TimeTiger

Reference Guide



TimeTiger: Reference Guide
Copyright © 2024 Indigo Technologies Ltd.

All rights reserved. TimeTiger® is a registered trademark of Indigo Technologies Ltd. Other trademarks in this document are properties of their
respective owners.




Table of Contents

Time tracking software your people will actually USe ............ccovviiiiiiiiiiii e viii
How this guUide iS OrgaNIZE ..........iiiiiiieieii e viii
GELLING NEIP . viii

R =7 S Lot SO PSP PPPPTPORPPPPIN 1
PICking TTEMS frOM LiSES .....ciiieiieiiii ettt 1

P oo 1 o= o[ PP PP TP 2
LOGIN OVEIVIBIW ..ottt ettt ettt e ettt e et e b e et et e e e e as 2
oo ] g = 1 (0] £ T PP PPPPTN 3

3. TO DO PAOE ettt e 4
TO DO OVEIVIBIW ..ttt ettt ettt e ettt e et et e e ettt r e e e e ab e e eeenbnaaeees 4
Tracking time With the TO DO PAJE .....ucieeii ettt 4
Parts Of the TO DO PAJE ....ueeeiii ettt et et e e a e e e enens 4
Making the most Of the TO DO PAOE ... .ccevvuneiiiii et 5

4. NEW/EIT TO DO PAOE ... ceeetieeeiet ettt ettt e et e et et e e e e et e e e e era s 6
NEW/EIt TO DO OVEIVIEW ...ttt et e e et e et e e e 6
Creating @ TO DO ITEIM ..uui e ettt 6

I o o B T 1 1 TP OUPPTR 8
LOG TIiME OVEIVIEW ...ttt ettt ettt e et e e e ettt e ettt e e e eaa e e eenens 8
LOG TIME VIS ..ottt ettt et e ettt e e et e e e et e e e b s 8
Parts of the LOG TIME PAGJE ... ettt ettt e e e 9
oo [ T 1 =X | 1T RS PP PP PPT O POPPPTOPPPPN 10
LOg TimMe COMMANGS ... .ceeiiiee ettt et ettt e e e e e e 11

B. WVIBW TIIME LOOS .. eeetneetetti ettt ettt ettt ettt e et ettt e et et e e e e e e eeeanns 13
ViIieW Time LOGS OVEIVIEW ....ceeiiiieiiiiiie ettt ettt e et e e ettt e e e e et e eeeeaa e eeees 13
ViIEW TIiME LOGS VIBWS ..ottt ettt ettt e e et e e e eaanns 13
Parts of the VIiew Time LOGS PAGE .. .ccevuuiiieiiiee ettt 14
View Time LOgS COMMENGS ......cuuueiiiiieeiiti e ettt e e e et e et e et e e e e e e ne e 15

A = (o o (= SO PSP TPPPTTTRPP 16
EXPIOIEr OVEIVIEW ...ttt ettt e et et et nb e eeaanns 16
N HBIVS ettt ettt 16
10 0 T PP PP SPPPTTPN 17
EXPIOIEr IMBNUS ...t ettt e e et e e e e eenens 18
(o (o= N T PSPPSR 19

8. PrOPEITIES VIBW ..ottt et et 20
PrOPErtiES OVEIVIEIW ......ieeiiiee ettt e et e et e e e 20

9. SNAPSNOL VIBW ...ttt ettt et ettt e s 21
SNAPSNOL OVEIVIEIW ...ttt ettt e et et e e e e e e na e e eennns 21
SNAPSNOL WOTK ...ttt e e 21
SNAPSNOL SCREAUIE ...t e 22
SNAPSNOL COSE ...ttt ettt ettt ettt et na e aaans 22

FO. PlANNEE VIBW .ottt et e et ettt e et e et e et et e e e et e e enaas 23
PLANNEr OVEIVIBIW ...eeieieiei ettt e et e et eeena s 23

L1, SEBEUS COOBS ...ttt ettt ettt ettt ettt ettt ettt e e et et e e e et e e e e nb e e e e aan s 24
SLAUS COUE OVEIVIEW ...ttt ettt ettt et e et e e et e e e e eba s 24
BUITE-IN SEAIUS COUEBS .....eeeiieeeeei ettt e e 24
CUSIOMIZING SEAEUS COUES ... eeeetieeeiti ettt ettt e et e et e e e et e e e eera e eeees 25

12. ROIE-DASEA SECUILY ...ttt ettt et e e e et e e eaa e eeees 27
Role-based SECUNtY OVEIVIEIW ........uiiiiiii e 27
ROIE PEIMISSIONS ...ttt ettt e e et e e aa e e enaes 27
RESICIEA PrOPEITIES ... et et e e et eees 29
The SEIf ROIE ... et 29




TimeTiger

DEFAUIT ROIES ...evieieii e e e e e e e e e 29
The IS RESPONSIBLE PEMISSION ....iiiiiiieiiiiiiee ettt e et e et e e et e e et eeeaen s 30
VS (= AN | 0111 P 30
Items that Require EXplicit ROI€ ASSIGNMENT ......cuuiiiiiiiiiieee e e e e e e e 30
Examples: Role-based Security in ACHON ......ccuuiiiiiiiii e 30
T 100 TSI o] o (017 | 34
PN o o0 VZ= @Y= V= Y 34
Enabling Time APPrOVal .......coouiiiiii e e 34
APPIOVal WOTKFIOW ...ouuniie e e e e e e e e e e e e e eaaees 34
(0= ox 1 o To T o o= 36
PN o 007 I o= 38
S v T o = o [ (= oo = 39
Standard REPOIS OVEIVIEW .. ..uuiiiiieii e e e e e e e e e e e e e e e et e e e e e aenaas 39
Exporting TimeTiger REPOMS t0 EXCEl ......ouiiiiiiiii i 39
B 0L oo [ = o L S 39
I 0=S 1= = = oo A 40
N =g T TS (= oo P 40
TimME t0 REVIEW REDOI ...vuiiii i e e e e e e e e et e e e e eees 41
RS T o B T ST = oo 42
ROIE ASSIGNMENES REPOIT .. ..vuiiiiiii e e e e e e et e e e e et e e e eanas 43
VaCation DaysS REPOM .......iiiiii et e e e e e e e e e e e e et e et e e aaaeeeen 44
15, CUSLOM REPDOIS ..ttt e e e e et e e e e e e e e e e e e e e e e e e e ee e es 46
CUSIOM REPOI OVEIVIEW . .coviiiiicii e eii e e et e e e e e e e e et e et e et e e et e e et e e e eeaens 46
(D= To alhaTe etV ol TN €= o o) P 47
(L0 (S (g T 1= oo A 11 o P 48
RUNNING CUSEOM TEPOIS ...eevuiiiieeie e e e e e e e e e e e e e e e et e e et e e st e e et e e et e e e eeennas 50
CUSIOM REPOIM SECUMLY ..uiiviiiiieeei e e e e e e e e e e e e s e e et e e et e e aaeeeens 50
CUSIOM REPOI TIPS ovueiiineeiieeii e e e et e e e e e e e e e et e e et e e et e e et e e et e e et e e st e eaneeaneeeen 50
N U1 (o1 - T P 51
AULOMAIHT OVEIVIBIW ...t e e et e e e et r e e e eebreeeeatnneeeentnneeeees 51
Scheduling AULOMa] .......ciiii e e e e e e eeas 51
Reviewing and Editing Scheduled REPOIS .......covviiiiiiiiii e e 52
N U100 1Y, =T o 53
20 o)) 1 54
(@ o100 SJ @Y= VT 54
GENETAl OPLIONS . oeuiiiii e e e e e e e e e e e e e et e e aaaae 54
gLl oo o [ gTo TN @ 014 o] s = 54
Optional TimMe LOG FIElAS ....ciiiiii e e 54
FOrmMatting OPLIONS .....cuieiii i ee e e e e e e e e e e e e e e et e e e e e et e e et e eraneeeees 54
RS o0 (] 0o I @ o] o] =P 55
(oo 2N 0107 @] oo o= 55
31T g o K@ o1 o] =P 55
18. QUICKBOOKS EXPOIT ...uiiiiiiiiiieii et e et e e e e e e e e s e e e et e e et e e et e e st s e e et e eannaees 56
QUICKBOOKS EXPOIt OVENVIEW ....vuiiiieiiiieiiii e ee e e e e et e e et e e e e e e e e e e et e e s et e e aaneeeens 56
QuickBooks version compatibility ..........cocouiiiiiiiiiii 56
Preparing TimeTiger for QUICKBOOKS iNtEQration ...........cocevuiiiiiieiiiieeiine e e e e e e e, 56
Exporting TimMETIger TIME LOGOS .. cvvueiiiieiiiiee e et e e e e e e e e e e e e e e e e eanas 58
Importing Time Logs into QUICKBOOKS ............coiiiiiiiiiic e 59
19. Microsoft Project SYyNChroNiZation ............cceuuieiiiiiiiii e e e e e e 60
Microsoft ProjeCt SYNC OVEIVIEW ......couuiiiiiieiiiic e e e e e e e e e e e e e eanas 60
Requirements for Microsoft ProjeCt SYNC ........ccvvuiiiiiiiiiccie e 60
Step by Step: Microsoft ProjECt SYNC ....cvvviiiii i e e e e 60
Microsoft Project Synchronization FieldS .........ccoouiiiiiiiiiii e 61
MICrOSOft ProjECE SYNC TIPS cuuuiiiiiiiiieii e e e e e e e e e e e e e e e et e e ean e eeas 62




TimeTiger




List of Figures

1.1, Picking itemS frOM TISES ... it 1
P B T [ o= o L= PSP UPPPT PN 2
I T o T B o I o= o PP IUPTIPT 4
A.1. NEW/EIT TO DO PAJE «.. ettt ettt ettt ettt ettt e et e et et e et et e e e e et aeeeebaaeeenes 6
5.1. Log Time page, SiNGIE DAY VIBW .....ccouuuiiiiiiiieiiiii ettt et et e e e 8
5.2. Log Time page, TIMESNEEL VIEW .....oouuiiiiii ittt et 9
5.3. LOG TiME COMMEINTS ....cevvuiiiitieetetti ettt ettt e e et e et e e e e e et e e e et e e e e ab e e e ene e e eenan s 11
B.1. VIEW TIME LOGS -.tueeiittieeeeti e ettt ettt ettt ettt e ettt e ettt e e et bt e e et bt e e et rb e e e eneaes 13
6.2. View Time Logs, TIMESNEEL VIEW ......oeuiiiiiieiiiee et e e 14
7.1 TIMETIQEr EXPIOIEN ...ttt ettt e e et e e e enaans 16
7.2. Choosing a View in the EXPIOTEr ..........iiiiiii e 17
8.1, PrOPEITIES VIBW ettt ettt ettt 20
9.1, SNBPSNOL VIBIW .ttt ettt e et e et e et e et e e e e e aee 21
FO.1. PlanNEr VIBW ..ottt ettt ettt e et e et et e et et e et e e e an s 23
11.1. CUStOMIZE SEAEUS COUES ... .eevtneieiii ettt ettt et ettt e et e e b 25
11.2. Modifying behaviour for INactive USEIS .........ociiiiiiiiiii e 26
13.1. L OGS PENAING FEVIEW ....eeietie ettt ettt e ettt e et e et e e et e e e ena s 35
13.2. DECHNING TOUS ..eetteetetie ettt et e et e e b n e e et e e e e s 36
13.3. Logging in to see that logs have been declined ..o 37
13.4. Reviewing the reason why [ogs were deClined ..............oviiiiiiiiiiiiiii e 38
141 TiME LOG REPOIT ..ottt e et e e et e et et e e et et reeeena e eeeees 39
14.2. TIMESNEEL REPOIT ....eteiiit et ettt ettt ettt e e et et e e e eata e e e eabaaeeeenes 40
T4.3. HEM LISt REPOIT ...ttt e e e et e e et e e e ene s 41
TA.4, TEEM LISt REPOIT ...eeietiie ettt ettt e et e et e e e ene s 42
14.5. MiSSING TiME REDPOI ...ceeitieee ittt ettt e e et e et e e et e et e et e e e enta e aaeee 43
14.6. ROIE ASSSIGNMENES REPOIT ... .ceiiiiiee ittt e e 44
14.7. Vacation DaysS REPOI ........cieeiiieieii ettt ettt et e e e eneans 44
15.1. User time by ProjeCt REDOIT .. .cceevieeiiiie ettt e e 46
15.2. User time by Project and Category REDPOI ........coeuuniiiiiiieeeeii e 46
15.3. Project Category Breakdown by Quarter REDOI .........ccouvuiiiiiiiiieiiii e 47
15.4. Creat@/Eit REPOIT ...ttt ettt ettt e et e e et e e e eata e aeees 48
15.5. Edit REPOIM FIEIA ...ooeiiiii et et e e e 49
16.1. Scheduling an AULOMaIl FEPOIT ........uuiiiiii e 51
16.2. Editing @ SCREAUIE ... .oeeeie e 52
16.3. Scheduled AULOMAEIIS .......coouieiei et 53

Vi



List of Tables

3 B o T B o T oo | o= PSPPI 5
7.1 EXPIOTEN VIBIS ...ttt ettt ettt e ettt e e et et e e et et e e et et e e et e ae e e e eenaaeeee 17
T2, FHE IMBIU et e 18
7.3, VIBW IMIENU .ottt e et e et e et e e e e 18
T4 TOOIS IMIBNU ...ttt e et e et e ettt e e et e e e b 18
7.5, REPOIMS IMBNU ...eiiieeiei ettt ettt e e e e e e e eaa e ees 18
11.1. Built-in status codes: User Group, Time Type, Client, Project, and Category ............cccoeeeeven. 24
11.2. BUIlt-iN StAEUS COUBS: TASK ..evvtueeieriieeiitii e ettt e ettt e e ettt ettt ettt e e e ea e e e e e e ennan s 24
11.3. BUIlt-iN StAEUS COUBS: USEN ....uiieiiiiiieeiiii ettt ettt et e e 24
12.1. ROIE PEIMMISSIONS ....cieitiiet ettt ettt e et e et e et et e et et a e e e et e e e era s 27
19.1. Sync from Microsoft Project 10 TIMETIGEN ....ccouuuieiiiiiieiii et 61
19.2. Sync from TimeTiger t0 MiCroSoft PrOJECE ..........uieiiriiieiiiiieeiei e 62

Vii



Time tracking software your people will
actually use

TimeTiger isatimeand project tracking system that accurately predicts project outcome, simplifies project
monitoring and removes the pain of submitting time spent. With TimeTiger you get three key benefits. It
isthese core values alongside powerful features such as Time Approval, Microsoft Project integration and
easy export to Microsoft Excel that make TimeTiger a key contributor to the success of your projects.

