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Module 1

Understanding the Interface






Objectives
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1.1. Logging into the System

%

# %

%

Easy Time Logs

Professional Edition

Login Information

[¥]Remember me.




1.2. Exploring the Main Screen

1.2.1. Menu
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/
Registraticn
‘a Activate license |
Change Bdibon 3
) Buy Easy Tane Logs
o $ $
o .8
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Help

‘@ Easy Time Logs Home Fage

+ Contact Technical Support

Request NHew Featue
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-
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se Solutions Inc.

Website www.easytimelogs.com

E-mail

support@easytimelogs.com

g_ Aboat Easy Tame Logs. ..

Easy Time Logs

Professional Edition
Trial period will 2xpire in 12 days

Version: 2.2.21
Database Version: 2.1.5
Trial Mode

Day(s) remaining: 12




1.2.2. Options
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1.2.3. Display Pane

%

Clients, Projects, Tasks
£% Clients list




Clinnt

Abbreviation

Emad @

Aate !

Address 1

ity 1

Region :

Country

Fostal Code 1

Fhone 1

Cantact Person 1

Deseription 1

Active 3
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2.1. Adding New Users

%

Users List

First Name Last Hame Role

Admim Admin Adminstrator

: Add $34

Add New User
First Name :
Last Hame ;|

Login

Fassword @ |

Confirm Password @

_jdue-@abr. com
Rate : ._15 | 2

Address

EMail

City ¢

Bagion @

Country

Fastal Code ; |

Fhone :
Mabile
O administrater
Roles :
@ user
Active i




# $ 3 4 %

0 1
[0} " |
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o + # #
o "
# $ "
o , Save
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Users List
QUSErs List
ﬂ:lane Doe
Q.John Doe

- . .
A Admin Admin




Editing Users
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Edit User Information
First Name
Last Mame

Login

Password :

Confirm Password :

EMail

Rate

Address :
City :

Region :
Country :
Postal Code :
Phone :

Mobile :

Roles

Active !

:|Doe

- |jd|:|e

FEEkEEE

FEEkEEE

- |jdne@abc.cnm

: [15.000

D

. O administrator

l @User

L Save J[ Cancel




Save

2.3. Deleting Users
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A

Microsoft Internet Explorer E|

‘:‘EJ Are you sure?

[ ok | [ Cancel

%






Module 3
Exploring Options
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" $ 2
3.1. Changing Settings
+
%
) $
2
Edit Options
Time Format | HH: MW V|
Date Format | DD/MM/YYYY v
Language |Eng|ish V|
Currency |$ |
Werking Hours Per Week |4U.UUU | E
Fade forms into view INI:I ._\3|

L Save “_ Cancel ]

+ %
&%
()% .8 $
, 2
, : oo
5*

Save



3.2. Modifying User Details

%

Edit Personal

First Hame : Llnhn

Last Hame : iDDB

Legln:|_ nnooe

Password : |

Confirm Passward : |

E-mail : |
Rate : |0.000 =)

ity : |

Addrass : |

Region : [

Country : |

Postal Code ¢ I

Phone : I

Mebile : |

Roles :

Betive 1

Save
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3.3. Activating License

"8

%

Activate Easy Time Logs

-

ﬁ Easy Time Logs

Professional Edition

Fegistered to: Trial Period
Maximum number of active users:
Current number of active users: 3

License file:

|[ Browse...

: :




3.4. Viewing Details of Easy Time Logs

CrRINnIT Y

“ ':‘ Enterprise Solutions Inc.

Easy Time Logs

Professional Edition

Trial period will expire in 12 days
Version: 2.2.21

Database Version: 2.1.5
Trial Mode

Day(s) remaining: 12

Website www.easytimelogs.com
E-mail

supportfeasytimelogs.com
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Adding Projects, Tasks, and Clients
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4.1.

Adding Clients

%

2 ,

&! $ 3, #

Add New Client Information

Client |.'=(YZ Corporation |

Abbreviation : |KYZ |

Email : |cuntact@xyzcurp.cum
Rate : 5000 B8

Address I

Fegion :

Country

Postal Code :

Phone :

Contact Person @

Description :

Active :

L Save ” Cancel




4.3. |Deleting Clients |

Option disabled.

)

Option disabled.

)




4.4,

Adding Projects

&

%

Add Project Information

Project : |MIS Project

Rate : 1000 EX
Start Date : |6/2/2008 @
Estimated Hours : |15[] | E
Estimated Finish Date : |T.-"2.-’2008 |@
Finizh Date : | |@'
Priority : |Nnrma| ;
Status : IDper‘l l_{'|
Description :
Active

L Save J[ Cancel ]

) % , &
L $
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®
3 0

+ % 2"20
* $
+ # #
0

Save

, { Option disabled. ]

4.5. [Editing Projects

B { Option disabled. ]

4.6. Deleting Projects | -



4.7. Adding Tasks

%
+ *
D) add Task :
Task Details
Task : iDesigmng
Rate : :'“Jﬂ 2@
Start Date : |6/2/2008 | 2®
Estimated Hours : |40 as
Estimated Finish Date = _-E-'Ea?ﬂﬂﬁ @ @
Finish Date : iG-‘EaQDﬂS u D
Prigrity lHormaI |
Status : |0pen V:
Description : :
Active :

) % 4



4.8.

