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Welcome to Timelive
The Industry Standard in Web based Timesheet management tools

About Timelive:

TimelLive is a web-based, timesheet management application that provides Timesheet Control and
Project Management for workgroups of any size or complexity. With TimeLive you can record time and
expenses quickly and easily at any time, from anywhere with Internet access. Once submitted,
Timesheets and Expenses are automatically forwarded to the appropriate supervisor or manager for
approval. Additionally, reports can be generated to track data such as project costs, client billing,
utilization, and time off.

Unlike traditional PC applications or client-server applications, the only software that is required on
each user's PC is a standard Javascript-enabled web browser.

http://www.livetecs.com

Notices:

Copyright © 2006, Livetecs. All Rights Reserved. Livetecs ®, the Livetecs logo, TimeLive Timesheet™,
and the other graphics, logos, and service names are trademarks and service marks of Livetecs. All
other product names, service names and company names are the property and/or trademarks of their
respective owners.

All rights, title and interest in and to the Software, and any Updates or New Releases thereto or
derivative works thereof, including without limitation all intellectual property and other industrial and
proprietary rights, at all times remain the exclusive property of Livetecs or Livetecs’s licensors. The
license granted does not constitute a sale of the Software, or any portion or copy thereof.

Livetecs provides this document "as is" and without warranty of any kind, whether express or implied,
to the full extent permitted under applicable law, the company specifically disclaims the implied
warranties of merchantability, fitness for a particular purpose, title, and infringement. Livetecs does
not guarantee the accuracy, timeliness, or completeness of any information in this document or the
results of your use of this document.


http://www.livetecs.com/
http://www.livetecs.com/




Installation For On-Premises Version

Timelive Installation Types:

TimelLive is available from Livetecs in a variety of installations:

On-Demand/Cloud-Based (Hosted) implementation:

The Cloud version of TimeLive is implemented on servers managed by Livetecs. The application is
available to users through the Internet, using a web address provided by Livetecs or through the
Customer Login section of the TimeLive website which can be access any place of the world with
internet access. By signing up for the Cloud version, you are saved from overhead of purchasing and
maintaining application and database servers. For more details, Please Click Here.

1. Free Version up to 3 users with 3 Projects:
The Hosted Free Version is designed to assist user in evaluating the application as well as it is
ideal for small companies to benefit from this powerful robust application. It is limited to 3
users and 3 Projects but enables unlimited use. Any data entered in the Free Version can be
migrated to the full version. For Trial & Free Cloud-based Version, Click Here.

2. Full Version:
The full Cloud-based version is provided when user are ready to purchase and implement
TimeLive for use in organization. It supports unlimited number of users (depending on
Purchase Plan), Projects and tasks. For Pricing, please Click Here. To Sign up Click Here.

On-Premises installation:

With standard installer, Administrator can install and manage the Timelive application and database
within the organization. It is installed using a file provided by Livetecs and Application is available for
users through network. For more details, please Click Here.

There are two types of standard installations available:

1. Free Version up to 3 users with 3 Projects:
The free version is designed to assist user in evaluating the application as well as it is ideal for
small companies to benefit from this powerful, robust application. The simplified installation
process allows user to install it on their local computer. It is limited to 3 users and 3 Projects
but enables unlimited use. Any data entered in the Free Version can be migrated to the full
version any time. For Free On-Premises Application, Click Here.

2. Full Version:
The full version is provided when user is ready to purchase and implement TimeLive for use in
the organization. It is installed on a local server. It supports unlimited number of users
(depending on Purchase Plan), Projects and tasks. For Pricing, please Click Here. To download
On-Premises Application, Click Here.

For information on evaluating or purchasing either type of TimeLive Application, visit our
website at Livetecs.com, contact us through Live Chat or e-mail us on sales@livetecs.com

System requirements (On-Premises version):


http://www.livetecs.com/online-timesheet/
https://timelive.livetecs.com/Home/AccountAdd.aspx
http://www.livetecs.com/on-demand-pricing/
https://timelive.livetecs.com/Home/AccountAdd.aspx
http://www.livetecs.com/on-premises/
http://www.livetecs.com/download/
http://www.livetecs.com/on-premises-pricing/
http://www.livetecs.com/download/
http://www.livetecs.com/

The sections that follow provide the system requirements for each type of TimeLive installation.

Standard Full Version:

Below are the requirements for the full version of the standard (non-hosted) installation, which
requires an application server, a database platform, and client machines.

Server Requirements

The server on which TimelLive is installed must meet the following requirements.
Operating System (Any)

Windows 2000 with Service Pack 4

Windows XP Professional with Service Pack 2 or higher (32bit / 64bit)
Windows Server 2003 (32bit / 64bit)

Windows Vista (32bit / 64bit)

Windows Server 2008

Windows 7 (service pack 1)

Windows Server 2012 (R1/R2)

Windows 8.1 (32bit / 64bit)

Windows 10 (32bit / 64bit)

Minimum Hardware Requirement:

Pentium III, 800 MHz Processor
512 MB of RAM

1 GB of hard disk free space
SMTP-compliant E-mail server

Recommended Hardware:

Pentium IV, 1.4 GHz Processor or higher
2 GB of RAM or more

10 GB of hard disk space or more
SMTP-compliant E-mail Server

Software (higher is better)

Microsoft Windows Installer 3.1 (Built-in)

Microsoft .NET Framework 4.0 (Built-in)

Microsoft Data Access Components (MDAC) 2.8 (Built-in)

Microsoft SQL Server 2008 Express Edition (Built-in)

Optional: Microsoft Internet Information Services (IIS) 5.0 (built-in in operating
system). TimeLive setup automatically install TimeLive internal web server (Cassini),
in case if IIS will not available on system where TimeLive is being installed.