* Quick, painless time tracking - The only way to ensure complete, accurate entry of time information is
to make the process painless for the user. TimeTiger displays an always-available palette of individual
tasks and responsibilities on each user's desktop. All they need to do to track timeisclick on the activity
they are currently working on. It sounds simple becauseit is, and you oweit to your peopleto keep their
project tracking duties as painless as possible.

» Powerful, customizable reporting - In addition to the pre-formatted reports you would expect from any
time tracking system, TimeTiger includes a simple and powerful custom report designer that allows
you to slice and dice your time data to answer almost any real-world question you can come up with.
Find out what percentage of a project's time was spent in each phase, or whether a greater time spent
on planning translates to less time on implementation and support.

» Thetoolsto learn from your projects - As you complete one project and move to the next, TimeTiger
will give you the information you need to plan better, implement better, and learn about how your
organization does work. The combination of accurate time entry (accurate because it is easy), and
targeted, powerful reporting allows you to feed what you've learned from one project cycleinto the next,
constantly improving your process with each project you do.

How this guide is organized

Y ou can choose to consult this guide as needed or read it through from beginning to end. We have ordered
the chaptersin alogical fashion for anew TimeTiger system administrator who wantsto learn the system
in detail. The guide begins with important conceptual information about the TimeTiger System and goes
into the installation and confuguration processes required to get your system up and running. A discussion
of the important user pages and processes follows. Finally, several important administrative features and
options are detailed.

This guide is available as part of the TimeTiger Online Help system (accessible through the TimeTiger
Explorer, To Do page, or any one of many Help buttons throughout the application) as well as a full,
standalone book (or electronic book). To download this guide in electronic form, pleasevisitht t ps: //
www. ti meti ger. coni docs.

Getting help

Indigo Technol ogies offers no-chargetel ephone and email support to prospective customers and customers
with existing support contracts. If you are unable to obtain a satisfactory answer to your question online
ahttps://ww.tinetiger.conltechnical -support pleasecontact us.

e Email - <support @ ndi gol. conp

* Telephone +1-416-815-0759
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Chapter 1. Basics

Picking Items from Lists

Throughout your use of the TimeTiger system you will be asked to pick items from dropdown lists. These

lists are identified with a k=J button and clicking this button will cause the list to drop down. To pick an
item from the list, smply click onit.

Figure 1.1. Picking items from lists

; New To Do Item... - Microsoft Internet E... E@@
Ea
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To Do For
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Log Time To
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@ Task
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Category a @ Arbirter Systems
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@ Fusion Inc.
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@- InterStar
'@ Internal
@ Marathan Ltd.
@- Officer Supply Corp.
@- Qrigin Systems Group
'@ Typical Trackers
I &% Wiast Wind Tranzna r

To dismiss the list without making a selection click the small ¥ button at the top-left corner of the list

if it appears. If you do not see the ¥ button, you can simply move your mouse pointer outside of the list
to cause the list to disappear. Y our system administrator controls whether the x button is visible through
the Options page.

Some lists are arranged in a"tree" form. For example, when you are asked to pick a Task from the master
list your project manager has created, you will need to first choose a Client, then a Project, and finally
a Task. To navigate through the list click the ® button to the left of each item to expand it. Then click
directly on the name of the item you wish to choose.

If you click on anitem that you cannot choose (if the item you are asked to choose has to be of a particular
type, for example), it will expand instead, and you can try choosing one of the items underneath it.

You will only seeitemsin each list that you have permissions to see and choose. Also, an administrator
may have marked an item with a status code that hidesit from lists. If an item you expect to seein thislist
is hot present contact your TimeTiger administrator or project manager.

If thelistisparticularly long it will expand past the bottom of the browser window on your screen and you
will not be able to see items past the edge of the browser window. Use the scroll wheel on your mouse to
scroll your view down to the bottom of the list or use the down-arrow key on your keyboard.




Chapter 2. Login page

Login Overview

Youmust log intothe TimeTiger system before using TimeTiger. If you do not haveyour TimeTiger login
and password information (which may be different from your network login credentials), please contact
your TimeTiger administrator.

Figure 2.1. Login page

<3 TimeTiger Login - Microsoft Internet Explorer |'-_| |'E| E|

File Edit View Favorites Tools Help 'ﬁ'
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= {{[iistiger.com
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Before you begin...

If yvou are using TimeTiger for the first time, take a moment to confirm your Internet
browser settings. TimeTiger requires that you enable popups, cookies and JavaScript for
this web site. In Internet Explorer, simply go to Tools, Internet Options, Security, click on
Trusted Sites, click Sites and add the address of this web site.

User: DAVE
Password: [TTITIT
Language: English
Open To Do window:

| Database connection: Microsoft Access 2000 (C:\Program Files\TimeTiger 2\sample.mdb) |

W

TimeTiger logo and version - the version number of the TimeTiger system is displayed to theright of the
TimeTiger logo at the top of the Login page.

User - your TimeTiger user name. Thisfield is not case-sensitive.

Password - your password to access the system. Thisfield is case-sensitive.

Language - choose the language to use for this session if your TimeTiger application has been configured
for multiple languages. Different users can choose different languages and the same user can choose
different languages from session to session if they wish. Your browser will remember the language you

used the last time you logged into TimeTiger.

Open To Do window - check this box to open the To Do page immediately upon logging in. Y our browser
will remember your choice from the last time you logged into TimeTiger.

Database connection - displays information about the TimeTiger database to which this TimeTiger
application is connected.




Login page

Login errors

Some common login problems are described below. Unless otherwise noted, error messages appear with
ared background near the bottom of the page.

No such user - appearswhen you have typed an incorrect user namefor this specific TimeTiger application.
Check that you are accessing the correct URL (the Address indicated at the top of your browser window),
as you may be attempting to log into a completely different TimeTiger application that does not list you
as an authorized user. Also confirm that you are spelling your user name correctly (note that user names
are not case-sensitive.

Loginfailed - appearswhen you havetyped anincorrect password for the user. Check that the capitalization
of your password matches the password given to you by your system administrator.

If clicking the L ogin button simply refreshesthe page (and does not log you in or present an error message),
ensurethat your browser is configured to accept cookies. Y ou will not be abletologinto TimeTiger unless
your browser can store cookies from the TimeTiger server.




Chapter 3. To Do page

To Do Overview

Use the To Do page to track time as you work during the day.

Figure 3.1. To Do page

A To Do - DAVE - Microsof... [ZI[EI@

Welcome to TimeTiger!

To Do Time #
[ 2 {Mothing)
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[ 2 BK project planning 23639
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[ 2 Eliaz network follow-up 45:05
b Elias network consulting 1:05:50
[ 2 Eliaz network support
b Fusion databasze fix 11512 %

The To Do pageisapersonal list of al the activities you could be working on over the course of your day.
You can add and remove activities as you wish, and other TimeTiger users (such as a project manager)
can create new To Do items for you.

Tracking time with the To Do page

Tracking timeisas easy asclicking on the To Do item you are currently working on. The® clock icon will
moveto theitem you selected and thetimefor that item will start ticking up. When you switch to adifferent
activity, click on it to movethe clock over and start the timer. When you take a break and are not working
on any activity click on the (Nothing) item. The (Nothing) item does not get recorded in the time log.

Continue to track your time throughout the day by selecting each activity that you begin to work on. Y ou
do not need to do anything to stop the timer: just continueto click on activities as you start them. To make
manual adjustments to the time accumulated in a To Do item, click the » arrow to the left of the activity
and choose Set Time To... from the menu. Y ou can use this option to correct errors or add time for items
that you did not click on when you first started working on them.

At the end of your day, click the & L og Time button to log the captured time to the database and reset the
timeinthe To Do items. Do not forget to click the (Nothing) item before you leave work for the day.

Parts of the To Do page

TheTo Do pageisdesigned to stay on your desktop asyou work on your computer. This keepsthe window
easily accessibleasyou select different activitiesto track during theday. Y ou can move, resize, or minimize
the window as necessary. If you close the To Do page you can open it again from the File menu of the
TimeTiger Explorer. If you have closed all TimeTiger pages you will need to log back into TimeTiger
to bring back the To Do page.




To Do page

The To Do page tries to remember where you l€ft it on the screen so that the next time you log in to
TimeTiger it will appear in the same location. To be sure that the screen position is remembered, open the
To Do page, size and position it as you wish, then click the (Nothing) timer.

The current activity will continue to accumulate time aslong asit is selected as your current activity even
if you are not logged in to TimeTiger or your computer is disconnected from the network. Even if the
TimeTiger Server is stopped or rebooted, the current To Do item will continue to accumulate time and
when you are able to log back into TimeTiger no time will have been lost.

Thetop of the To Do page displaysablack status area. Messages and instructionsaredisplayed in thisarea.

Immediately below the status areais ablue toolbar area. Asyou move your mouse pointer over the buttons
in the toolbar, a brief description of the button will appear in the status area. These are the buttons:

Table3.1. To Do Toolbar

Button |Command Description

Menu Displays amenu of TimeTiger commands and options.

New To Do item Creates anew To Do item by opening the New/Edit To Do page.
e Log Time Logs your time to the database by opening the Log Time page. To

Do itemswith at least 1 minute of captured time will automatically
be entered onto the Log Time page for easy review and submission.

E Edit Time Opens the View Time Logs page so that you can review or edit logs
that have already been recorded in TimeTiger.

Ex Explorer Allows you to perform TimeTiger administration or reporting by
opening the Explorer page.

. Help Shows online help.

The largest part of the To Do page lists your various To Do items. The top item is aways the (Nothing)
timer, which represents time spent doing non-work activities. The other items can be added and edited
using the New/Edit To Do page.

Each To Doitemin your list hasa » arrow to the left of it. Clicking the arrow brings up a menu for the
To Do item. You can clear the time recorded for the item or set the time to any amount. Use thisfeature to
correct the timesin your To Do items before logging time for the day. This way you can take advantage
of the To Do page's ability to fill out the Log Time page automatically.

Y ou can re-order To Do items alphabetically by choosing the appropriate option in the B menu, or you
can manually drag-and-drop To Do items within your list by using the * handle.

Making the most of the To Do page

You will not always be able to click on the correct activity when you first start working on it. Back-to-
back meetings, unexpected phone calls, and just plain forgetting are all common occurences during the
work day. TimeTiger makesit easy to correct the time tracked in the To Do page and even manually enter
the times for the activities you performed during the day (if you were out of the office, for example).

Try to get into the habit of clicking the (Nothing) item when taking a break or leaving work for the day.
Thiswill save you the effort of correcting your time later.




Chapter 4. New/Edit To Do page

New/Edit To Do Overview

The New/Edit To Do page allows you to create a To Do item (for yourself or for others) or to edit an
existing To Do item.

Figure4.1. New/Edit To Do page

-3 Edit To Do Item... - Microsoft InternetE... g@

Diescription Elias network support

To Do For

(] & pave

Log Time To

9 TimeTypeE] “ Regular Hrs.
@Task E]
Categnr:.r E] Support

Work in Progress

Save || Cancel

A To Do item is something you might spend time on during your work day. It is your responsibility to
maintain your personal list of To Do items, although a project manager or another user (with appropriate
permissions) may add To Do itemsto your list.

ToDoitemsarelinked toitemsin the TimeTiger database that a project manager or a system administrator
has created. So, for example, an activity on your To Do list might be linked to a particular Client and
Project in the TimeTiger database. When you log time into the database, the time will be logged against
that Project.

Creating a To Do item

Description - type abrief, meaningful description of the activity that will makeit easy for you to recognize
inyour list of To Do activities. This does not necessarily have to be the same as the official project name,
and should first and foremost make sense to you.

The TimeTiger administrator can select whether this Description isused asthe default Description for time
log records when the Work in Progress field (see below) is blank. Thisis done from the Options page.




New/Edit To Do page

To Do For - the user for whom you are creating the To Do item. Click on thel=J button to see alist of users
for whom you have permissions to create To Do items. Y ou may only see yourself in thislist.

Log TimeTo - link thisTo Do item with itemsin the database that have been set up by a project manager or
system administrator. Y ou may leave someor al of these links empty for now, but when you log your time
to the database you will need to complete the links at that point. All time logs in the TimeTiger database
must be fully associated with the items you see in this section. If you are setting up a To Do item in a
hurry (for example, if you have just answered the phone and wish to track the time for the conversation),
you can leave this section blank and complete it later when you have more time. For help on choosing
items from these list (for example, if alist expands past the bottom of your browser window) see Picking
items from lists.

Work in Progress - use this section to describe the work you are doing on a particular To Do item during
the course of your work day. When you log time to the database this description will appear as the default
description for the work that you did (you will still be able to change it on the Log Time page, however).

Notes- typein any referenceinformation or remindersfor yourself about thisTo Do item. Thisinformation
will not appear anywhere in TimeTiger other than your To Do list so feel free to use this section in away
that is convenient to you.




