138
17 Sparkle-Blue Cruise lines  Tier2 South Health and safety program Work Forward memos March Tuesday 3/15/2016 8:00 1 25
18 Mousy Productions Tier2 West Sales team meeting Social Send receipts April Sunday 4/3/2016 15:00 1 115
18 Chilli & Blue Inc Tierl West Composing instructions maWork File the papers April Thursday 4/21/2016 12:00 1 113
20 |Sparkle-Blue Cruise lines  Tier2 South Planting the garden Environmental Order invitations and distribu May Tuesday 5/10/2016 9:00 1 25

3 - Bl Sl -® '

Ready B m - ] + 100%

12.2 CUSTOM REPORTS

All the standard Excel features may be used with the default reports, so it is easy to modify these
reports. If the changes are saved, the modified reports will be used instead of the default one.

To create a totally new report, open the D1 tab and insert a new pivot table. It is often best to
select a new worksheet for it. Then customize the sheet as you like before you save the report.
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Ta

Pagelayout ~ Formulas  Data  Review  View Design Q Tell me what you want
/ ] Store 4 Q
PivotTable Recommended Table |lllustrations My Add-ins Recommended PivotChart £ Line Column Win Slicer Timeline | Hyperlink =~ Text | Symbols
PivotTables M : Charts @ Map Loss T M
Add-ins Charts Tours Sparklines Filters Links -
TCData 4 % || Customer
Customer ~ | Custon « omer ( = | Task ~ | Task Type ~ | Subject ~ | Month = | Week ~ | Date ~ |Hours | v | Cost|» |«
2 |NapkinLine factory Tierl West ™~ Sales team meeting Social Send receipts March Saturday 3/12/2016 8:00 1 30
3 |NapkinLine factory Tierl West nting the garden Environmental Book time at the ministry, Ser April Saturday 4/30/2016 12:00 1 30|
4 ITinyBirds Industries Tierl South H Create PivotTable 7 X May Tuesday 5/3/2016 8:00 1 113
5 INapkinLine factory Tierl West T April Sunday 4/24/2016 12:00 1 30,
& !Mousy Productions Tier2  West | Choosethe dala thatyouwant to anaize April Tuesday 4/5/2016 11:00 1 115
7 lSparkle-Blue Cruise lines  Tier2  South F OomeeEerEne _ fotes  April  Saturday | 4/3/2016 16:00 1 25
8 [TinyBirds Industries Tierl  South 5 Iable/Range: | SRS 5 April Friday 4/22/2016 8:00 1 113
9 IWhite & Purple DevelopmerTier2  South p O Use an external data source otes  April Friday 4/1/2016 12:00 1 138
10 |NapkinLine factory Tierl West s Crigyss Connzcio April Friday 4/22/2016 13:00 1 30,
1 Chilli & Blue Inc Tierl West 5 Connection name: March Sunday 3/27/2016 12:00 1 113,
12 |Mousy Productions Tier2 West N Use this workbook's Data Model otes March Wednesday 3/30/2016 8:00 1 115
13 IMonkeybusiness Ltd Tierl North T| Choose where you want the PivotTable report to be placed May Wednesday 5/11/2016 16:00 1 37|
14 |OrangeTree Invest Tier2 West N @ NewWorksheet f distribu March Monday 3/14/2016 12:00 1 130
15 |Sparkle-Blue Cruise lines  Tier2 South q O Existing Worksheet April Sunday 4/24/2016 15:00 1 25
16 \White & Purple Developme Tier2 South A Location: 5.5 March Thursday 3/24/2016 13:00 1 138
17 |Sparkle-Blue Cruise lines  Tier2 South H Choose whether you want to analyze multiple tables March Tuesday 3/15/2016 8:00 1 25
18 IMousy Productions Tier2 West S| [] add this data to the Data Model April Sunday 4/3/2016 15:00 1 115
19 [chilli & Blue Inc Tierl West qd April Thursday 4/21/2016 12:00 1 113,
20 |sparkle-Blue Cruise lines  Tier2  South o Concel | 4 distribu May Tuesday 5/10/2016 9:00 1 25
21 |NapkinLine factory Tierl West Sales team meeting Social Forward memos May Sunday 5/8/2016 9:00 1 30/ L
- B BB B B »
point 23 tH ]

Next time you run the statistics tool, your modified or custom report will be refreshed with the new
data just like the default reports.