Web Server requirements for different OS:



Operating System Web Server

Windows 10 (32 bit and 64 bit) Microsoft IIS 7.0
Windows 7 (32 bit and 64 bit) Microsoft IIS 7.0
\Windows Vista (32 bit and 64 bit) Microsoft 1I1S 7.0
Windows Server 2003 (32 bit and 64 bit) Microsoft 1IS 6.0

Windows Server 2008 (R1,R2) (32 bit and 64 bit)|Microsoft 1IS 7.0

Windows XP Professional (32 bit and 64 bit) Microsoft 11S 5.1

\Windows 2000 (32 bit and 64 bit) Microsoft 1IS 5.0

Database Requirements:

TimeLive requires any of the following database platforms be installed, either on the TimeLive server
or on a server accessible by TimelLive.

e Microsoft SQL Server 2012
e Microsoft SQL Server 2008
e Microsoft SQL Server 2005

e Microsoft SQL Server 2008 Express Edition (included in TimeLive Installer). It can be disabled
by selecting [Custom] installation during installation.

e Microsoft SQL Server 2000 (MSDE and Server both)

Client Requirements:

Each computer being used to access the TimeLive system must have

Operating System (Any one) :

e Windows 9x

e Windows NT

e Windows 2000
e Windows XP

e Windows 2003
e Windows Vista
e Windows 7

e Windows 8.1



Windows 10

Macintosh OS X

Linux workstations and UNIX terminals running X Windows
Windows Server 2008

Windows Server 2012

Minimum Hardware Requirement (Higher is better):

Pentium III, 450 MHz processor
256 MB RAM
Monitor resolution (1024 x 768)

Software (Latest is better):

On Windows-based systems, Application may require any one of the following,

Microsoft Edge

Google Chrome (Version 31.0)

Safari (Version 7.1)

Microsoft Internet Explorer (Version 7.0)
Mozilla Firefox (Version 33.0)

Installing Web Server (IIS)

Installing Web Server (IIS) on Windows XP:

Installing IS on Windows XP Pro:

1.

If you are running Windows XP Professional on your computer you can install Microsoft's web
server, Internet Information Server 5.1 (IIS) for free from the Windows XP Pro installation CD
and configure it to run on your system by following the instructions below: -

Place the Windows XP Professional CD-Rom into your CD-Rom Drive.

Open 'Add/Remove Windows Components' found in 'Add/Remove Programs' in the
'Control Panel'

Place a tick in the check box for 'Internet Information Services (IIS)' leaving all the default
installation settings intact.



world Wide Web Service ] x|

To add or remove a component, click the check box. A shaded box means that only part
of the component will be installed. To see what's included in a component, click Details.

Subcomponents of World Wide Web Service:

0.0MB

O Ca Remaote Administration [HTML) 5.7MB

O [:a Remote Desktop Web Connection 0.4 MB

[ [#] Server Side Includes 0.0 MB
0DOMB T

[] [»]WebDaY Publishing
(v 8 wWorld Wide Web Service 1.9M8 )]

Description:  Allow ASP files. Active Server Pages is always installed.

Total disk space required: 29MB
Space available on disk: 24331.2 MB

| DK I Cancel

4. Click OK to start IIS installation.
Installing Web Server (IIS) on Windows Vista:

Installing IIS on Windows Vista:

1. In Windows Vista, open Control Panel and then click Programs and Features.
2. In the right pane, click Turn Windows features on or off.
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The Windows Features dialog box opens.

Select the Internet Information Services check box.

Double-click (or expand) Web Management Tools, double-click IIS 6 Management
Compatibility, and then select the IIS 6 Metabase and IIS 6 Configuration
Compatibility check box.

6. Double-click (or expand) World Wide Web Services, double-click Application
Development Features, and then select the ASP.NET check box.

AW

The related options that are necessary for Web application development will automatically be
selected.
7. Click OK to start the ASP.NET installation process.




(3] Windows Features

Turn Windows features on or off

To turn a feature on, select its check box. To turn a feature off, clear its check box. A filled
box means that only part of the feature is turned on.

[] 1, ActiveX Installer Service
| Games
Fl¥ Indexing Service
.. Internet Explorer Access
., Internet Information Services

=v| |, Web Management Tools

M 1IS 6 Management Compatibility
i

, IIS Management Console
cripts and Tools
| IS Management Service
@ [¥] . World Wide Web Services
|, Microsoft .NET Framework 3.0
[ 1, Microsoft Message Queue (MSMQ) Server
[@ | Print Services
. Remote Differential Compression
[] |, Removable Storage Management
[] |, RIP Listener
=

o - 4 LN

Installing Web Server (IIS) on Windows Server 2003 (32 bit &
64bit):

Installing IS on Windows Server 2003:

Click Start, point to Settings, and click Control Panel
Double-click Add or Remove Programs.

Click Add/Remove Windows Components.

Double-click Application Server.

Check if ASP.NET check box is selected. If not selected, select it.



Windows Components Wizard

Windows Components
You can add or remove components of Windows.

To add or remoye a component, chick the checkbox A shaded box means that only
part of the component will be installed. To see what's included in a component, click
Details.

Components: Application Server B3 I;

¥ Z)Accessories and Utities T add of remove a component, cick the check box. A shaded box means that only part
[] & Active Direc{ay Services of!hecom)onemwlbenstaled To see what's included in & component, click Details.

t @ Appication Serv Snbgonponem oprpica!mSewer
v & Cemﬂcde Serwces -

lﬂ Apphication Sen
“ Distibe tedd File Sustem & g\) ASP.NET
Description: Includes ASPNET, v @ Enable network COM+ access 0.0MB
Apphcation ServerC i) 34 nable network DTC access 0.0MB
Total disk space required: ¥ T Intemet Information Services (IS) 27.4MB
Apace aveade caRc 18107 s Message Queuing 7.0MB
Description:  Microsoft Management Console Snap-in for the Application Server
<B administrative interface.
Total disk space required: 29MB

Space available on disk: 117658 MB

I 0K l Cancel

Enabling Web Server Extensions for ASP.Net 2-Windows Server 2003 (32 bit and
64 bit):

e C(lick Start, point to Settings-> Control Panel, double-click the Administrative Tools and then
double-click the Internet Information Services Manager. The Internet Information Services
window is displayed

e Expand Web service Extensions.

e If ASP.NET is enabled, 'ASP.NET v2.0.50727"' appears on right side. If the status is 'Prohibited'
then select 'ASP.NET v2.0.50727"' and click on 'Allow' button. Without these changes, the
application will not work as desired.