Chapter 5. Log Time

Log Time Overview

Use the Log Time page to make new time log entries or modify existing entries.

Figure5.1. Log Time page, Single Day view
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Log Time Views

Y ou can choose from several views when editing time using the Log Time page. The View as dropdown
controls your current view.

» Time Log (single day) - each row in the grid represents a single time log entry for the date at the top
of the Log Time page.

» Time Log (multiple days) - each row represents a single time log. The first column of the grid on the
screen allows you to choose a different date for each log.

» Timesheet (one week) - an entire 7 day period is displayed on the page at once, with dates across the
top and the items to which time is logged down the | eft-hand side. Each entry in this grid can represent




Log Time

one or more individual time logs. You can choose the 7-day range of the timesheet using the Dates
dropdown at the top of the page.

» Timesheet (2 weeks) - an entire 14 day period is displayed on the page at once.

» Timesheet (month) - an entire month is displayed on the page at once.

Figure5.2. Log Time page, Timesheet view
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Note

When you make a change to an entry in the timesheet and that entry actually represents
multiple existing time logs in the system, TimeTiger will combine the logs that make up the
entry into a single, aggregate log. For example, if two separate time logs, each for 1 hour,
exist for Project X on a particular date, that entry will appear as a single 2 hour cell in the
timesheet view. If you then change this value to 2.5 hours in the timesheet view, TimeTiger
will combine the original time logsinto asingle, 2.5 hour time log.

Parts of the Log Time page

The Log Time page is separated into two sections. The bottom section of the page containsthe Log Time
grid, where actual time log information can be reviewed and edited. The top section allows you to control
your view of the logs and select the logs with which to work.




Log Time

View as - select the view for entering and reviewing time. As you change the view the current time logs
you see on the page will change to reflect your new settings.

Date or Dates - the date or date range for the logs on the page.

For - the user for which you will make log entries All 1ogs you make will be recorded as belonging to this

user. Click the [=J button to see alist of available users. You may only see yourself in thislist, but if you
have permission to log time on behalf of others you will be able to choose from those users as well.

Multiple Users- thischeckbox allowsyou to select adifferent user for each timelog you enter on this page.
Your choices will be limited according to your permissions in the system so you may only see yourself
inthelist of available users.

Copy blank timesheet from previous period - replaces any logsin the current timesheet period with a blank
list of items identical to those that you worked on during the previous timesheet period. You can then
assign a number of hours to each item in the list. If you worked on the same items during this period as
you did during the last period, thistimesaver can give you a head start on entering your time information.

Copy filled timesheet from previous period - replaces any logs in the current timesheet period with an
exact duplicate of the logs that you made during the previous timesheet period. If you did exactly the
same amount of work on exactly the same items as you did during the previous period, this option can
automatically enter the time for you.

The yellow area immediately above the Log Time grid provides instructions and guidance on how to
complete each grid field.

Log Time grid

The Log Time grid holds time information that can be viewed and edited provided you have sufficient
permissions to do so. Y ou can control the logs shown in the grid by using the fields at the top of the Log
Time page. Some or al of the following fields may appear in the Log Time grid, depending on the view
you have chosen and on your overall database setup.

Date - the date on which the work was performed.

Hrs. - the amount of time spent on the activity. Y ou can type time in the form hh:mm (such as 2:30 to
represent 2 hours and 30 minutes) or in tenths of an hour (such as 2.5 to represent 2 hours and 30 minutes).

Time Type, Task, Category, etc. - each log entry you make must be fully allocated towards items that have
been set up by your administrator or project manager. Choose an item for each = button you see in this
field. Clicking the (= button will present you with a list of items available to you. For help on choosing

itemsfrom thislist (for example, if the list expands past the bottom of your browser window) see Picking
items from lists.

% Complete for Task - an estimate of the portion of the Task that has been completed (by you and by
everyone else) up to and including this time log entry. When you select a Task item in the previous field,
you will automatically see the % Complete currently recorded for the Task. You can update the amount
(higher or lower) up to 100 (indicating that the Task is complete) or down to O (indicating no progress on
theTask). TimeTiger uses % Completeinformation to cal cul ate projected compl etion dates and costs. Note
that thisfield might be called % Complete for Project if your TimeTiger database does not include Tasks.

Satus/Description - a textual description of the work that you performed for this time log entry. Your
TimeTiger administrator or project manager may give you specific guidance for the level of detail
expected, but if your organization uses TimeTiger to create client invoi ces the Status/Description you enter
may be included on the invoice sent to the client.
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Log Time

Log Time commands

Totheleft of each row inthe Log Timegrid thereisan » arrow that shows a dropdown menu of available
commands to perform on that row.

* New To Do item- createsaTo Do item and adds it to your To Do list, aswell as adding the information
from the To Do item to this row of the Log Time grid.

» Remove row - removes the current row from the Log Time grid. This will not actually delete the time
log from the database: you must use the View Time Logs page to delete logs that have already been
recorded.

» Splitrow - splitsthetimelog in the current row into anumber of identical time logs, each with an equal
portion of thetotal time you havelogged. This givesyou an opportunity to specify different descriptions
for different pieces of work that you performed on the same task. This command is not available in the
Timesheet view.

Figure5.3. Log Time commands

= Log Time - Windows Internet Explorer

P
@.\- I & | http:/fwhisker:81/sample logtime. htm SIRETIR M
W & Log Time 1_‘ G- B8 g ~ |-k Page ~ i) Tools - »
A
) Log Time
b Y -

Please fully complete each row you wish to add or modify and
click Submit Changes.

‘miger. Com This page allows you to log time entries into the database.

one-click time tracking

View as E] Time log (single day)
Date (-] [12/18/2008
For E] DAVE [ muttiple users

| Enter the number of hours that vou spent on this activity and hit TAB.

. Time Type, Task, Category %2 Complete for Task Status/Description

¥ 1.5 TlmBTyp-em ¥ Regular Hrs. 0 1100 Abrirter support meetings
K
Mew To Do tem... > Arbirter Systems
Split row... Repur‘t Module
Remove row... 6 Support
Abrirter support meetingsl---J [ Client Meeting
General admin E] ¥ Regular Hrs. 0 1100 General admin
Client @Internal
Project L Operations
Task B D Operations
category [...] 2 other v
Done Ef [ @ + Trusted sites | 100% -

At the bottom of the list you will see your To Do items. Clicking on aTo Do item will fill in the row with
the information from the To Do item. Thisis a quick way of selecting items to log time against without
actually opening the To Do page.

Clicking the (=) button beside a To Do item will allow you to edit or remove that item directly from within
the Log Time page.
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The following commands appear at the bottom of the Log Time page.

Submit changes - recordsthetimelogsinthe TimeTiger database. If sometimelog entriesweretransferred
from the To Do page the corresponding To Do itemswill be reset to O time.

Cancel - cancels any additions or changes you have made on this page and returns you to the previous
page you were viewing.

Add line(s) - adds up to 9 blank rows for new log entries at the bottom of the grid. use this button to create
some blank space for yourself if you have more than afew entries to make.

12



Chapter 6. View Time Logs

View Time Logs Overview

Use the View Time Logs page to review logs recorded for itemsin the TimeTiger system. Select the item
whose logs you wish to see, then change the Explorer View to Time Logs (from the View menu of the
TimeTiger Explorer).

Y ou can use the View Time Logs page to select logs you wish to edit and transfer them onto the Log Time
page to make your changes.

Figure6.1. View TimeLogs
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Note

You will only see logs that you have permissions to view based on the roles you have been
assigned inthe system (see Role-based Security). When you arerestricted from seeing certain
logsyou will beinformed that anumber of logs could not be displayed because of insufficient
permissions.

View Time Logs Views

Y ou can choose from several views when reviewing logs using the View Time Logs page. The View as
dropdown controls your current view.
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View Time Logs

» Time Log (multiple days) - each row represents a single time log. You can select the date range for
which to view logs.

 Timesheet (one week) - aparticular 7 day period is displayed on the page at once, with dates across the
top and the items to which time is logged down the | eft-hand side. Each entry in this grid can represent
one or more individual time logs. You can choose the 7-day range of the timesheet using the Dates
dropdown at the top of the page.

 Timesheet (2 weeks) - a particular 14 day period is displayed on the page at once.

 Timesheet (month) - a particular month is displayed on the page at once.

Figure6.2. View Time Logs, Timesheet view
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Parts of the View Time Logs page

The View Time Logs page is separated into three parts. The main, middle section of the page contains
the time logs you have chosen to review. The top portion of the page is dedicated to helping you select
which logs you wish to review. A narrow row on the bottom of the page provides command buttons for
acting on the logs you have selected.
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View Time Logs

Y ou can immediately limit the logs you see on this page by clicking on an item in the |eft-hand side of the
Explorer tree. The view will refresh to show you logs for only that item and any sub-items. Y ou can select
items at any level of the tree structure on the left-side view to focus on exactly the logs you wish to see.

You can limit the date range for the logs you see by choosing a value from the Dates dropdown. If you
choose a Custom date range, click the Refresh button to refresh the list of logs on the page.

Note

Itisagood ideato restrict your view to only the logs you wish to immediately work with as
selecting alarge number of logs will Slow down the responsiveness of this page.

The Sort By list allows to you choose the order in which you would like to see time logs.

View Time Logs commands

The bottom strip of the View Time Logs page contains a set of buttons that allow you to act on the
displayed logs. If you are in the Timesheet (week) or Timesheet (2 weeks) view, clicking one of these
buttons will act on all the logs you see on the page. If you are in the Time log (multiple dates) view, you
must select individual logs to act on by clicking the Edit checkbox to the left of each log. Selected logs
will be highlighted in orange on the screen.

If you do not see checkboxes for some (or any) logs in the Edit column, you do not have sufficient
permissions to take any action on those logs.

The following commands are always available at the bottom of the page.
 Edit - transfers the selected logs to the Log Time page for editing.
» Delete - deletes selected logs from the system.

The following commands are available if your administrator has enabled Time Approval. Please see that
chapter for more details.

» Approve - approves selected logs.

» Decline - declines selected logs. You will be prompted for a reason that you are declining the logs,
which will be communicated to the user who originally submitted them.

» Mark unreviewed - marks selected logs as not having been reviewed.

Thefollowing commands are availableif your administrator has enabled Marking LogsasBilled in Billing
Options. Please see that section for more details.

» Mark as Billed - marks the selected logs as having been billed on the current date. This option lets you
selectively mark individual logsrather than marking all logsthat appear on aparticular Time Log report.

e Unmark as Billed - removes hilling information from logs previously marked as billed, either through
the Time Log report or individually from this page.

Note

Even though you are able to select logs and click the command buttons to act on them
TimeTiger may still only act on some (or none) of the logs you have selected depending on
the permissions available to you. Y ou will be informed when some of the logs you selected
were not acted upon.
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Chapter 7. Explorer

The TimeTiger Explorer is the main tool for TimeTiger administration, reporting and anaysis. The

Explorer appears when you log into TimeTiger and can also be opened by clicking the &=l button from
the To Do page.

Explorer Overview

The TimeTiger Explorer isdivided into two main areas. An item list appears on the left side of the page,
showing all itemsthat you have sufficient permissionsto see. Theright side of the Explorer showsdifferent
pages depending on what you are doing with TimeTiger and which View you have selected.

Figure7.1. TimeTiger Explorer
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< 2| £ >

Views

You can select different Views of your information from the TimeTiger View menu. If you are finished
with the page you see on theright side of the Explorer and would like to get back to the default Properties
view, choose Properties from the View menu. The following Views are available.
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Explorer

ltem

Figure 7.2. Choosing a View in the Explorer
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Table7.1. Explorer views

View Description

Snapshot Shows a summary of the schedule, cost, and work status of a particular Project or
Task. You can only see the Snapshot if you have selected a Project or Task from
the left-side tree.

Properties Displays and allows you to edit the item you have selected in the left-side tree, as
well as create, delete, copy, and move items.

Planner Shows the Project or Task inaGANTT view and allows you to see when work
was planned and actually performed.

View TimeLogs |Showsthetimelogged to the item you have selected in the |eft-side tree, and lets
you select specific time log entries to edit.

Note

If multiple languages are enabled for your application you can swap between them using the
View menu. TimeTiger remembers your last language selection for your next login.

List

The l€eft side of the Explorer page shows alist of the items in the TimeTiger database. Y ou will only see
items that you have permissions to see and choose (see Role-based Security). Also, an administrator may
have marked an item with a status code that hidesit from lists (see Status Codes). If you do not see an item
you expect to be in this list contact your TimeTiger administrator or project manager.

You can filter this list to show only items to which you are assigned in a particular role. For example, if
you only wish to see items to which you are assigned as a Project Manager, select Project Manager from
the | am assigned as dropdown. Choose Self to only show yourself in the Explorer item list.

Some items may have been marked with a status code that hides them from lists by default. Y ou can still
show these hidden items by clicking the Show hidden items checkbox at the top of theitem list.

Select aniteminthelist by clicking onit. Y ou can also expand the list to see the sub-items underneath an

item by clicking the E button. When you select an item the information displayed on the right side of the
Explorer will change depending on the View you have chosen. For moreinformation, see Explorer Views.
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Explorer Menus

The Explorer menu bar is the black bar at the top of the right side of the Explorer page. The following
menu selections are available.

Table7.2. FileMenu

Menu option Description

To Do Window... Opens the To Do page.

Log Time... Opensthe Log Time page so that you can record time entries in the database.

Exit and Log Out Logs you out of the TimeTiger system. Y ou can aso simply close all
TimeTiger windows on your desktop.

Table7.3. View Menu

Menu option Description
See Explorer Views. See Explorer Views.

Table7.4. ToolsMenu

Menu option Description

Move To Do window on | If you lose the To Do page (you have opened it but cannot seeit on your
screen screen), use this option to bring it back into your screen area. If the To Do
window appears in your Windows task bar close it first by right-clicking and
choosing Close.