4.9.

®
3 "0
+ % 2 "20
* $
+ # #
0
A Option disabled. |
Editing Tasks
A Option disabled. |

Deleting Tasks | .



4.10. Adding Time Logs

"ok "

) % a

. B )%

) & #3 24

Save

Weekly Calendar B 7/27/2008-8/2/2008 88 [

Sun, 27 Mon, 28 | Tue, 26 ‘Wed, 30 Thu, 31 Sat, 02
"'Tl X¥Z Corporation
& MIS Project
) Designing

:
&4 XvZ Corporation ircludes 2 hours overtim,

$:00 | D00:00

% $

% " - %



4.11. Editing Time Logs

%

Weekly Calendar B 7/27/2008-38/2/2008 0 [
J Sun, 27 Mon, 28 ] Tue, 25 Wed, 30 |  Th 31 J Fri, 01
ru- XYZ Corporatien
& MIS Project
L) Designing
4 ¥YZ Corperation

1:00

| @l 4dd Time Log les
&) Edit Time Log

._-_. Delete Time Lag

Save

4.12. Deleting Time Logs

%

Add Time Log

Edit Time Log

&) Delete Time Log
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Generating Reports
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5.1. Generating Time Card Summary Report

%
, % $ + / 2
: , ®
, ®
+ % e " " il o
Generate Report ] + /
) )
P I T - (L AR S 1/1 &y [Main Report w| & [ 0 [100% ¥ pusemosfects
=-Admin Admin Time Card Summary Report
#-John Doe 01/07/ 2008 - 09/ 08/ 2008
User Hours
Admin Admin 315
John Doe 50030

Total Hours: 94:45

Thank you for your SUSIness.

What are these
option? If selected, what will be
displayed in the report.




5.2. Generating Time Card Detailed Report

%

, & $

I Generate Report

" #3 24"

@ S« O F g [ 8 [meinrepon ] % #
#-admin Admin Time Card Detailed Report
# John Doe 07/01/2008 - O08/0DW 2008
Admin Admin
Client Project Task Description Category Date Hours
X¥Z Corporation  MIS Project Designing Lunch auT 0713172008 0015
¥YZ Comporation IS Project Designing Warking hours ] 07/ 28/ 2008 08:00
XYZ Corporation  MIS Project Daslgning M 07/ 2972008 09:00
KYZ Comporation KIS Project Designing Warking hours N 07 300 2008 08:00
XKYZ Corporation WIS Project Designing Nomal hours M 07/31/2008 09:00
X¥Z Comporation  MIS Project Designing Lunch ouT 07/ 28/ 2008 0030
AYZ Comporation  MIS Project Designing HMormal hours N B/ 0172008 08:00
XYZ Comporation  MIS Project Designing Lunch out 07/ 307 2008 00:30
XY Corporation WIS Project Designing Lunch auT OB/ 01/ 2008 00:30
XYZ Corporation  MIS Project Deslgning Lunch QuT 071 28/ 2008 0020
44115
John Do
Client Project Task Category Date Hours
X¥Z Corporation  MIS Project Designing Mormal + 2 howrs ¢vedime 1N 0B/ 0172008 10:00
XYZ Conporation WIS Project Designing Mormal + 2 hours oventime N 07/ 28/ 2008 10:00
XYZ Corporation  MIS Project Designing Break ouT 07/ 28/ 2008 0030
XYZ Corparation  MIS Praject Designing Marmal + 2 hours overtime N 07/ 29/ 2008 10:00
XYZ Corporation WIS Project Designing Mommal + 2 hours overtime 1M 07/ 3 2008 10:00
JVZ Corparation  MIS Project Designing MHormal + 2 hours ovedime [} 07 317 2008 10:00
50:50
Total Hours: B4:45

TRENK yOUu 10r yOUT DUSINGES.

What are these
option? If selected, what will be
displayed in the report.




5.3. Exploring Report Options

2 Export the Report - Microsoft Internet Explorer |Z||E|rg|

Export Options

Please select an Export format from the list.
| MS Word v

Enter the page range that you want to Export.
@® All

O Pages

From:| | To: | |




-2 Print the Report - Microsoft Internet Explorer |Z||E|g|

Print Options
Enter the page range that you want ta Print.
@ All
O Pages
From: | \To:| |
To Print:

1.Inthe next dialog that appears, select the "Open this file" option and click the
OK button.

2 Click the printer icon on the Acrobat Reader Menu rather than the print buttan
an your internet browser.
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Main Report |
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