¥ Internet Information Services (11S) Manager
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et Application Pools ¥ Al Unknown CGI Extensions Prohibited
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Properties %8 ASP.NET v2.0.50727 Alowed
(38 BITS Server Extensions Alowed
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Tasks 3 FrontPage Server Extensions 2002  Allowed
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Installing Web Server (IIS) on Windows Server 2008 (32 bit &
64bit)

IIS on Windows Server 2008:

IIS 7.0 is one of the Windows Server 2008 Server Roles. IIS can be installed through the GUI using
the new Server Manager interface after the Windows Server 2008 OS is installed.
Server Manager provides a single dashboard to install or uninstall Server Roles and Features. It also
gives an overview of all currently installed Roles and Features. When IIS 7.0 is chosen from the Server
Manager, the basic components and services needed for IIS are automatically selected.
Installing IIS 7.0 on Windows Server 2008 is a little different from installing IIS 6.0, but it’s still pretty
straightforward using Server Manager.
You can install IIS via Server Manager found in:

e Start Menu - Server Manager (it can also be found under: Start Menu - Administrative Tools -

Server Manager)
e Select the "r;Add Roles” under Roles



e Select “r;Web Server (IIS)” on the Server Roles page:

Add Roles Wizard

ﬁ Select Server Roles

Befare You Begn

Select one or more roles to install on this server.

Roles: Description:

Web Server (115) [ Active Directoey CertFicate Services !ﬂ&!&ﬂ;ﬂ\dml b :’:We,
Role Services [ Active Directory Domain Services m SR ARG

[ Active Directery Federation Sarvices

Corfirmation | Active Directory Lightweaight Directory Services

Prograss [ Active Dwectory Rights Management Services

Results [ Applcation Server

[ oHCP Server

[ ons Server

[ Fax Server

[ Fie Servicas

[ matwork Policy and Access Services

[ Print Services

[ Terminal Services

[} oot Services

[ Windows Deplayment Services
[ windows SharePoint Services

< Prévious “ Next > I insa| ] Cancel I

e Choose the IIS Services to be installed. In this case ASP.NET is to be installed. Select the
services required by your applications:




Add Roles Wizard

<]

ﬁi Select Role Services
Bafore Yeu Bagin Selisct the role services to install for Web Server (I15):
Server Roles Role sarvices: Descoption:
T ASP NET provides a server side
isedatnned o I— ‘.‘ieb i = mgwmmumxa
= [ Commen HTTP Festures for bulidng Web stes and Web
[¥] static Corvent sppkcations using managed code.
| Defauk Document ASP.NET i not siply a new version
[¥] Directory Bromsing of ASP. Having besn entirely re-
[¥, HTTP Errars architected to provide a hghly
[] HTTP Redrection productive programming experiente
= based on the .NET Framework,
= @ aticn Development ASPNET provides a robust
Bl ASP.NET nfrastructure for builking web
[V NET Extensbity _| pnlcatiors,
[ ase
[ car
[ 15AP1 Extensions
[V 154P1 Fiters
[ Server Sida Includes
=] [ Heaith and Diagnostics
[V HTTP Loggng
[ Logging Took
[ mequest Moritce
[ Tracng
S iy ]|
lgen shouk voba sardcas
< Previous " Next > I Irstal ] Carcel I

When choosing the above services, you might be prompted with a warning to install some
required services for the selection above, if the services are not already installed:

Add Roles Wizard E3 I

s " Add role services required for ASP.NET?
- =
You cannot install ASP.NET unless the required role services are also installed.
Role Services: Description:
(= ‘Web Server (IS) Web Server [11S] provides a teliable,
=] Web Server manageable, and scalable Web applcation
N oEXe infrastructure.
= Application Development
ISAPI Extensions
ISAPI Filters
NET Extensibiity
Add Required Role Sesvices | Cancel |
Ci:) Why are these role services required?
4

IIS 7.0 is now installed with a default configuration for hosting ASP.NET on your Windows
Server 2008:



hadroieswzara S
lﬁ"‘ Installation Results
g |

Before You Bagin
The foliowing roles, role services, of features were installed successfuly:

Server Roles

wWeb Server (115) ~ Web Server (11S) 4 Installation succeeded =
Rale Services The fallowing role services were nstaled:
; Web Server

Confimation Common HTTP Features

Progress Stadc Content

Defauk Document
Diractory Browsing
HTTP Errors
Appication Development
ASPNET
NET Extersbity
1SAP] Extersions
ISAPI Filters
Heakh and Diagnostics
HTTP Logging
Request Monior
Seounty
Request Flerng
Parformance
Static Content Compression
Mananerment Tanls :J

Brint, e-madl, or save the installation report

Installing TimelLive on local server:

To install the local version of Timelive:

vk

TimeLive installer automatically install [SQL Server 2008 Express Database] engine during
standard installation. SQL Server 2008 Express can be remove from installation by choosing
"Custom"” installation in feature selection dialog box.

If [SQL Express 2008 Express Database] is not selected in installation, TimeLive then first
show a "TimeLive database setup page" which allows to create and setup TimeLive database on
any standard SQL Server 2000, 2005, 2008 server which are already running in organization. This
setup page creates new TimelLive database with all necessary tables and default data.

TimeLive automatically install its own internal web server (Cassini), if there is no IIS already
available on system where TimeLive is being installed.

Download the free version of TimeLive from Livetecs website, and save it to your local computer.
Double click on TimeLive installation file to launch TimelLive Setup Wizard. When the TimeLiveWeb
- Installshield Wizard window displays, select the [Next] button.



Welcome to the InstallShield Wizard for
TimeLiveWeb

The InstallShield(R) Wizard will install TimeLiveWeb on your
computer. To continue, dick Next.

WARNING: This program is protected by copyright law and
international treaties.

1

(us)

[ Next > ‘] [ Cancel ]

3. Read the license agreement. If you agree to its terms, select the [I accept the terms of the
license agreement] radio button, and then select the Next button.

l?‘ TimeLiveWeb - InstallShield Wizard

License Agreement

Please read the following license agreement carefully.

END USER LICENSE AGREEMENT b
For TimeLive Local Install =

IMPORTANT READ CAREFULLY: Be sure to carefully read and
understand all of the rights and restrictions described
in this LiveTecs End-User License Agreement ("EULA").
You will be asked to review and either agree or not
agree the terms of the EULZA. This software will not
install on your computer unless or until you accept the
terms of this EULA.

M
(3) I accept the terms in the license agreement

(1 do not accept the terms in the license agreement

[ < Back “ Next > ] [ Cancel ]




4. The installation program checks for the presence of Microsoft Windows Installer, Microsoft .NET
Framework 2. If these necessary components are not present, the following window displays.
5. Enter your name and your organization name, and then select the Next button.

i‘.§ TimeLiveWeb - InstallShield Wizard

Customer Information

Please enter your information.