Customize status Allows you to create and customize the Status Codes available on the

codes... Properties view of al the different itemsin TimeTiger.

Create/edit security Allows you to create and customize the security roles available for

roles... assignments. See Role-based Security.

Set default security Default security roleslet you grant certain permissionsto all your users

roles... without needing to make specific assignments. For example, if you want all
users to have accessto all Categories you can set up a default security role.
See Default Roles.

Options Opens the Options page for configuring the TimeTiger system for your
organization.

Service & Maintenance |A specia page that you should not use unless specifically asked to do so by
Indigo Technical Support. This pageis used for advanced diagnostics and
database customizations.

Table 7.5. ReportsMenu

Menu option Description

Create new report... Allows you to create a customized analysis report that shows your time
information in aflexible grid where you can decide what goes down the side
and what goes across the top of the grid. See Custom Reports.

Edit AutoMail Allows you to view and edit existing report schedules that you have set
schedule... up. Thisoption isonly available if AutoMail has been enabled for your
application by your system administrator. See AutoMail Overview.
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Menu option Description

TimeLog Liststhe details of the time logged to all or a specific item in the system.

Timesheet Shows time logged by a user or to an item or group of items, broken out in a
convenient weekly or monthly view.

Item List Lists the properties of items in the system.

Timeto Review Shows all usersthat are allowed to review time in the system and the number
of unreviewed or declined logs that they could approve.

Missing Time Shows all users that have not logged sufficient time (as defined by you)
within a certain period and can also send an automated email reminder to
those users.

Customreports The full list of custom reports that you have the ability to generate or edit

appears below the list of standard reports.

Explorer Tips

Y ou can have more than one TimeTiger Explorer window open at atime. For example, you could use one
window to make changes to TimeTiger items and another to generate reports. To create another Explorer
window choose New Window from your Internet browser menu or click the TimeTiger Explorer button
from the To Do page.
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Chapter 8. Properties View

Properties Overview

The Properties View isthe default view of the TimeTiger Explorer. It isdivided into two sections. The top
section displays the type and name of the item currently selected in the Explorer left-side tree, and lists
the various operations you are able to perform on the item. The bottom section lists the various pieces of
information stored about the item. This information may be split among several different "tabs’, arranged
horizontally directly above the actua fields themselves. Click on the tab to see the fields that belong to it.

The commands and tabs that you will see for each item depend on the type of item and your permissions
in the system. Information that you are authorized to view but not edit will be presented in a read-only
fashion on the page. Some information that appears for an itemin thisview is calculated based on its sub-

items and can therefore not be edited.

Figure8.1. Properties View

<3 TimeTiger Explorer - Microsoft Internet Explorer
File Edit View Favorites Tools Help

OBack - Iﬂ |El| 2y D search <7 Favorites 42 =

Address fE] hittp:/whisker:81fember fexplore him?pageid=2

BEL

w Go

I—

FILE VIEW  TOOLS REPORTS HELP

%iger ﬂbproject Line System

Create a new sub-Project

I am assigned as E] 4 Any Create a new Task

Show hidden items [ :m:gg?:gimeds

% User Groups Assign Line System

& Time Types Synchronize with Microsoft Project
. Copy Line System

E @ Clients

Move Line System
4 Arbirter Systems Delete Line System
f’é B Manufacturing

f-;) Fusion Inc.

MName Line System
Gordon Manufacturing
ié Ref 2
f’é InterStar
‘f} Internal Status E] G Active
2 Marathon Led, Created by DAVE
4 Officer Supply Corp. Created on 01/01/2006 08:00 AM

f’é Qrigin Systems Group

Modified DAVE
= ‘f} Typical Trackers by

€ Line Syem Modified on  01/01/2006 08:00 AM
¢ 5-Curve System Estimated start 01/08/2006
5 West Wind Transport Estimated end 06/15/2006

9 Categories Estimated work 6856:00

Estimated cost 655,000.00

© ses properties JRoles |

20



Chapter 9. Snapshot View

Snapshot Overview

Use the Snapshot View to instantly see vital statistics about a selected Project, sub-Project, Task or sub-
Task. The view is divided into sections for Work, Schedule, and Cost.

Figure 9.1. Snapshot View
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% Complete - the percentage of the item's Estimated Work that is complete, based on the % Complete
estimates logged by the individuals recording time against thisitem.

Note

Turn on the Show % Complete setting in Chapter 17, Options so that users can estimate %
completefor each item asthey maketimelog entries. For itemsthat do not yet have any time
logs recorded, you can manually enter a % complete estimate in the Chapter 8, Properties
View for that item.

% Estimated Hours Consumed - the proportion of the item's Estimated Work that has been consumed
based on the actual time logged for the item. This value will display zero if there is no Estimated Work

for theitem.




Snapshot View

Estimated Total Hrs. - the number of hours estimated for the item. This is the Estimated Work value on
the Properties page for the item, and sums up the Estimated Work for any sub-items.

Actual Total Hrs. - the number of hours actually logged against the item. It is the sum of al the hours
submitted in time logs for the item.

Snapshot Schedule

Estimated - the Estimated Start and End dates for the item, as entered in the Chapter 8, Properties View
for that item. If the item has sub-items, this is the summarized Estimated Start and End dates for all the
sub-items. The Duration is the number of days between the Start and End dates.

Actual - the dates of the first and last time logs made for the item. The Actual End date is not available
until the item reaches 100% complete, as recorded in the time log entry.

Forecasted - for items that have an Estimated Start and End date, and have at |east some log entries with
a % complete estimate, TimeTiger is able to extrapolate and provide a forecasted completion date based
on the current rate of progress. The forecast naturally improves as more log entries are recorded and the
% compl ete continues to climb upwards.

Under (Over) - how the actual (or forecasted, if the item is not yet at 100% complete) Start, End, and
Duration compare to their original estimates.

Note

If you see that the item is falling behind schedule you can take corrective action or simply
adjust the Estimated Start and End date. TimeTiger works best when each Estimated Start,
End, Work and Cost value represents the current reality of your Projects and Tasks. Don't
hesitate to change these values when the underlying reality changes. That will provide
TimeTiger, and your people, the best possible information for adapting and accomplishing
the plan.

Snapshot Cost

Estimated - the Estimated Cost for the item as entered in Chapter 8, Properties View . If the item has sub-
items, this is the sum of the Estimated Costs of all the sub-items.

Actual - the total cost of all time logs made to date for thisitem and all sub-items. Thisvalue is available
regardless of the % complete estimate for the item.

Forecasted - for items that have an Estimated Cost and have at |east some log entries with a % complete
estimate, TimeTiger is able to extrapolate your cost to date and provide a forecasted cost at completion
based on the current rate of progress. The forecast naturally improves as more log entries are recorded
and the % complete continues to climb upwards. When the item becomes 100% complete the Forecasted
Cost will be equal to the Actual Cost.

Under (Over) - how the Actual (or Forecasted, if the item is not yet at 100% complete) Cost compares
to the Estimated Cost.
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Chapter 10. Planner View

Planner Overview

The Planner View provides you with an instant GANTT-style view of the item selected in the Explorer
left-side tree. Y ou must select either a Project or Task, but you can select a Task at any level of a Project
structure.

The Planner View shows a blue bar representing the estimated schedule (Estimated Start and Estimated
End dates) for the each line item. A black bar shows the range within which time logs were actually made
in TimeTiger. At aglance you can see when work was done rel ative to when it was planned.

Figure 10.1. Planner View
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For best printed results, use Landscape orientation and (if using Internet Explorer), enable Tools, Internet Options, Advanced, Printing, Print background.

Done
< h >

Y ou have the option to include Estimated Hours and Actual Hours, and % Complete for each line item.
Click on the appropriate checkbox at the top of the page to refresh the display.

Your Project (or Task) timeline is automatically scaled to fit within the Planner View. This means that
shorter projects will naturally appear more "zoomed-in" than longer projects. Y ou will always see your
entire project (from the first day that work was scheduled or performed through the last day that work was
either scheduled or performed) in the Planner View.

If you wish to Print the Planner View, follow the directionsthat appear at the bottom near the Done button.

Click the Done button to return to the TimeTiger Explorer. Simply closing the Planner View will require
you to re-open the Explorer by logging into TimeTiger again or clicking the 2 button on the To Do page.
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Chapter 11. Status Codes

Status Code Overview

Every User, Client, Project, Task, and other item in TimeTiger has a Satus, such as Active or Inactive.
This Status determines how TimeTiger treatsthisitem in displays and on reports. Y ou can change the way
each status code behaves for each type of item, and even create your own status codes.

If you have sufficient permissions, you can set the Status for a particular item in the Explorer Properties

View.

Built-in Status Codes

When you first install TimeTiger the following status codes are available for each type of item.

Some of these items may actually not bein your TimeTiger database at al, depending on the
choices you made when creating your database.

Table 11.1. Built-in status codes: User Group, Time Type, Client, Project, and

Category

Status Code Description

Active Theicon for the item is displayed in full colour. New logs can be made for
the item and existing logs can be edited.

Inactive Theicon for the item is displayed in a grayed out fashion. New logs cannot
be made for the item (but existing logs can be edited).

Table 11.2. Built-in status codes: Task

Status Code Description
Active Theicon for the Task is displayed in full colour. New logs can be made
for the Task and existing logs can be edited. The Task isincluded when
synchronizing with Microsoft Project files (see Microsoft Project Sync).
Inactive Theicon for the Task is displayed in a grayed out fashion. New logs cannot

be made for the Task (but existing logs can be edited). This Task is excluded
from synchronization with Microsoft Project files.

Table 11.3. Built-in status codes; User

Status Code Description

Active Theicon for the User is displayed in full colour. New logs can be made
for the User and existing logs can be edited. The User isableto log into
TimeTiger.

Inactive Theicon for the User is displayed in a grayed out fashion. New logs cannot

be made for the User (but existing logs can be edited). The User is not able to

log into TimeTiger.
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Status Code Description
System Admin This specia status (which can be renamed but not removed from TimeTiger)
confers special rights to the User. The User is automatically granted
all permissions on all items in the system and is able to perform all
administrative and control functionsin TimeTiger.
Note

Usersset to astatus that prevents new logs from being added and preventsthem from logging
into the system do not count towards your license allocation. So, Inactive Users (by default)
do not count towards your total license usage. It is a good idea to set old Users to status
Inactive (rather than deleting them entirely) so that their time logs are preserved for future
analysis. Deleting a User will delete al logs that they have made.

Customizing status codes

Y ou can change the name and behaviour of the built in status codes (except for the System Admin status)
and create your own status codes from scratch from the Explorer Tools menu.

Figure 11.1. Customize Status Codes
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The Customize Status Codes page lists the available status codes for each item type in TimeTiger. Click
the [ button beside the status code you wish to edit or click Create New to create a new status code.
You will be able to name your status code and select the behaviours you want to confer onto items that
are set to this status.
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Figure 11.2. Modifying behaviour for Inactive Users
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Note

Only users with status System Admin can customize status codes.
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Chapter 12. Role-based Security

Role-based Security Overview

AsaTimeTiger administrator you have full control over what your Users can see and do in the TimeTiger
system. Y ou can specify which items (Clients, Projects, Tasks, etc.) Users can log timeto, modify, or even
see in the TimeTiger Explorer. Y ou control what information appears in reports for each User, and you
can even alow a User to log time on behalf of another User. This is accomplished through Role-Based
Security.

In Role-Based Security, you (asa TimeTiger administrator) assign a User to an Itemin a particular Role.
You can assign any User to any Itemin any Role.

An ltemisacClient, Project, Task, Category, User Group, or even another User. Theitems on your system
may have different names if you or another system administrator has renamed them.

A Roleissimply alist of permissions. These permissions are granted to any User assigned in that role.
You can create your own roles and name them. For example, you may have a Project Participant role
that includes permissions to log time. Any User assigned to a Project or Task in the Project Participant
role will be able to log time to that Project or Task. Y ou may also have a Project Manager role, that has
permissions to create, edit and delete Tasks and sub-Tasks. Any User assigned to a Project in the Project
Manager role will be able to manage the list of Tasks for that Project.

Y ou can assign a User to as many items as you wish in as many roles as you wish. Y ou can assign a User
to the same item in several different roles, in which case they are granted all the permissions of all the
roles in which they are assigned.

Rather than assigning individual Usersto an item in a particular role, you can assign a User Group to the
item. If aUser Group isassigned to anitem in aparticular role, every User in that User Group is considered
assigned to that item in that role.

Assigning a User to an item in a particular role automatically assigns that User to al sub-itemsin the
samerole. So, if you assign a User to a Project as a Supervisor, that User is considered to be assigned asa
Supervisor to all the Tasks and sub-Tasks of that Project. Thisway, if any Tasks or sub-Tasks are added
to the Project at alater time, the user will already be considered assigned to the new Tasks and sub-Tasks
without any additional work required on your part as the administrator.

Assigning a User to an item in any role also automatically grants that user permissions to see all parent
items of of that item.

Keeping thisin mind, you can assign usersto the itemsthat most accurately model the actual responsibility
structure at your organization and can be confident that the user will be able to see and work on related
items that they need.

Role Permissions

A role can include any combination of the following permissions:

Table 12.1. Role Per missions

Permission Description
CAN SEE User/Group seesthis Itemin lists.
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Permission Description

CAN SEE User/Group can see and report on regular properties for the [tem.

PROPERTIES

CAN EDIT User/Group can edit regular properties for the ltem.

PROPERTIES

CAN SEE User/Group can see and report on restricted properties for the Item. Implies CAN

RESTRICTED SEE PROPERTIES. See Restricted Properties, below.