13 UPGRADE

Free upgrades are included in the TimeCard subscription, and we recommend users to always have
the latest — and best! - version.

13.1 ADMINISTRATOR

To upgrade, the administrator will just have to close Outlook and run the file
TimeCardAdminSetup.msi, downloaded from the TimeCard Workgroup Upgrade page. Then the
upgrade will be quick and automatic.

13.2 USER

The User installations also have to be upgraded, with the file TimeCardUserSetup.msi. This upgrade
may be performed centrally, using Active Directory. Refer to User Installation via AD.

Each user may also use the file and run it to upgrade his/her own installation.

14 SUBSCRIPTION

The evaluation period for TimeCard expires after 30 days. Then you need to start subscribing to
TimeCard and either register it or order a register free Premium copy of TimeCard to be able to
continue working with it.

There are three subscription levels, refer to the https://bizsolutions365.com/subscription/.

Support, free upgrades and an unlimited number of users within the organization are
included in all levels.
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14.1 REGISTRATION

This information is only valid for organizations with a Minimum or Medium subscribers. Premium
subscribers do not have to register their installations.

The registration is performed inside TimeCard, so there is no need to change anything once you
decide to subscribe.

The registration is performed by clicking the License button in the Global or Personal Settings.
Register with the key you have received from the bizsolutions365.com team and with an e-mail
address that has the domain of your company or organization.

No special permissions are needed, and the registration will be performed for all users. When
TimeCard has been registered, the License buttons in the settings dialogs will be hidden.

ﬁ_ Registration >

Please enter your e-mail address and your registration key
for TimeCard and click Registration.
fou need to be connected to the Intemet for this to worl:.

This version will function 17 mare days.

E-mail

| |
Registration key

(Format :: R0 )

www . bizsolutions365.com

F&I T| meCa I‘d | Registration Cancel

for Outlook™

15 SupPPORT

To use TimeCard, your organization must have a valid subscription. Free upgrades and the
bizsolutions365.com Support Services are included in all subscription levels.

15.1 CONTACT

The solutions of bizsolutions365.com are designed to be very easy to deploy, use and
manage. However, if you have any kind of problems or questions about our software, there are
several ways of contacting us:

E-mail support@bizsolutions365.com  Technical issues
sales@bizsolutions365.com General and sales issues
Telephone +91 780 600 6234
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16 REMOVE TIMECARD

Both the workgroup and the client versions of TimeCard are uninstalled from the Control Panel,
Add-Remove programs / Programs and Features.

Uninstall or change a program

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize *  Uninstall  Repair

~

MName Publisher Installed On  Size Version
:Efl_j'ﬁmeCard Workgroup Admin bizsolutions363.com 8/6/2019 583ME 7.043

[%] Universal Adb Driver Uninstall ClockworkMod 8/16/2017 ITIMB 104

[55] Update for Windows 1 Repair . Microsoft Corporation 6/24/2019 141 MEB  2.59.0.0

& VLC media player VideoLAN /1772019 12TME 224

[E5]WCF RIA Services V1.0 5P2 Microsoft Corporation 3/15/2013 921MB  4.1.61829.0
[#= Windows 10 Update Assistant Micresoft Corporation 71172019 500ME  1.4.9200.2239
[5=] Windows Setup Remediations (x64) (KB4023057) TAT2019

bizsolutions365.com Product version:  7.0.43
'ﬁ Size: 58.3 MB
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