User Name:

[My Name

Organization:

lMy Organization

Install this application for:

(%) Anyone who uses this computer (all users)
() Only for me

[ < Back " Next > ] [ Cancel ]

6. Select [Custom] if SQL Express engine is not required in installation. Select the [Complete]
radio button, and then select the [Next] button.



|§J TimeLiveWeb - InstallShield Wizard

Setup Type
Choose the setup type that best suits your needs.

Please select a setup type.

(3) Complete

All program features will be installed. (Requires the most disk
space.)

Choose which program features you want installed and where they
will be installed. Recommended for advanced users.

[ < Back ][ Next = ] [ Cancel ]

7. Now click on [Next] button to start TimeLive installation

|?J TimeLiveWeb - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

[ < Back ][ Install ] [ Cancel ]

8. A status showing that TimeLive is first installing "Microsoft SQL Server 2008 Express" on machine.



{t? TimeLiveWeb - InstallShield Wizard

Installing TimeLiveWeb

The program features you selected are being installed.

Please wait while the InstallShield Wizard installs TimeLive\web. This may
take several minutes.

Status:
Installing Microsoft SQL Server 2005 Express SPZ
I ey |

Installshield
< Back | Mdext = | | Cancel I

8. A Setup Status window displays that tracks the progress of the installation.

|$ TimeLiveWeb - InstallShield Wizard

Installing TimeLiveWeb
The program features you selected are being installed.

d Please wait while the InstallShield Wizard installs TimeLiveWeb. This may
take several minutes,

Status:

[I'I"'l"'l"l'I"'l"'l"l'l"'l"'l". ]

< Back Next > | Cancel

TimeLive requires that Microsoft Data Access Components (MDAC) be installed on your
machine. At this point, the installation program will check for the presence of MDAC and




automatically install it if it is absent. This may take a few minutes

Once MDAC is installed, the computer may need to be restarted. Installation will automatically
resume after the computer is restarted.
9. The InstallShield Wizard Complete window displays to indicate that installation was successful. To
exit the installation program, click on [Finish] button.

& TimeLiveWeb - InstallShield Wizard %]

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
TimeLiveWeb. Click Finish to exit the wizard.

10. TimelLive install SQL Server 2008 Express engine with instance name "TimeLive". This instance
can be remove from system using add/remove program in your control panel.

11. Please continue reading to "Launching TimelLive (First Time)" in order to launch TimeLive.

12. In case of installation without SQL Server 2008 Express engine, TimelLive first open database
setup page when launch first time. Using database setup page, new database can be created as
well as already existing database can pointed to TimeLive application. Please continue reading to
"TimeLive database setup" for setting up TimeLive database.

Upgrading TimelLive on local server

To upgrade local installed version of TimeLive:

a. Take backup of TimeLive folder and database before upgrade.

b. Uninstall existing TimeLive version from add/remove program in control panel. Uninstall will
not remove TimelLive configuration files and database files. Do not delete any files manually
from TimeLive installation folder.

c. Install TimeLive new version.

d. Launch TimeLive. On first launch, TimeLive will first upgrade existing database with new

changes and then will reach to login page after upgrade. This process will take about 1 or 2
minutes.

e. User can now login in TimelLive as usual with their existing TimeLive login and password.

Timelive Database Setup:



At first launch of TimelLive, system administration should create and setup TimeLive database, if [SQL
Server 2008 Express] engine is excluded in feature selection dialog box. In this case, system
administrator can setup TimeLive database by providing these parameters. Using this setup page,
system administrator can create TimeLive database on any local or remote SQL server instance. SQL
Server instance can be either SQL Server 2000, 2005 or 2008.

This utility can be launch separately also by opening below mentioned URL in your browser:
http://timeliveurl/Home/SetupDatabase.aspx

Using database setup page, administrator can perform following database related functionalities.

1. Create new database and populate schema: (for setting up new database) This option
creates a new database, new database user and populate tables and default data in it. This
also updates TimelLive configuration file (web.config) with this newly defined database
connection settings.

2. Populate schema only (For shared hosting): This button creates database tables, objects
and default data in already created blank TimeLive database. This is useful for users who are
setting up TimeLive database on a shared hosting environment where there are separate tool
available for creating database. This also updates TimelLive configuration file (web.config) with
this newly defined database connection settings.

3. Use existing database: This option will allow administrator to configure TimeLive with an
existing TimeLive database.

Database Setup Information

Database Setup
This utility will create Timelive database specfied SQL Server Database Engine. This utility will create a blank Timelive database with Timelive schema. Administrator can create Timelive database on their own
corporate server. Server can be SQL Server 2000, 2005 and 2008.

@ Create Database and popuplate schema

Select database setup option: © Populat

ly (for shared b

Use existing database
* Server Name:
Instance Name:

* Authentication Type: SQu Server Authentication =il

SA Login: sa

ssword: =Tmelr ePassnord . W
Create Database and populate schema

Database setup parameter definition:

Server Name: SQL Server database server name or IP address where SQL
Server is installed. It can be any SQL Server 2000, 2005 or 2008
server address.

Instance Name: (Optional) SQL Server instance name, if SQL Server is setup with
some named instance.
Authentication Type: SQL Server authentication type. TimeLive recommended

authentication type is [SQL Server Authentication], but system
administrator can configure TimeLive database on windows
authentication also.

SA Login: As this utility create a new TimelLive database and a new timelive
database user, only sql server user with [System
Administrator] can create new database on sqgl server.

SA Password: Password of "sa" or any system administrator equivalent login.

Database Name: Database name which is required to be created on SQL Server.

Timelive Username: Name of user which will be created automatically by this utility for



accessing TimeLive database by TimeLive application.
TimelLive DB Users' password: Creates TimeLive DB user with this password.

Timelive System Settings

Specifying System parameters:

System configuration page can be launch from [Start --> All Programs --> TimeLive --> System
Configuration] on system where TimelLive is installed. System setting can be open directly by opening
this URL in your browser.

http://timeliveurl/home/systemsetting.aspx

Defining System parameters:

System Setting Information

Authentication Settings

Authentication Type : 8 Default Authentication”) Active Directory Authentication ©Open LDAP Authentication

System Administration Settings

System Admin Pa:

SMTP Settings

* SMTP Server

SMTP Username
SMTP Password
SMTP Port Number: 25
Use SSL
Other Settings
* Application URL :  http://Ten

Encrypt connection string:

* Connection SEring : 10 wTimelivet:Passiord = TmelivePassword
-

Authentication Type TimelLive supports two types of authentication. One is default
database based authentication. Using default authentication, user
can login in TimeLive using their own username and password
defined in TimeLive application by Administrator. Second is [Active
Directory Authentication] where user can login in TimeLive using
their corporate Active Directory username and password.