PROPERTIES

CAN EDIT User/Group can edit restricted properties for the Item. Implies CAN EDIT

RESTRICTED PROPERTIES. See Restricted Properties, below.

PROPERTIES

CAN LOG User/Group can log timeto this item. Since a number of items are included in
each time log, the User/Group must have the CAN LOG permission on every item
in the time log in order to create the log.

CAN SEE OWN | User/Group can see and report on logs for the Item that are logged in their name

LOGS or that they made.

CAN EDIT OWN
LOGS

User/Group can edit/delete logs for the Item that are logged in their name or that
they made.

CAN SEE ALL User/Group can see al logs for the Item. Implies CAN SEE OWN LOGS.

LOGS

CAN EDIT ALL  |User/Group can edit/delete al logs for the Item. Implies CAN EDIT OWN LOGS.
LOGS

CAN SEE User/Group can see restricted properties, such as costs, of time logs for the Item.
RESTRICTED This permission is required in order to generate financial (cost) reports for the
LOG Item.

PROPERTIES

CAN ADD CHILD |User/Group can create a new child Item under this Item.

CAN DELETE User/Group can delete this Item.

CAN MOVE User/Group can move this Item underneath any item that they are able to create a

child item for.

CAN ASSIGN TO

User/Group can assign other Users/Groups to this Item.

ISRESPONSIBLE

User/Group is considered to be responsible for doing work on thisitem. Does
not actually restrict what the user can do, but is used to identify Users who are
actually expected to log some time to the item. Used for capacity planning and
Microsoft Project integration purposes. See The IS RESPONSIBLE Permission.

CAN APPROVE |User/Group can review and approve their own logs made for thisitem.

OWN LOGS Effectively, this means that logs are automatically approved when entered by this
User/Group. Only availableif your database has been set up for Time Approval.

CAN APPROVE |User/Group can review and approve logs made by others, but not themselves,

OTHERSLOGS |for thisitem. Typically granted to a supervisor or project manager. If you would
like this User/Group's time logged for thisitem to be automatically approved,
also grant the CAN APPROVE OWN LOGS permission. Only available if your
database has been set up for Time Approval.

CAN CHANGE User/Group can change the password of this Item. Only applies when assigned

PASSWORD to aUser/Group. Generally this permission isincluded only in the Self role (so

28




Role-based Security

Permission Description

that users can change their own passwords and system administrators can reset
passwords when necessary).

CAN PROXY User/Group can create logs on behalf of thisitem. Only applies when assigned to a
User/Group. Implies CAN LOG and CAN SEE.

CAN ASSIGN User/Group can assign this Item to others. Only applies when assigned to a User/
Group.

Restricted Properties

TimeTiger distinguishes between Regular and Restricted properties to give you control over who can see
and edit certain sensitive item properties. Y ou may want to prevent some Users from seeing cost budget
and performance information, for example, so you can set the Estimated Cost field as restricted and only
assign appropriate Users to roles that allow them to See and Edit Restricted Properties.

By default, TimeTiger only considers User cost rate information and actual time log costs as restricted.
In order to mark additional fields (such as Estimated Cost) as restricted, please send a request to
<support @ ndi gol. conr and we will provide instructions for doing so.

TimeTiger will not show the Snapshot view if the User is not allowed to see Restricted properties on that
item. Also, TimeTiger will not show valuesin the Cost of Time column on reports for items on which the
User does not have the SEE RESTRICTED PROPERTIES permission.

The Self Role

A User is always assigned to themselves in the Self role. Y ou cannot change or remove this assignment,
but you can control the permissions granted to the Self role. In thisway, you can allow (or prevent) Users
from seeing and modifying their own Propertiesinformation, for example.

The Self role cannot be removed from the TimeTiger system.

Default Roles

Role-Based Security givesyou very fine-grained control over who can see and do what on your TimeTiger
system. What if you do not need this level of control for some types of items? For example, what if you
want to automatically give al your users certain permissions on all Categories? Rather than manually
assigning all your usersto each Category, you can use Default Roles.

To use aDefault Role, simply create arole, giveit aname like Everyone and set it as the Default Role for
atype of item (Category, for example). Now, every User in TimeTiger will automatically be granted the
permissions of the Everyone roleto every Category in your system. These permissions will be granted in
addition to any permission granted by the other rolesin which they are assigned to that Category.

Each type of item can have its own Default Role, but you do not need to create a Default Role for an item
type at all. In thisway you can grant general permissions on Categories to everyone, but limit permissions
on Projects and Tasks to only those users assigned in a specific role.

Y ou create Default Roles just like any other role. Simply assign them as the Default Role for a particular
type of item in the Explorer Set default security roles page.
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The IS RESPONSIBLE Permission

Unlike the other permissions you can includein arole, the IS RESPONSIBLE permission does not allow
the User to do anything. Rather, it isan indication to TimeTiger that the assigned User is, at least partialy,
responsible for doing work on the item.

When TimeTiger knows who is responsible for each item it is possible to to generate capacity planning
reports and include resource information when synchronizing with Microsoft Project. Several different
Users should be assigned to aparticular item in roleswith the |S RESPONSIBL E permission when several
people arein fact responsible for doing work on it.

System Admins

TimeTiger System Admins are TimeTiger Users that have a status of System Admin (rather than Active
or Inactive, for example). System Admins always have full permissions (except the IS RESPONSIBLE
permission) on every itemin the system, regardless of whether they are assigned to thoseitemsin any role.

You may still assign System Adminsto items in a particular role and may wish to do so in order to grant
them the IS RESPONSIBLE permission, but System Admins will aways have al other permissions on
all items.

ltems that Require Explicit Role Assignment

TimeTiger makes it convenient to assign a User or Group to alarge number of Clients, Projects or Tasks
at once. For example, assigning auser to a Client will automatically assign that user to all the Projects that
belong to the Client and all Tasks under those Projects. But what if a particular Task should be exempted
from that cascading assignment? What if one specific Task (or a Project and all its Tasks) should only be
available to a User that has been explicitly assigned to that particular Task (or Project)?

Individual items can be excepted from inheriting role assignments from parent items (and from Default
Roles) by checking the Requires explicit role assignment checkbox on their Properties page in the
TimeTiger Explorer. Now, you can explicitly assign those items to just those Users who need access to
them. Other Userswill not be automatically assigned to checked items even if they are assigned to parent
items and Default Roles do not apply.

System Admin users still have full access to items marked with Requires explicit role assignment.

Examples: Role-based Security in Action

The following scenarios illustrate some common security challenges and how they are addressed with
Role-based Security. Rather than detailing the complete Role-based Security setup for each scenario, the
elements of the setup specific to the scenario are described. Y our Role-based Security configuration may
incorporate elements from several of these examples.

Example 1

A smaller organization where everyone works on everything, but only system administrators can create
new items and make changes to items in the system.

A singleroleis created, Everyone with the following permissions:

» CAN SEE
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« CANLOG

» CAN SEE PROPERTIES
» CAN SEE OWN LOGS
+ CAN EDIT OWN LOGS

This Everyone role is set as the Default Role for Clients, Projects, Tasks, Categories, User Groups and
Users.

Thisissimilar to the security setup of TimeTiger 1.8.

Example 2

A larger organization that organizes work into Projects. Individual Users are assigned to work on specific
Taskswithin Projects, and each Project has one or more Project Managersthat are responsiblefor assigning
work and maintaining the information for the Project and its Tasks.

Two roles are created, Project Participant and Project Manager. The Project Participant role has the
following permissions:

» CAN SEE

« CANLOG

* CAN SEE PROPERTIES

» CAN EDIT PROPERTIES

» CAN SEE OWN LOGS

» CAN EDIT OWN LOGS

* ISRESPONSIBLE

The Project Manager role has the following permissions:
» CAN SEE

e CAN SEE RESTRICTED PROPERTIES
» CAN EDIT RESTRICTED PROPERTIES
+ CANSEEALL LOGS

+ CANEDIT ALL LOGS

« CAN ASSIGN

+ CANASSIGNTO

« CAN DELETE

» CAN ADD CHILD

« CAN MOVE
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Now Users can be assigned to specific Tasks in the Project Participant role and they will be alowed to
create logs against those Tasks. Users assigned in the Project Manager role to specific Projects will be
able to make changes to the Project or its Tasks, create sub-tasks, review time logs made etc.

If aProject Manager will also beworking onaTask intheir Project, they should be assigned to that Task in
both the Project Manager and Project Participant role. By adding the Project Participant role (which has
the ISRESPONSIBLE permission), you areindicating to TimeTiger that they are responsible for actually
doing at least some of the work on that Task.

Example 3

An organization employs the services of several outside contractors, whose timeislogged into TimeTiger
by an administrative assistant at the firm.

Each contractor is added asa TimeTiger User in the User Group Contractors.
A role, Admin Assistant, is created with the following permissions:

» CAN SEE

« CANLOG

* CAN PROXY

» CAN SEEALL LOGS

« CANEDIT ALL LOGS

The individual responsible for doing the time logging is assigned to the User Group Contractors in the
role Admin Assistant.

Example 4

An organization is structured into several User Groups, with a manager in each. That manager is
responsible for reviewing and approving al time made by Users in that Group. But that manager's own
timeisreviewed and approved by a Vice-President in a separate Executives User Group.

Log Approval isfirst enabled on the TimeTiger Options page. Then, arole, Manager, is created with the
following permissions:

» CAN SEE

» CANSEEALL LOGS

*+ CAN EDIT ALL LOGS

* CAN APPROVE OTHERS LOGS

Each of the Group Managersis assigned to their own group in this Manager role. They can now approve
the time for the other Usersin that Group.

The Vice-President is assigned to each of the Group Managers in this Manager role. Now, the Vice-
President can approve the time entered by each of the Group Managers.

But who can approve the Vice-President's time? Some organi zations might wish the President to do so (in
which case the President would be assigned to the Vice-President in the Manager role), and in other cases
the Vice-President's time might be automatically approved.
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To enable this automatic approval, create an Executive Manager role with the same permissions as the
Manager role with the additional permission CAN APPROVE OWN LOGS. Assign the Vice-President to
herself in thisrole. Now, her time will be automatically approved as soon asiit is entered.
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Chapter 13. Time Approval

Approval Overview

TimeTiger incorporates an optional Time Approval workflow, giving your managers and supervisors
the opportunity to review and approve each time log entered by your users prior to displaying them on
reports or including them in calculations. Y ou can, for example, review and approve logs before monthly
invoicing, or every week prior to running weekly status reports. This additional level of verification can
help ensure that all data entered into TimeTiger is complete and correct.

TimeTiger keeps arecord of the approval status of each log (Approved, Declined, or Not Reviewed) and
maintains additional detail on who approved or declined the log and why it was declined.

Enabling Time Approval

Upon installation Time Approval isdisabled in TimeTiger. A System Admin can enable it on the Options
page. Enabling or disabling Time Approval will automatically mark each log in the system as having been
approved (i.e. approval detailswill be reset).

Give some thought to who will be approving time for each of your items. Y ou can give a particular user
the right to approve logs on any item in TimeTiger (another User, an entire User Group, or a Project,
for example) by assigning them to arole that includes the CAN APPROVE permission (see Role-based
Security). This gives you the flexibility to assign approvers to multiple different items or assign multiple
approversto the same item (in case one approver is not available and you want to assign a backup).

As soon as you have turned on Time Approval time logs will no longer appear on reports until they have
been approved or unlessyou specifically request Not Reviewed |ogswhen generating the report. Encourage
your assigned approvers to regularly approve the logs for which they are responsible in order to keep
TimeTiger reports current and accurate.

Approval Workflow

The approval process begins when a user enters logs into the system. If the user is a System Admin or
they are assigned in arole which gives them permissions to approve their own logs, the logs they entered
are automatically approved and no further action is necessary. If, on the other hand, another user needsto
approve their logs that user is notified that they have logs pending review in two ways.

First, when asupervisor logsinto TimeTiger and logs are pending review they are presented with a screen
similar to the following:
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Figure 13.1. Logs pending review
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To instantly filter the left-side Explorer tree and show only those items where you are assigned as a
supervisor, click thelink intheyellow box. Alternately, you can select Super visor fromthel am assigned
as dropdown.

Any user assigned in a supervisory capacity will see additional icons on the | eft-side Explorer treeif there
arelogsrequiring action. The following example shows a&z icon representing Not Reviewed logs for user
Jane, and (consequently) also for the Development group. A x icon would indicate that Declined logs are
present. Both asz and a x icon indicates that both Not Reviewed and Declined logs are present.

Asasupervisor for Jane you would click on her namein the Explorer and changeto View Time Logs from
the Explorer View menu. When Supervisor Approval is enabled several important additions are present
inthisview.

» Approval status filter - you can choose to show Approved, Not Reviewed, or Declined logs, or any
combination thereof. If you do not see the logs you expect to see in this view make sure all the boxes
are checked.

» Approval status colour coding - logs that have been Approved appear with a green background. Logs
that have been Declined appear with a light red background. Logs that are Not Reviewed appear with
alight gray background.

» Approval command buttons- the bottom of the View Time L ogs pageincludes commandsthat allow you
to Approve, Decline, or mark selected logs as Not Reviewed. If you are in a Timesheet view clicking
one of these buttonswill affect all logs that you see on the timesheet. In Time log (multiple dates) view
you must first select the logs you wish to act upon by marking the checkbox to the left of each log.
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Declining logs

Most of the time the review and approval process will consist of a quick once-over and a click of the
Approve button. In some cases, however, incomplete or incorrect logs must be corrected or sent back to
the person who originally made the entry.

A user with the CAN REVIEW permission can choose to correct the log themselves. They can simply
edit the timesheet or log as if they were editing their own time logs. Or they can Decline the log to send
it back to the person making the entry.

When a supervisor clicks the Decline button from the View Time Logs page they are asked to enter a
reason why the log or logs are being declined.