System Admin Password TimeLive allows only system administrator user for accessing
system configuration page. System administrator username is
"SysAdmin". Administrator can access system configuration area
by entering username as "SysAdmin" and its password.

SMTP Server SMTP Server name which you are using in your organization for
sending emails.

SMTP Username Username of SMTP server if any (optional)

SMTP Server Password Password of SMTP server (optional)

SMTP Port Number SMTP default port is 25. You can change it to some other port if
smtp server is configured on some other port other than 25.

Application URL URL of TimeLive application which is accessible from your

organization or from users from internet. It can be either local
computer name of system where TimeLive is installed or it can be
IP address of server or it can be full domain name.

Connection String This is SQL Server connection string. By default, timelive



installation always install SQL Server 2008 Express edition on local
server.

Understanding TimelLive Website URL:

TimelLive's website URL depends on the type of server you are using, and has the following format:
Server type URL Format

Cassini http://server_name:15395/
WebServer or
http://IP_address:15395/
IIS http://server_name/TimelLive
or
http://IP_address/TimeLive
ASP (Hosted http://www.livetecs.com (login form of hosted version of TimeLive)
version)

Once the application is installed, administrators should distribute the site's URL, together with login
information, to all users so they can access TimelLive via their web browser.

Timelive License Activation Guide:

By default, TimeLive downloadable version comes with 30 days pre-activated trial license key. This
pre-activated trial license key supports unlimited users up to 30 days. After 30 days, it converts to 5
users free TimelLive.

To ensure that TimelLive is secure and is only registered by authorised users, we have a systematic
activation procedure in place to safeguard the software’s use.

There are two types of license activation available in TimeLive. One is online activation and second is
manual activation. Online activation is a process of activating TimeLive by using license key, received
by customer in TimeLive order email. Unfortunately this online activation process can be blocked by
either a firewall or the proxy server settings on your system. In case of failure of online activation,
customer can use manual activation, in order to activate TimeLive even without using of internet.

Automatic Activation:

1. Navigate to [Admin Options]-->[Preferences] while login as an admin user.

2. Enter your license keys in [License Key] field.

3. Just make sure that [Online Activation] is selected.

4. Click on [Activate] button to activate TimelLive.

5. You will receive a message "License Activated Successfully" in case of successful license
activation.

6. You may receive message "Unable to activate license", if TimeLive will not able to

communicate with TimeLive license activation server. You can then try manual activation using
instructions mentioned below.

Manual Activation:

1. There are two major steps of manual activation. First is to request your manual license
activation key by sending an email to [sales@livetecs.com] with [machine name] of system,
where TimelLive is installed and order reference number. TimelLive machine name can be found
in [Machine Name] field available in [Admin Options]--[Preferences].

2. Once received manual license key, navigate to [Admin Options]-->[Preferences] while

login as admin user.

Select your activation type to [Manual Activation].

Enter manual license keys in [Machine Key] field.

Click on [Activate] button to activate TimelLive.

nhw



6. You will receive a message "License Activated Successfully" in case of successful license
activation.

Installation on Shared Hosting

1. Introduction
2. Installation and Setup
3. Upgrading TimeLive on shared hosting

1. Introduction

TimeLive Edition is a timesheet and expense management system based on current Microsoft
Technologies. It is designed to run on an IIS 5.0 or 6.0 or 7.0 web server that has ASP.Net 4.0
installed. In addition, the software is designed to work with Microsoft SQL Server, Microsoft SQL
Server Express Edition. TimeLive can be setup on ASP.Net/SQL Server supported shared hosting.

2. Installation and Setup

e Timelive require "Full Trust" permissions on your shared hosting.

e Download the manual installer file from
http://www.livetecs.com/Release/TimeLiveWebForHosting.zip
Unzip the software to a folder on your computer's hard drive.

Create a new (Domain or Website) from your hosting control panel for TimeLive.

e Upload, copy or FTP the entire TimeLive folder to your web server, including ALL the folders
and files inside it. Do not change the file and folder structure. You would typically place the
TimelLive folder in your web server's wwwroot directory, but it can also be copied to any sub-
directory under a web site's root directory, as long as it is marked as an application starting
point. You may have to ask you host for information about how to perform these steps.
<<Your web server must have the Microsoft .Net Framework 4.0 installed before TimeLive will
function.>>

e The following directories and files of the uploaded TimeLive installation need to have read,
write, delete, and modify permissions in the file system:

e /web.config (file)
e /Uploads (folder)
e /Log (folder)
e /App_data (folder)
e The following directories need to have "execute" and "read" permissions in the file system
e /bin

e Create a new SQL Server database with name "TimeLive" from your hosting control panel.
After creating database, note down the physical database name created using control panel.

o Create a new SQL Server database user from your hosting control panel with name
"timelivedbuser" and assign this user to newly created "TimeLive" database.

e Launch "TimeLive Database Setup" page and setup TimeLive database on your shared hosting
SQL Server.

e Now open "http://TimeLiveURL/Default.aspx" page where TimeLive URL should be URL
pointing to TimeLive folder in your file system. This will launch TimeLive account add page
where administrator can define their organization and administrator information.

3. Upgrading TimelLive on shared hosting

e Download the manual installer file from
http://www.livetecs.com/Release/TimeLiveWebForHosting.zip



Unzip the software to a folder on your computer's hard drive.
Delete all files from TimeLive folder except

e /web.config (file)

e /Uploads (folder)

e /Templates (folder)
Upload, copy or FTP the entire TimeLive folder to your web server, including ALL the folders
and files inside it except

e /web.config (file)

e /Uploads (folder)

e /Templates (folder)
Now open "http://TimeLiveURL/Default.aspx" page where TimeLive URL should be URL
pointing to TimeLive folder in your file system. This will launch TimeLive login page after
taking a while in executing database upgrade script on existing database.



Getting Started

What you can do in TimeLive?

TimeLive Timesheet Suite is integrated suite for managing project life cycle including projects,
tasks, timesheet, expense and attendance etc.

Timelive tools:

These are the top level tools of TimeLive timesheet suite:

1. Employee Timesheet Management

1. Time entry using two format: Daily and weekly

2. Timesheet and expense approval (customizable timesheet approval path by defining
work-flow path)

3. Allow external users (client) to approve their own project timesheet entered by
employees.

2. Billing management

Three different types of billing rate types configurable at project level. Billing rate can be
define with its applicable date range with complete history. Timesheet then pick billing rate
based on time entry date from billing rate history defined at employee level, project role level
or project employee level.

Different billing rate options:
o Employee own billing rate (System should pick employee own billing rate)

e Project based employee billing rate (System pick employee billing rate
defined for each project separately)

o Role based billing rate (System pick billing rate of employee based on role
wise billing rate defined for each project separately)

o Task based billing rate (System pick billing rate of time entry which is
defined in task's billing rate)
3. Employee Attendance

1. Punchin / punch out
2. Leave records (sick leave, casual leave etc)

4. Expense Entry
e  Multi currency expense entry tracking with currency conversion.
e Defining of exchange rate history for each currency.
e Tax calculation with customizable formulas.
e Expense reimbursement management and tracking.

5. Task Management

1. Project manager, team leads, employee can create tasks for their project and can
assign those tasks to multiple users. And then whole team which is assigned in that
particular task can do these task management activities.

e can add their own comments.
e can attach files at task level
e can change status



6. Project Management Tool

7. Overtime hours tracking:

1. Billing manager can define separate billing rate for different type of work type like
overtime, travel etc. Employee can enter time entry for different work types like
standard, overtime etc in time entry.

8. Reporting

1. Timesheet reports for time sheet and time billing.

2. Expense report for expense reporting to client.

3. Attendance reports with yearly leave days summaries.

What you can do in TimelLive?

TimelLive Timesheet Suite is integrated suite for managing project life cycle including projects,
tasks, timesheet, expense and attendance etc.

Timelive tools:

These are the top level tools of TimeLive timesheet suite:

1. Employee Timesheet Management

1. Time entry using two format: Daily and weekly

2. Timesheet and expense approval (customizable timesheet approval path by defining
work-flow path)

3. Allow external users (client) to approve their own project timesheet entered by
employees.

2. Billing management

Three different types of billing rate types configurable at project level. Billing rate can be
define with its applicable date range with complete history. Timesheet then pick billing rate
based on time entry date from billing rate history defined at employee level, project role level
or project employee level.

Different billing rate options:
o Employee own billing rate (System should pick employee own billing rate)

o Project based employee billing rate (System pick employee billing rate
defined for each project separately)

e Role based billing rate (System pick billing rate of employee based on role
wise billing rate defined for each project separately)

o Task based billing rate (System pick billing rate of time entry which is
defined in task's billing rate)
3. Employee Attendance
1. Punchin/ punch out
2. Leave records (sick leave, casual leave etc)
4. Expense Entry
e Multi currency expense entry tracking with currency conversion.
e Defining of exchange rate history for each currency.
e Tax calculation with customizable formulas.



e Expense reimbursement management and tracking.

5. Task Management

1. Project manager, team leads, employee can create tasks for their project and can
assign those tasks to multiple users. And then whole team which is assigned in that
particular task can do these task management activities.

e can add their own comments.
e can attach files at task level
e can change status

6. Project Management Tool

Overtime hours tracking:

1. Billing manager can define separate billing rate for different type of work type like
overtime, travel etc. Employee can enter time entry for different work types like
standard, overtime etc in time entry.

8. Reporting
1. Timesheet reports for time sheet and time billing.
2. Expense report for expense reporting to client.
3. Attendance reports with yearly leave days summaries.

Launching Timelive (First Time):

Before starting TimeLive, Administrator should create a new TimeLive account. TimeLive can be
launch using two way.

1. By double clicking on TimeLive shortcut on server desktop.

2. Or by typing whole URL of TimeLive URL in your web browser. URL can be enter using these
different way:

e http://servername/TimelLive or
e http://server-ip-address/TimelLive

Creating new TimeLive Account:

Creating TimeLive Account:

Before starting TimeLive, Administrator should create a new TimeLive account. If TimelLive is being
launched for the first time, it will automatically redirect to account add form where System
Administrator can create new TimelLive Account.

Account Information:

There are two types of information which are required to be entered on new account Add Form. First,
organization information and second is personal along with login information of TimeLive System
Administrator. After sign up, Administrator receive a notification email containing Login Email /
Password of TimeLive account.



Q TIMELIVE

Account Inf ( it f jon)

*Organization Information:
Address1:
Address2:
Zipcode:
State / Province:
City:
*Country: Uryted States =

Telephone:
Fax:

Default Currency: US$ -

User Interface Language: English (Unit

Time Zone: (
Login Information:

*EMail Address:

* This tmail Address will be [Administrator] login name.
*Password:
*Verty:
*First Name:
Middle Name:

*Last Name:

First time login in TimelLive:

After new Account Add, system administrator can login in TimeLive system using login email and
password.

Steps of login:

Enter your Login Email address

Enter your password

Select UI (User Interface) Language according to your preference
Click on Login button to login in the TimeLive Application

NS



, TIMELIVE

Timelive Login

Username:

Password:

UT Language: Use Default Language &_]

Forgot Your Password? Click Here

I3 Version 6.2.6 &) Help
Copyright © 2007 - 2011 Livetecs LLC. All rights reserved.

5. On successful login, user will get access to home page.

Timelive Dashboard is by default set as home page:




My Projects by Status Count My Tasks by Status Count
A% A%

W in Progress (1)
) Started (8)

W in Progress (8)
- Started (3)

My Tasks by Duration My Tasks By Completed %
A i

W implemen.... (8)
et New Task (8)
N Report (4)

W Review (8)

o Task (8)

W Task Upd... (5)
e Task Upd.... (5)
W Test spe... (2)

W implemen... (10)
e Task (5)
W Task Upd... (30)

Using Menus:

You can use the TimelLive left side menu bar at the left of the page and top menus to navigate through
the application based on the type of work you are doing. Each item is only available to a user if they
have been given access to the features within that menu, based on their role based permissions.
Contact your system administrator if you do not know your organization’s TimeLive URL. This URL is
dependent upon your server type and name, and the server’s port number.

Those using the ASP (hosted) implementation can access TimeLive through the Employee Login
section of

http://www.livetecs.com.

To ensure full functionality of the application, you should allow pop-ups for the TimeLive website.