Figure 13.2. Declining logs
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The option to notify the user by email will only appear if the user has avalid email address
entered on their Properties page and email integration has been set up by the TimeTiger
administrator.

The next time that user logs into TimeTiger they too will receive a notification that they have logs to
review. Their Explorer tree will also show their own name as having logs that have been declined.
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Figure 13.3. Logging in to see that logs have been declined

;)

24 TimeTiger Explorer - Microsoft Internet Explorer

File Edit View Favorites Tools Help :|',.
°Bad< A > | |_] |_] ‘ "Search 7 Favorites 44 g

Address | ] https/fwhisker:81/ember fexplore. him?pageid=1 . Go

FILE VIEW  TOOLS REPORT 5 HELP

-t™ .
\m|ger Welcome to TimeTiger!

; o Getting started is easy. Click on the items on the left side of this page to start building your TimeTiger
I am assigned as E] Self | database. You can add as many items as you wish to best represent how your organization spends

Show hidden items [ ] time.

u G . . . . .
B @ UserGroups To start tracking your time, add a few To Do items in the To Do window. If vou do not see the To Do

= Development window, open it using the File menu above.
€ 1aNE X
2 Time Types

You have logs to review.
@ Clients

9 Categories Show items where you are assigned as Self.

L~

|55

To find the declined logs this user should:

Click on their own name in the Explorer left-side tree.
Change the Explorer View to View Time Logs.
Click the checkbox to include Declined logs in the view.

Optionally switch the View as dropdown to Time log (multiple dates). This will display the detailed
reason why each log was declined as well as the name of the user who declined the log.
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Figure 13.4. Reviewing the reason why logs wer e declined

G | TimeTiger Explorer - Microsoft Internet Explorer

File Edit View Favorites Tools Help ﬂ.
@Back - =] [2] % | /D search <7 Favorites 4
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- .-
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“mlger Time Logs for JANE
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h h'dj . Self Dates E] Last 14 days From 06/02/2006 To 06/15/2006
Show hidden items . .
- Show only: v Approved [ Mot reviewed # Declined
[ @ User Groups
Refresh

= Development

€ 1aNE X
i % Exported | Exported
eSS Date Logged to Status/Description
# Clients Complete on by

# Categaries 06M502006 1.0 & Development 04100
£ Jane X DAVE: Please complete
# Regular Hrs. this timesheet. Friday is
Internal miz=ing.
G Process
@ Process
Documentation
[ 06M52006 32 E& pevelopment 0/100
€ Jane X DAVE: Please complete
¢ Regular Hrs. this timesheet. Friday iz
‘é Arbirter Systems mis=ing.
G Supphy-Chain
@Testing&ﬂug Fixes b
< >
F3 S |Chec:|-ced logs: [ Approve ][ Decline ][ Mark unreviewed ] [ Delete ]

Making changes to these logs will mark them as Not Reviewed again. The next time the supervisor logs
in they will again be notified that they have Not Reviewed logs to examine and the workflow will restart.
The reason the logs were originally declined is still available, however, and the supervisor can confirm
that the required changes were made by examining their original reason for declining the logs through the
View as Time log (multiple dates) option.

Approval Tips

The Time to Review report can quickly show you where Not Reviewed timeis"hiding" in the system and
will indicate who has been assigned in arole that gives them permissions to approveit.

The Missing Time report is useful in identifying users who have not logged a certain number of hours for
the past week (or any time period). If your organization mandates a certain minimum number of hours per
week running this report prior to starting the approval process can reduce a supervisor's workload by first
pointing out (and optionally notifying) users who still need to enter additional time.
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Standard Reports Overview

TimeTiger includes several standard reportsthat allow you to review timelogs, listitemsin the system and
even obtain alist of users who have not logged sufficient time for a user-definable period. Even though
there are only afew reportsin the TimeTiger Reports menu, each report has several configurable settings
that give you flexibility in choosing exactly the information you retrieve from the system. TimeTiger also
allows you to create your own reports from scratch (See Custom Reports).

Exporting TimeTiger Reports to Excel

All TimeTiger reportsaredirectly exportableto Microsoft Excel. Rather than clicking the Gener ate button,
click Download instead. Ther eport . ht m file will be downloaded to your computer. Y ou can open
thisfile directly from from Microsoft Excel's File menu.

Time Log Report

The Time Log report lists logs entered into the system. Y ou have a broad range of controls over which
logs are included in the report and the order in which they appear. Y ou can also mark logs that appear on
this report as having been "billed" and only include unbilled logs on future reports.

Figure 14.1. TimeLog Report

A http://whisker:81/cache/sqyzydyf.htm - Microsoft Internet Explorer

File Edit View Favorites Tools Help .'.:.
32 > | | » 4 search Favorites 4 = ©
Address ’E‘l http:/fwhisker:81/cache fsqyzydyf.htm b Go Links .g‘ Canadadil
~
Time Log
Ember Consulting
06/02/2006 - 06/15/2006

r Group User Time Type Client Project Task Category
=nt KEN Regular Hrs. West Wind Transport Fleet Card System Development & Testing Testing & Bug Fixes

STEVE Regular Hrs. Elias ideo Conferencing Get Equipment Research & Learning
=nt DAVE Regular Hrs. Arbirter Systems Supply-Chain Development Development
=nt GENE Regular Hrs. Arbirter Systems Supply-Chain Development Development
=nt JANE Regular Hrs. Internal Process Process Documentation

STEVE Regular Hrs. Internal HR Managing Documentation
m Team 51 Regular Hrs. Typical Trackers Line System Production Enviro Design & Specificatio
m Team 52 Regular Hrs. Typical Trackers Line System Production Enviro Support
m Team 53 Regular Hrs. Typical Trackers Line System Production Enviro Development
m Team Al Regular Hrs. Typical Trackers Line System Tech Spec Document Design & Specificatio
m Team D1 Regular Hrs. Typical Trackers Line System User Acceptance test Documentation
m Team D2 Regular Hrs. Typical Trackers Line System User Acceptance test Marketing
m Team D3 Regular Hrs. Typical Trackers Line System User Acceptance test Marketing
m Team 51 Regular Hrs. Typical Trackers Line System Deployment plan Internal Mtg. & Proj.
m Team Al Regular Hrs. Typical Trackers Line System Deployment plan Research & Learning
m Team 51 Regular Hrs. Typical Trackers Line System Copy to production Other
m Team Tl Regular Hrs. Typical Trackers Line System Production test Rollout Planning &
m Team Al Regular Hrs. Typical Trackers Line System Production test Research & Learning
m Team Al Regular Hrs. Typical Trackers Line System Release Internal Mtg. & Proj.
=nt JANE Regular Hrs. West Wind Transport Fleet Card System Development & Testing Testing & Bug Fixes

STEVE Regular Hrs. Internal Process Process Documentation .
< >
&] Done ‘vj Local intranet
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Timesheet Report

The Timesheet report shows you aweek or month of timelogs organized in atimesheet-style view. Unlike
traditional timesheetsyou are not limited to generating the timesheet for aparticular User. Y ou can instead
generate the timesheet for a Project, for example, and break it down by User to see all the Users who
have been working on a particular Project for the period. Or generate the timesheet for a Category and
break it down by Project to see how much time has been going into a particular Category of work across
your Projects.

Figure 14.2. Timesheet Report

<3 http://whisker:81/cache/pjdwswpk.htm - Microsoft Internet Explorer |:”§|E|
Eile Edit Wew Favorites Toolz Help 'l,;'
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Development: Monthly Timesheet
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1|2|3|4|5|6 |7 (8|9 |10|11|12|13|14(15|16|17|18|19|20|21|22|253(24(25|26|27 |28 (29|30
Enterprise System 4.8 3.1 9.4 29 4.7 5.6 31.5
Line System 12,8 19.C 23.f 55.2
RElrnutE 0.8 2.7 3.5 5.2 6.7 18.9
Supply-Chain 5.0/ 4.0 13.4 4.0 6.0/ 4.0 &6.0| 6.0 48.0
eCommerce 12 0.6 13.1
Sl..lm;'l'lﬂ]f ) 4.817.2 4.0 3.1 13.£ 2.7 7.5|12.¢ 9.4 11.z2 4.0 35.€ 6.6 4.7 5.6 23.£ 166.8
< >
ﬁ:l Done ":g Local infranet

Item List Report

The Item List report shows a hierarchical list of any type of item in the TimeTiger system. Y ou can use
this report to generate list of all your Users, for example, or only Users that belong to a particular User
Group. Y ou can optionally include the total number of hours logged to each item on this report.
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Figure 14.3. Item List Report
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0001-00000000331 Client Arbirter Systems
0001-00000000543 Project Report Module Active SYSTEM 01/01/2006
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0001-00000000658 Project Accounting Prototype Project Active SYSTEM 01/01/2006
0001-00000000497 Project FTP analysis Active SYSTEM 01/01/2006
0001-00000000520  Project RD Project Manager - Spec Active SYSTEM 01/01/2006
0001-00000000355 Client Elias =
0001-00000000566 Project MNetwork consulting Active SYSTEM 01/01/2006
0001-00000000589 Project Video Conferencing Active SYSTEM 01/01/2006
0001-00000000367 Client Fusion Inc.
0001-00000000612 Project Database Fix Active SYSTEM 01/01/2006
0001-00000000635 Project Web Site Cleanup Active SYSTEM 01/01/2006
0001-00000000379 Client Gordon Manufacturing
0001-00000000980  Project Accounting Prototype Project Active SYSTEM 01/01/2006
0001-00000000681  Project Enterprise System Design Active SYSTEM 01/01/2006
0001-00000000704 Project ODBCLink Pilot Project Active SYSTEM 01/01/2006
0001-00000000727 Project Ongoing Support Active SYSTEM 01/01/2006
0001-00000000403 Client InterStar
0001-00000000911  Project Infrastructure Document Active SYSTEM 01/01/2006
0001-00000000334 Project Network Assesment Active SYSTEM 01/01/2006 -
T - = _ . i IR Y s M
&) Done % | ocal intranet

Time to Review Report

Use the Time to Review report to remind supervisors that they have time logs to review in order to keep
the TimeTiger data current and accurate.

This report lists all Users in the system that are assigned to any item in arole that gives them the CAN
REVIEW permission. Beside each User's name you will see a count of currently Not Reviewed logs that
they have the ability to review and approve. Also, beside each User the report shows the number of logs
that are marked as Declined and that were Declined by that particular User. See Time Approval.
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Figure 14.4. Item List Report
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Missing Time Report

The Missing Time Report shows you a list of users that have entered less than your indicated minimum
number of hours over the date range that you specify. You can use this report to quickly identify users
who have not logged any time for the past week, for example. If your system administrator has enabled
email integration you can automatically send a reminder note to Users with avalid email address.
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Figure 14.5. Missing Time Report
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Development
DAVE Davec@indigol.com 16.0
GENE 20.0 -
THERESA theresal@indigol.com 0.0
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ej Done ‘_:g Local intranet

Role Assignments Report

The Role Assignments Report lists all users and the items to which they are assigned, as well astherole
in which they are assigned. This report is useful for planning and fine-tuning the Role-Based Security
configuration of your application (see Role-based Security). Exporting this report to Microsoft Excel (see
Export to Excel) allows you to sort and filter the columns based on the items you wish to review. Y ou can
also usethe Item List report to view role assignments made for specific items.
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Figure 14.6. Role Asssignments Report
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Al Typical Trackers.Line System Team.Al Self
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BRIAN Officer Supply Corp..BRIAN Self
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D2 Typical Trackers.Line System Team.D2 Self
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Vacation Days Report

Figure 14.7. Vacation Days Report

Vacation Days Analysis as of 08/31/2012
Ember Consulting
01/01/2011 - 12/31/2011

Name Eligible Da{Taken Day{Scheduled |Remaining

Marketing
CHRIS 15.00 11.50 0.00 3.50
JASON 10.00 7.50 0.00 2.50
SAMPLE 0.00 0.00 0.00 0.00
STEVE 10.00 9.50 0.00 0.50
|TC|-tE|I of Marketing 35.00 28.50 0.00 6.50

TheVacation Daysreport showsan annual summary of thetotal number of days (and half-days) of vacation
that a user took compared with the number of days allotted to them.

To take advantage of TimeTiger's simplified Vacation Tracking feature, first assign each of your usersan
annual vacation allotment in days. Thisis done on the Properties page of each User.
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Now create a Task (or Project, if your TimeTiger configuration does not include Tasks) to represent
vacation time. You can name this task whatever you wish, but instruct your users to log their vacation
days under this Task.

Note

It is common to include a single Client called "Internal" or something similar to represent
work done within the organization that is not tied to a particular customer or revenue-
producing Project. Thisis agood place to create the vacation Task.

In the TimeTiger Options page, choose this Task under the Vacation Tracking section. If you wish to track
half-days of vacation, indicate the cutoff number of hours that represent a half-day taken.

You can now generate the Vacation Days report and see how many days each User has taken vs. their
annua allotment.

Note

This report only makes sense when generated for afull year, and as TimeTiger only stores
the most current vacation allotment for each User, you will probably only want to generate
this report for the current or previous year.
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Custom Report Overview

TimeTiger providesaflexible custom report designer which allowsyou to slice and dice your time and cost
information in unlimited ways. To help understand a custom report, consider a grid of time information.
Each cell in the grid represents an amount of time that was entered into TimeTiger. But on this grid, you

decide what goes across the top and down the side.

For example, you can put Users across the top of the grid and Projects down the side. You now have a

breakdown of time spent by each User on each Project.