Types of Menus:

There are three types of menus and options available in TimeLive:
1. Top navigation menu:

My Area

Tasks

Projects

Timesheet

Expenses

Reports



http://www.livetecs.com/
http://www.livetecs.com/

2.

Left hand side navigation menus (hierarchy)

Home
[ ]

My Area (My area options include all employees own daily routine options like
adding tasks, timesheet entry, expense entry, profile, personal reports etc)

e My Tasks (To add and list of employee own task. Employee can then
search other employee task also using this page)

e My Profile (To change profile, password and other personal
information)

e My Projects (Show only those projects in which you are assigned)

e My Timesheet (Show daily timesheet of a employee. You can switch
week view of timesheet by clicking on WeekView of timesheet)

e My Expense Entries (Show daily expense entries. It allow allow to
add new expense entry records)

e My Reports (Show main reporting page)

Project Management (Project management area includes different project
management pages like approval of timesheet and expenses)

o Timesheet Approval (Timesheet approval page)

o Expense Approval (expense approval page)

Administration (All system administration options)

e Admin options (This page will launch main administration page).
Admin options further have these sub options to manage and
configure TimeSheet solution.

e Organization Setup

e Locations (To manage locations (branches) of your
organization.

e Departments (To manage departments of your
organization)

e Roles (To manage organization roles of your
organization)

e Working Days (Setting up working days in your
organization)

o Task Type (Setting and customizing task types)

e Priorities (setting and customizing priorities of tasks)

o Role based permission (setting of access rules of
application features on application roles)

o Timesheet / Project / Billing Setup

o Billing types (billing types setup)

e Absence types (configure types of absence in your
organization)

o Project types (configure types of project in your
organization)

o Preferences (Timesheet, organization, billing,
internationalization preferences)

o External Users (Configuring external users through
which you can allow client to approve their own project
timesheet using TimeLive system).

o External Users (Configuring external users through
which you can allow client to approve their own project
timesheet using TimeLive system)

e Expenses Setup

o Expense Types (configure types of expenses)

o Expenses (configure expense code as per your
organization needs)

Currencies (configure currencies and exchange rates)
Tax Code (configure tax code and their calculation
formulas)



e Payment Method (configure payment method and
define your own custom payment method)
e Archive
e Time Entry Archive (Archive of all timesheet records)
e Expense Entry Archive (Archive of all expense entry
records)
e Import / Export
e Import / Export (CSV) (Importing and exporting of
all types of TimeLive data to CSV files)
e Clients (To manage clients of your organization)
o Employees (To manage employees of your organization)
e Projects (To manage projects of your organization)

If you have problems accessing Web TimeSheet from outside your network, contact your system
administrator.

Quick Basic Setup

In order to prepare Timesheet solution for time entry, expense entry, task management, administrator
should follow these setup steps in sequence.

Understanding the Workflow:

The following diagram explains the general flow of work in TimeLive.

e e e

Setup Projects Users complete Timesheels are Generate reports
& Tosks their timeshests sent lor approval 10 reviens data

20 5, -

1. Create projects and tasks and assign project teams, rates and billing options to allow users to
enter billable and non-billable time and expenses. You will be able to track all time and
expenses to calculate project costs and ensure accurate client billing.

2. Create generalized tasks with [All Employee Task] and [All Project Task] checked.
Generalized tasks doesn't require any assignment. Generalized tasks appear for all projects in
time entry.

3. Employee complete their timesheets by entering time against projects or time off codes. Users
can enter time only for those tasks for which they are part of the task team. All time is either
billable or non-billable. Once completed, users submit their timesheets for approval.

4. Once submitted, users’ timesheets are sent to the appropriate project leaders, clients, and
supervisors for approval. Approvers can approve or reject the timesheets. Approved
timesheets are closed so the data can be processed.

5. Any user with report access can generate reports to review data in the system including
project status, timesheet status, billing, time off, and utilization.

How to perform quick setup steps:

Following are 4 steps process which will allow you to get started using TimeLive. For more detail
information for each of the setup, click on their corresponding link to open its detail help.



1. Creating employees: (Click to launch detail help of adding
Employees)

e After creating of employee record by administrator, employees can login in TimeLive
and can do their activities

2. Creating of Clients: (Click to launch detail help of adding Clients)

e Timesheet setup required project setup before performing any thing in
TimeLive.

For creating project, client of those projects should be created first.
3. Creating of Projects: (Click to launch detail help of adding Clients)
e Time entry and expense entry can only be entered for a project tasks.
So you must have project setup before adding any task for your projects.

You should also assign your project team in order to allow your team to enter time
entry record of a particular project.

4. Creating of Tasks: (Click to launch detail help of adding Clients)

e You can add tasks in your project and you can assign those tasks to employee.

Only tasks which are assigned to an employee will be appear in time entry page for
entering time entry record

Dashboard Settings

A dashboard is a user interface that organizes and presents information in ra way that is easy to read.

My Projects by Status Count My Tasks by Status Count
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W in Progress (1)

2 W in Progress (8)
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W Review (8)
e Task (8)
W Task Upd... (5)
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User can customize and select the data / graphs to be appeared on the Dashboard using Dashboard
Settings. To customize, click on Dashboard Settings at right top of the screen. It will give the user
ability to select or deselect the data / graphs appears on Dashboard.

My Settings

Dashboard

Available Selected
My Project Task by Status Count (Chart) My Task List
My Due Timesheets My Project Task By Completed % (Chart)
My Projects My Project Task by Duration (Chart)

My Reported Tasks
My Task Summary
My Open Timesheet Periods

My Project by Status Count (Chart)

Make your required changes and click on Update.
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W In Progress (8)
i Started (3)

My Open Timesheet Periods

W implemen... (10)
- Task (%)
W Task Upd... (30)

My Task Summary
Project Status Count

Period Duration Hours Status
6/3/2013 - 6/9/2013 01:00 i Rejected Template Started 1
5/27/2013 - 6/2/2013 01:00 1 Submitted 001 Started 1
5/20/2013 - 5/26/2013 2 Not Submitted John Web Desgring Started 1
11/5/2012 - 11/11/2012 09:00 9 Not Submitted LEGO In Progress 8
2012 - 10/28/2012 03:00 3 Not Subeitted
10/1/2012 - 10/7/2012 41:50 4183 Not Subentted
My Due Time!
Mon 5/27 Tue5/28 Wed 5/29 Thu S/30 Fri5/31 Minimum Hours Total Hours Timesheet Status