Figure 15.1. User time by Project Report

User time by Project
Ember Consulting

06,/15/2006
User Name] CHRIS | JANE [ 1ason STEVE Total |
Project Name
HR 0.2 0.2
Operations 0.7 0.8 1.5
Process 1.0 1.0
Remote Administration 3.6 3.6
Supply-Chain 3.2 3.2
Total 0.7 7.8 0.8 0.2 9.5
Y ou can add afurther breakdown by Category within each Project.
Figure 15.2. User time by Project and Category Report
User time by Project/Category
Ember Consulting
06/15/2006
User Name] CHRIZ | JANE JASON STEVE Total |
Project Name Category Name
HR Research & Learning 0.2 0.2
Cperations Internal Mtg. & Proj. Mgt. 0.7 0.7
Other 0.3 0.8
Process Documentation 1.0 1.0
Remote Administration Testing & Bug Fixes 3.6 3.6
Supply-Chain Testing & Bug Fixes 3.2 3.2
Total 0.7 7.8 0.8 0.2 9.5

Rather than looking at thisinformation by User, we could choose quarters of the current year instead.
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Figure 15.3. Project Category Breakdown by Quarter Report

Project/Category time by Quarter
Ember Consulting
01/01/2006 - 12/31/2006

Y ou can group by almost any piece of information in the TimeTiger system, and can create breakdowns of
cost information as well. TimeTiger's custom reporting mechanism can help answer almost any question
you have about your organization's time usage.

Designing custom reports

Custom reports can be created by any user by choosing the Create new report... command from the
Explorer Reports menu.

The Create/Edit Report page allows you to name the report and choose the fields that will appear. You
can also set Custom Report Security options.

Some report options, such as date range, are set when you actually generate the report. This gives you the
flexiblity to re-use the same report for your weekly, monthly, or annual analysis, for example.

47

Quarter] Q1 | Q2 [ Qz | Q4 Total
Project Name Category Name
Accounting Prototype Project Client Meeting 16.2 16.2
Design & Specification 22.5 22.5
Development 10.5 10.5
Documentation 38.0 38.0
Internal Mtg. & Proj. Mgt. 8.6 B.6
Other 1.5 1.5
Research & Learning 37.7 37.7
Accounting System Development 9.8 9.8
Research & Learning 5.0 5.0
Testing & Bug Fixes 6.4 6.4
Brochure Internal Mtg. & Proj. Mgt. 1.5 1.5
Other 12.6 12.6
Cold Calling Client Meeting 5.4 5.4
Marketing 5.3 0.4 5.7
Other 0.5 0.5
Contact Management Dewvelopment 9.7 9.7
Research & Learning 5.4 5.4
Testing & Bug Fixes 5.6 5.6
Database Fix Development 18.0 18.0
Rollout Planning & Execution 2.0 2.0
Testing & Bug Fixes 7.0 7.0
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Figure 15.4. Create/Edit Report
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Report Securr i
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@ Time Types
¥ Clients Pick report fields Fields groups across the top:
@ Categories
Think of vour report as a grid filled -
with time-worked information, | Quarter
where you can pick the fields that
appear along the left side of the -
grid and across the top. The time- Add field
worked information in the grid will
be grouped by the fields you
choose.
Field groups down the left side: Fields inside the grid:
1 Project Name ] # of Logs
Catego F i
2 Namg ry Time Worked
" ] Cost of Time
Add field
[ Submit changes ] [ Cancel ]
v
< F S >

Report Name - the unique name and description of the report. Each report in TimeTiger must have aunique
name.

Owner - the user who created the report or has been given responsibility for maintaining the report.
Custom Report Security - controls who can see and make changes to the report.

Field groups across the top/down the left side - the fields that make up the structure of the report and
control the categorization that takes place. An unlimited number of fields can be added to the report, but
simpler reports are generally easier to read and interpret. Click Add field to add afield to the report. If
no fields are added across the top or down the left side TimeTiger will provide a genera total rather than
breaking the time down.

Fields inside the grid - your report is not limited to holding the total time worked inside each grid cell.
Y ou can also include the number of time logs that compose the total, as well as the total cost of the time
inside the cell (based on the cost rate of the Users who performed the work).

Custom report fields

Prior to adding fieldsto your custom report give some thought to the final result you are trying to achieve.
Each field you add gives you numerous display and filtering options and if you have your fina goal in
mind your report creation process will be faster and easier.
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Figure 15.5. Edit Report Field

e http:{/whisker:81/?pageid=1 - Add Report Field - Windows Internet Explorer Q@E
Ly
Add Report Field

Select the data field to appear in the report and choose options for that field.

Choose the data field E] Category.Name

Field caption to display Category Name

Limit the number of Category levels to display F

Display summary totals for this field

Show hidden items ||

Pick items to include [-..] specific items I will select
4

All
Only items with logs
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|_ Marketing

(& Other

|— Providing Training

|— Research & Learning

|_ Rollout Planning B Execution
[~ {2 sales & Proposal

|— Support

[~ Testing & Bug Fixes

[ Submit changes ][ Cancel ]

Choosethedatafield - where datafor thisfield will bedrawn. Thiscould beafield from an Item'sProperties
(such asits Name or Reference #), or it could be a date component (such as Quarter or Weekday).

Field caption to display - the caption to display for thisfield at thetop of thereport. TimeTiger will suggest
a caption based on the data field you have selected but you can change it here.

Limit the number of levelsto display - if you areincluding datafor an Item that might have sub-1tems (such
as Task), you can choose to roll-up data on the report to a specific depth. For example, if you do not want
3 levels of sub-Tasks on the report but want everything summarized to the top-level Task, enter 1.

Display summary totals for this field - whether sub-total rows/columns should be added for this field in
the report. By default, TimeTiger will only display summary totals for the top level field on the report (to
keep the report clean and easy to read).

Show hidden items - available when you have chosen to only include specific items you select on the report
(see Pick items to include below). Allows you to include items in the selection list that would normally
be hidden because of their status code. For example, Inactive users would typically not be available to
include unless this option is checked.

Pick itemsto include - by default TimeTiger will only include Items on reports that have time logsin the

date range you specify when running the report. If you wish to include all Items, or only certain specific
Items, change this option.

Note

If you wish to explicitly include a particular sub-Item you must also include al parent Items
of the same type. So, when including a sub-Task, be sure to include the parent Task as well.

49



Custom Reports

Running custom reports

To run acustom report select it from the Explorer Reports menu and review your report options. Y ou can
specify adate range for your report and, if you are using Time Approval aso limit the logs you see based
on their approval status. You can also mark logs that appear on the report as having been billed, so that
they are not generated on future billing reports.

Custom Report Security

Custom Report Security allows you to choose who can see and run a particular report, and who can make
changes to the report. The following options are available:

» Anyone can run and change this report

» Anyone can run this report but only the owner and administrators can change it

» Only the owner and administrators can run and change this report

¢ Only the owner can run and change this report

Thelist of available security options can be further limited through the Options page.

The Report Owner is the person who originally created the report. That person, or anyone else who can
modify the report, can re-assign ownership of the report to another User.

Note

Even if a user is authorized to run a particular report TimeTiger will strictly limit the
information that user sees on the report based on their permissions in the system (see Role-
based Security). Because of this, different users may see different dataeven though they have
generated the same report.

Custom Report Tips

Design your report in your mind or on paper before building it in TimeTiger. The excercise of thinking
through your objectives will help you create a simpler and more informative report in TimeTiger.

Build your report afield at atime and generate the report often during your build process to confirm that
TimeTiger isdisplaying theinformation you expect. A common mistakeistrying to build acomplex report
all at once and then troubleshooting the final result when the report does not appear as you expected.
Building up your report field by field will alert you to potential problems earlier.
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AutoMail Overview

TimeTiger can automatically email any report, including custom reports, to selected users on a schedule
you define.

AutoMalil is a powerful tool that can help boost the effectiveness of TimeTiger by automatically routing
relevant time and project metrics to the individuals that most need the data. Consider using AutoMail for
the following purposes:

* Persona Timesheets can be emailed to users on adaily or weekly basisto show how they are spending
their own time (and encourage them to enter compl ete data into TimeTiger).

« A monthly Time Log report can be generated for each billable project (optionally along with a
QuickBooks export file) to help automate your billing process.

» The Missing Time report can be scheduled every week to provide TimeTiger administrators with an
overview of who has not been entering dataand to automatically email thoseindividual swith areminder.

» Project costing reports can be sent to executive management every quarter to provide a high-level
overview of where the organization is allocating its resources.

There are many other possible uses for AutoMail. Give some thought to the information you and your
organization can use from TimeTiger and schedule it to appear automatically in your inbox.

Note

Prior to seeing the AutoMail scheduling options, AutoMail must be enabled for your
TimeTiger application. If you do not seethe AutoMail scheduling option for your application,
please contact Indigo technical support to have the feature enabled.

Scheduling AutoMail

Any report can be scheduled as an AutoMail. When setting report options (for standard reports) or on the
report generation page (for custom reports), click the Schedule AutoMail button.

Figure 16.1. Scheduling an AutoMail report

FILE VIEW  TOOLS REPORTS HELP

See a current snapshot of planned and actual performance of this item and direct sub-itemns.

Date [..] [03/02/2009

Generate ] | Schedule AutoMail k‘l

You can then specify the schedule and distribution list for your report. Reports can be emailed daily,
weekly, or monthly and on a specific day of the week or month.
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Note

All AutoMail reports for a TimeTiger application are emailed at the same time of day. This
timeistypically set early in the morning and can be changed by request by contacting Indigo
Technical Support. Itisagood ideato set thisat alow-usagetime so that potentially intensive
or time consuming reports do not slow down TimeTiger for your other users.

Figure 16.2. Editing a schedule

FILE VIEW TOOLS REPORTS HELP

See a current snapshot of planned and actual performance of this itern and direct sub-items.

You can set a schedule so that this report is automatically generated and e-mailed to the users you specify, Make
sure you have set each user's e-mail address in TimeTiger.

Repart Mame Earned Yalue: Status Detail
Autamatically e-mail report Every E] Single E] Friday of [:J Every week

Recipients El v & pevelopment
€ ApmIn
v € pave
6 JanE
€ KEM
€ THERESA
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When choosing users for your distribution list, choose only users that have avalid email address assigned
on the User Properties page. Also, you must have already configured an email server in the TimeTiger
Setup and Configuration console. Thisisaready set up for you if you use TimeTiger Online.

Y ou can have TimeTiger AutoMail reports delivered to any user in TimeTiger that you can normally seein
the TimeTiger Explorer and that hasavalid email address. Note, however, that userswho receive the same
AutoMail report may till see different data appearing on that report, subject to their own permissionsin
TimeTiger. Just as with all TimeTiger reports, the ability to generate a report does not necessarily mean
you can see everything on that report. To avoid confusion about why users see different versions of the
samereport, carefully assign rolesand permissions so that everyone hasthe correct access. See Role-based
Security for more information.

Reviewing and Editing Scheduled Reports

Y ou can always see the AutoMail reports you have scheduled in TimeTiger Explorer > Reports > Edit
AutoMail schedule. Thiswill show thelist of AutoMails you have personally scheduled.

Note

Thelist of scheduled AutoMail reportsisindividua to each user in TimeTiger, and can only
be viewed and modified by that user. If you delete a user from TimeTiger, their scheduled
AutoMail reports will be removed as well.
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Figure 16.3. Scheduled AutoMails
FILE VIEW TOOLS REPORTS HELP

These are the reports you have scheduled to be automatically e-mailed. You can edit or remove reports on this page.
To add a new AutoMail report, click the Schedule button on the appropriate report generation page.
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[:J Monthly time log report Every 1st Day of Every month Mone
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The schedule and settings of any report can be modified, or the AutoMail removed entirely, by clicking
the [=J button.

AutoMail Tips

AutoMail is agreat way to automate information distribution in TimeTiger and should be considered for

any report you plan on running more than once. Resist the temptation, however, to AutoMail everything
asthis can desensitize your recipients to the information you provide.

Each email message sent by TimeTiger includes the username of the TimeTiger user who created the

AutoMail. Messages are sent in HTML format, and aso include an attachment version of the report that
can be opened directly from Microsoft Excel with all formatting intact.
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Chapter 17. Options

Options Overview

The Options page, accessible from the Explorer Tools menu, allows the System Admin to configure
application-specific settings for the current application.

Most changesto TimeTiger options take effect immediately but some changes will not become evident to
users until the next time they log into TimeTiger.

General Options

Organization Name - the name of your company or organization. This name appears at the top of all
TimeTiger reports.

Keep dropdown menus on screen until Close button is clicked - this checkbox determines whether
dropdown menus and lists are "sticky." Sticky lists stay on the screen until the user clicks the x, whereas
normal lists will disappear as soon as the user's mouse pointer moves outside of them.

Time Logging Options

Show % Complete - determines whether the % Complete field is displayed on the Log Time page and
in reports.

Use To Do item description when logging time if Work in Progressis blank - when logging timefor aTo
Doitemthat hastextinitsWork in Progress field TimeTiger will automatically use that text as the default
Status/Description on the Log Time page. If thereis no Work in Progress, check this box to use the actual
name of the To Do item as the default description for the time log.

Lock timelogs made prior to - when this box is checked and adateis specified TimeTiger will prevent the
modification or deletion of any logs made prior to this date, even by a System Admin. Thisisagood way
to lock down periods (fiscal years or months) and prevent inadvertent changes to historical data.

Note

If an item is deleted from the system that item's logs will be deleted as well, even if some
of those logs fall inside the locked out period. Consider marking the item as I nactive rather
than deleting it entirely (See Status Codes).

Optional Time Log Fields

Y ou can add up to 3 additional fieldsto be displayed to the user when entering their time. Y ou can specify
rules that determine what type of information can be entered into these fields and provide instructions
shown to users for each optional field.

Formatting Options

Date Format - choose the way in which you would like TimeTiger dates displayed.

Date Separator - choose the character that separates numbersin the date.
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For example, the default Month, Day, Year format and default separator '/* will show June 23, 2006 as
6/23/2006. Changing the separator to '-' will make the date appear as 6-23-2006. Further changing the
order to Year, Month, Day will show the date as 2006-06-23.

Reporting Options

Display Durations As - choose the number of decimal places to display on TimeTiger reports. Because
TimeTiger calculates and rounds each cell of areport separately rounding errors can occassionally cause
totals and sub-totals in reports to vary slightly from the actual sum of the column or row. Increasing this
setting to 2 decimal places reduces these variations.

Allow users to make their reports public - uncheck this box to prevent users from using the Anyone can
run and change this report and Anyone can run this report but only the owner and administrators can
change it security optionsfor custom reports. This can prevent the needless clogging of everyone's report
lists by users forgetting to mark their own personal reports as owner-only. See Custom Report Security.

Log Approval Options

Enables or disablesthe TimeTiger approval workflow. See Time Approval.

Billing Options

Allow logs to be marked as billed - determines whether TimeTiger tracks the billing status of each log.
Checking this box enables the Mark as Billed dropdown on some reports, and allows you to filter reports
based on the billing status of logs.

The remaining Billing Options are related to TimeTiger's QuickBooks integration features and are
described in QuickBooks Options.
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Chapter 18. QuickBooks Export

QuickBooks Export Overview

TimeTiger can export time logs to Intuit QuickBooks to make billing and invoicing easy. If you prefer,
you can use TimeTiger in place of the Timer application (provided with some versions of QuickBooks)
so that your entire organization can track and export their time.

Before taking advantage of QuickBooks integration you must first prepare your TimeTiger database and
ensure that the names of certain key itemsin TimeTiger are matched with their corresponding QuickBooks
items. After this has been done, you can periodically run the Time Log report and generate a QuickBooks
I1F Export file at the same time. Y ou then import that |1F file into QuickBooks to prepare for billing.

TimeTiger can keep track of the logs that you have exported so that you only export new time logs each
time you run the process. For example, once you export time logs for this month you will not export the
same logs when you run the procedure next month.

QuickBooks version compatibility

The export file created by TimeTiger is compatible with QuickBooks Pro 2003 and later.

Preparing TimeTiger for QuickBooks
Integration

In order to take advantage of QuickBooks export from TimeTiger, you must take anumber of preparatory
steps.

Ensure that Clients and Categories are in your TimeTiger
database

TimeTiger Clients are exported as QuickBooks Customers and TimeTiger Categories are linked to
QuickBooks Service Items and Activity Types, so your TimeTiger database must have the ability to hold
Clients and Categories. If you do not see Clients and Categories in your Explorer |eft-side tree, please
contact <suppor t @ ndi gol. con® for assistance in modifying your database.

Ensure that Projects are in your database if you wish to
use Customer:Job in QuickBooks (optional)

If you use the additional level of detail provided by QuickBooks to separate Customers into various Jobs
and you want TimeTiger to export its Projects as QuickBooks Jobs, you must have TimeTiger Projects
in your TimeTiger database. If you do not see Projects in your TimeTiger Explorer (they will usually be
under Clients), please contact <support @ ndi gol. con® for assistance in modifying your database.

Ensure that Time Types are in your database if you wish
to use different QuickBooks Payroll Item types (optional)

If you use multiple Payroll Items in QuickBooks you can link TimeTiger Time Types to different
QuickBooks Payrall Items. This requires your TimeTiger database to hold Time Types. If you do not see
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QuickBooks Export

Time Typesin your TimeTiger Explorer, please contact <suppor t @ ndi gol. con® for assistancein
modifying your database.

Note

You do not need Time Types in your TimeTiger database if you use a single QuickBooks
Payroll Item for all your time.

Match up your QuickBooks Customer (and Job) names
with TimeTiger Client (and Project) names

You should create or rename your TimeTiger Clients so that they match up with your QuickBooks
customer list. The names must be exactly the same in order to allow you to export logs from TimeTiger
to QuickBooks.

If you use Jobs in QuickBooks and want to export TimeTiger Projects as QuickBooks Jobs, also make
sure that the names of your TimeTiger Projects match up with your QuickBooks Jobs.

Note

If you export time logs that are assigned to Clients (or other items) that are not in your
QuickBooks customer list you will receive an error when you attempt to import the I1F
file. You should try to keep the TimeTiger items matched up with QuickBooks items as
closely as possible. For example, when creating a new Customer in QuickBooks, create the
corresponding Client in TimeTiger at the sametime.

Match up your QuickBooks Activity Classes and Service
ltems with TimeTiger Categories

TimeTiger lets you match up your Categories with QuickBooks Activity Classes and Service Items. Go
into each of your TimeTiger Categories in the TimeTiger Explorer Properties View and choose the
QuickBookstab. Enter the QuickBooks Activity Classand Serviceltem for each of your Categories. Make
sure that the spellings match the QuickBooks items exactly.

Note

You can assign several different TimeTiger Categories to the same QuickBooks Activity
Class and/or Service Item, and even assign all of your Categories to the same Activity Class
and/or Service Item.

Match up your QuickBooks Payroll Items with TimeTiger
Time Types

If you use different QuickBooks payroll items you can link them to your TimeTiger Time Types. Go
into each of your TimeTiger Time Types in the TimeTiger Explorer Properties View and choose the
QuickBooks tab. Enter the QuickBooks Payroll Item for each of your Time Types. Make sure that the
spellings match the QuickBooks items exactly.
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Match up your QuickBooks employees with TimeTiger
User names

TimeTiger uses the Full Name field in the User Properties page to link your users to QuickBooks
employees. Go through each of your users and ensure that their Full Nameis assigned to the exact spelling
of the QuickBooks Employee Name.

Turn on TimeTiger Billing features

Whilelogged in as a TimeTiger System Admin, go to TimeTiger Explorer, Tools, Options.

In the Billing section, check Allow logsto be marked asbilled. This option is not required to allow you
to export logs to QuickBooks but can help ensure that each log is only exported once.

For QuickBooks Customer:Job, choose whether you want to link only your TimeTiger Clients to
QuickBooks Customers, or if you want to link both your Clients and Projects to QuickBooks Customers
and Jobs.

For QuickBooks Payroll 1tem, choose whether you want your TimeTiger Time Types to determine the
QuickBooks Payroll Item for your logs or if you wish to use a single, specific Payroll Item for all logs
exported from TimeTiger. If you do not use QuickBooks Payroll Items at all, choose Use a specific, fixed
Payroll Item for all logs and leave it blank.

Submit your changes.

Exporting TimeTiger Time Logs

Thekey to the QuickBooksexport processisthe TimeL og report. Onceyou have prepared your TimeTiger
database to integrate with QuickBooks you can run the Time L og report as often as you wish to transfer
logs from TimeTiger to QuickBooks.

When you are ready to export TimeTiger logs to QuickBooks, choose Reports, Time Log from the
TimeTiger Explorer.

Choose the date range that you wish to export. If you want to export al Time Logs that have not yet been
exported, choose All.

If you want to export logs for a specific Client or Project, for example, check For a specific item and
pick theitem for the export.

The Group and Sort By option will determine the sequence in which your logs will be exported to
QuickBooks. By default, logs are exported in chronological (date) order.

For Mark asBilled, choose Display unmarked logs and mark them asbilled. Once TimeTiger creates
your export fileit will mark all logs that appear on the report as billed and will not include them on future
exports.

Check Create QuickBooks Import (11F) file.
Click Generate.

Y our report will pop up in aseparate window. In the main TimeTiger Explorer window, click Download
QuickBooks Import (I1F) File.
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Save the file timelog.iif to a convenient place on your hard drive. Thisisthe file that you will import into
QuickBooks.

Importing Time Logs into QuickBooks

After downloading thetimelog.iif file, open the QuickBooks application. From the QuickBooks File menu,
choose Import, I F Files....

Select the timel og.iif file you exported from TimeTiger.
Once the file has been imported proceed with your QuickBooks billing as you would normally.
Note
The QuickBooks commands and procedures may vary dightly for different

versions of QuickBooks. Please consult your QuickBooks documentation or contact
<support @ ndi gol. con® for further help.
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Chapter 19. Microsoft Project
Synchronization

TimeTiger can integrate with Microsoft Project and synchronize a TimeTiger Project with a Microsoft
Project schedule.

Microsoft Project Sync Overview

Synchronizing with Microsoft Project lets you take advantage of Project's excellent scheduling and
planning facilities to map out your project plan and then use TimeTiger's powerful tracking and analysis
features to keep your project on track as it proceeds. You can plan in Microsoft Project and track in
TimeTiger.

Once you have created your plan in Microsoft Project and imported it into TimeTiger, your users track
their time against the tasks you defined in your schedule. Y ou can (optionally) sync periodically to keep
your Microsoft Project file updated with the current tasksin TimeTiger. Y ou can even add tasksto either
TimeTiger or your Microsoft Project plan and sync periodically to update both TimeTiger and Project
with the most recent changes.

Requirements for Microsoft Project Sync

TimeTiger can synchronize with Microsoft Project 2003 Professional (and later) files saved in XML
format. Currently TimeTiger does not integrate with earlier versions of Microsoft Project and does not
integrate with Microsoft Project Server or Project Central.

To take advantage of Microsoft Project synchronization, your TimeTiger database must have been created
with Projects and Tasks. If you do not see Projects and Tasksin your Explorer left-side tree, please contact
<support @ ndi gol. con® for assistance in modifying your database.

Note

If your TimeTiger deployment has been customized for you, Projects and Tasks may have
been renamed to something specific to your organization (for example, Work Orders or
Cases). In this situation you will still be able to synchronize with Microsoft Project.

Step by Step: Microsoft Project Sync

Create your project schedulein Microsoft Project. If you assign resources at this point use the same names
for your resources as your TimeTiger User Names. If your Microsft Project names match exactly with
your TimeTiger User Names the synchronization process will automatically create To Do items for the
tasks assigned to each user.

From Microsoft Project, choose File, Save As... and change the Save as Type to XML Format. Name
your project plan (it will be saved with a.xml extension rather than the typical .mpp extension).

Note

TimeTiger only understands Microsoft Project files saved using the .xml file type and cannot
directly integrate with Microsoft Project files with the .mpp extension.

In the TimeTiger Explorer, create a new Project but do not add any Tasks to it. Click on the Project you
have created to select it. On the right-side of the TimeTiger Explorer, click Synchronize with Micr osoft
Proj ect.
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Click the Browse button and select the file you saved from Microsoft Project (with the .xml extension).
Click the Synchronize button.

In a moment you will be informed that TimeTiger has reviewed your Microsoft Project file and is ready
to perform the synchronization. Click the Synchronize button and wait for a few moments.

This next step isimportant if you wish to periodically synchronize your Microsoft Project plan with the
TimeTiger Project. When you are told that You are almost finished you must click Download Micr osoft
Project XML File. When asked where you would like to save thefile, navigate to the location where you
originally put your .xml fileand select it to overwriteit with thefilefrom TimeTiger. Y ouwill bereplacing
the .xml file from Microsoft Project with the file from TimeTiger.

Note

If this is a one-time import from Microsoft Project and you will not be synchronizing the
plan with TimeTiger as it changes you do not need to click Download Microsoft Project
XML File.

You can now click Finished downloading file. Your complete project plan will appear on the left-side
of the TimeTiger Explorer and your TimeTiger users will automatically receive To Do items for tasks
to which they have been assigned (provided their TimeTiger user name matches their Microsoft Project
resource name).

You can start tracking time to your TimeTiger tasks and can continue working with the project plan in
Microsoft Project. Make sure that you open the .xml file you downloaded from TimeTiger and make
changesto that .xml file (and not some previous version of the plan you may have saved in .mpp format).
Continue saving your plan by choosing Microsoft Project's File, Save As... command and choosing
the .xml file format. When you are ready to re-synchronize with TimeTiger simply follow this procedure

again.

Y ou can synchronize as often asyou like and it isagood ideato synchronize whenever major changes have
taken place in either the Microsoft Project plan or in the TimeTiger Project. Be sure to continue saving
over the same .xml file in Microsoft Project and do not forget to download overtop of the same .xml file
from TimeTiger. This will ensure that both Microsoft Project and TimeTiger are always looking at the
latest view of your project and are communicating the correct, complete changes with every sync.

Microsoft Project Synchronization Fields

This section describes the fields that are transferred from Microsoft Project to TimeTiger, and vice-versa,
during async. TimeTiger Task information is updated from Microsoft Project when anew task is added to
the Microsoft Project plan or the plan is changed after the last sync and after the particular task has been
last modified in TimeTiger. Microsoft Project task information is updated from TimeTiger when a new
Task is added to the TimeTiger Project or when a TimeTiger Task has been changed after the last sync
occurred and after the Microsoft Project file was last modified.

Table 19.1. Sync from Microsoft Project to TimeTiger

Microsoft Project field TimeTiger field
Name Name

Start date Estimated Start
Finish date Estimated End
Work Estimated Work
Cost Estimated Cost
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Microsoft Project field TimeTiger field

WBS WBS Code

Table 19.2. Sync from TimeTiger to Microsoft Project

TimeTiger field Microsoft Project field

Estimated Work Work, Regular Work, Work Variance

% Complete Percent Complete, Percent Work Complete,
Physical Percent Complete

Estimated Cost Cogt, Fixed Cost

Estimated Start Start date, Early Start, Late Start

Estimated End Finish date, Early Finish, Late Finish

Estimated End - Estimated Start Duration

Estimated Work less % Complete Remaining Duration, Remaining Work

Microsoft Project Sync Tips

If you plan on keeping your Microsoft Project plan updated by periodically syncing after the initial
TimeTiger import, try to sync fairly often. Also, try to make project plan changes in either TimeTiger or
Microsoft Project but not both. Although TimeTiger will try its best to reconcile changes made in either
Microsoft Project or TimeTiger it will have an easier time if changes to the plan are made in one system
or the other.
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