Timesheet Setup
Client Setup:

About Client:

Clients are customers of your organization to whom you bill time or costs for projects. Clients can be
external customers or departments within your organization. You should define your clients before
setting up projects to eliminate the need to go back and assign the projects to the appropriate client.
System administrator can setup clients using [Left hand side menu] --> [Clients] (under
Administration)

d Client Name Email Address Country Telephonel
Edit Delete Contacts Departments &
S6 Bahria of Professional Commurication Canada b ¥ ] =
27  Barth Gross Blectric Company Inc info@barthgross.com United States S - § eparts
Clutch Design Inc. Info@dutchdesign.com United States b S| =
383 Clydesdale Interational infogdydesdale.com United States ) %] - |
53 Complated Canada b S =
42  Crestwood Technology Group sales @ctgnow. com United States b S| =
3% DBS Quality Management info@dbsqualitymgmt.com United States b - |
35  Far View Counsaing Center Info@farvienconseing.com United States S |
57 John Sevth Canada . =
41  MLEntertanment info@mientertanment.com United States +1(504) 269-9500 b S| o artmes

Client Setup



Clients

*Client Name:
*Client Nick:
EMail Address:
Address1:
Address2:

Country: Canada E
State:
City:
ZipCode:
Telephonel:
Telephone2:
Fax:
Default Billing Rate:

Website:

Notes:

ﬁ

Client Information fields:

These are the fields which are required to be input for adding new client in TimeLive system.
e Client Name

Client Nick (short name of client)

Email Address

Address

Country

State

City

Zip Code

Telephone

Fax

Default Currency (for billing purpose)

Default billing rate

Website

Notes

Adding new Client:

To add new client, follow these instructions.
1. Enter client information in [client information form].



2. Click on [Add] to add this client.

Deleting Client:

1. In [Client List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

Editing Client:

1. In [Client List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Client Information] form.
3. Click on [Update] button to update this record.

Project Setup:

A project is a framework (structure) used to organize work-group tasks. Projects identify the body of
work to be completed by a team within your organization. Projects can have multiple levels and
complexities, depending on the needs of your organization.

How Project Work:

The TimeLive allows you to define projects to enter time and expenses against, as follows:

1. A project manager adds a project to TimelLive, specifying the client the project is being
completed for, if applicable.

2. The project manager specifies who will be working on the project.

3. If the project is being billed to a client, the project manager sets the billing rates for the
project.

4. The project manager creates tasks within the project and enters estimates.

5. The project manager specifies which expenses can be claimed under the project.

6. When entering time on their timesheet, users working on the project allocate their time
against the project and task. Users also select the project when entering expenses.

7. The costs and billing charges associated with the time and expenses are automatically
calculated by the system.

8. Time and expenses can be exported for client billing. Additionally, the project manager can
periodically review the actual costs against the estimates, to ensure the project is on track.

Management of Projects is located under (<Left Navigation Menu>--><Administration>--
><Projects>).

The system allows you to create an unlimited number of projects for users to log their time, expenses,
and mileage against. The system uses a hierarchical tasks structure and allows unlimited levels of
tasks under any parent project. The main Project screen serves as the master control panel for all
project creation, modification, and deletion.

Working with Projects List Page

The Projects page provides a list of projects defined within TimeLive. Projects can be added, edited, or
deleted from this page.

The Project setup is divided into the following sections:

Project Information

Team Lead / project manager information

Billing type / billing rates

Project Team



Search

1d Code Project Name Client Code Start Date Status
Edit Delete [x]

p S = |

TAI

CREST

Project Fields:

e Project Template allows user to add Predefined Project Template for this Project (See Project
Template).
e Project Type (you can add / remove project types from admin options --> Project Types)
Client
Project Billing Type (Per hour / fixed bid etc). You can add / remove new billing type from
admin options --> Billing types.)
Project Code (short project code)
Project Name
Project Description
Start Date
Deadline
Project "Team Lead"
Project "Project Manager"
Timesheet Approval Path (Approval path of timesheet and expense entries)
Expense Approval Path (Approval path of expense entry)
Default billing rate / per hour of employees
Project billing rate type (Four types of billing rate options)
1. (Use employee own billing rate) Billing rate should be picked from employee own
billing rate
2. (Use project roles billing rate) Billing rate should be picked from role wise billing
rate of that project.
3. (Use project based employee billing rate) Billing rate should be picked from
project based employee's billing rate)
4. (Use task based employee billing rate) Billing rate should be picked from billing
rate defined for every separate task)

Adding new Project:

One of the first actions that should be performed on any new installation of TimeLive is the creation of
the various projects that your organization will be using for time, expense and task management.
To add new project, follow these instructions.

1. Enter project information in client project form.

2. Click on [Add] to add this project.



Deleting Project:

1. In [Project List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Project:

1. In [Project List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Client Information] form.
3. Click on [Update] button to update this record.

Editing Project Team

e On project add, TimeLive automatically redirect to project team page where administrator can
select employees which he wants to be in this particular project team.

e To edit project team, click on edit project link of project whose team you want to modify and
then click on "Project Employees" button to open project team page

Project Information

Project 1d: 16 Project Code: AB

Project Name: Agent Bark

Employee Name Department Name Location

test test

Adding Task into the Project: Please see Task Setup.

Task Setup

Projects can contain many tasks and up to ten hierarchical levels. Every employee who is assigned to
a project can create task of that particular project. Administrator can customize task add permission
using [Role Permission] option available in admin options.

More about task:



1. Task is the main source of project time sheet. Time entry can only be entered for a task of
any project. [Administrator] should create projects and define project manager and team
lead of projects.

2. [Administrator] or [Project Manager] or [Team Lead] can then define "Project Team".

3. [Project Manager] and [Team Lead] then can create project tasks and assign them to
project team in order to allow employees to enter time entry for that task.

4. Only user who is part of project team can add new task in a project.

5. A task can be created using [All Employee Task] checked. All employee tasks appear in time
entry of all team members of project.

6. A task can be created using [All Project Task] checked. All project task appear in time entry
of all projects.

7. A task can be created using both [All Employee Task] and [All Project Task] checked.
Those task then will be appeared for all projects and in all employees time entry.

8. Every task has their own status, priority, completed %, completed fields to monitor task
progress for team collaboration purpose.

9. Every task has two fields Estimated Cost and Estimated Time spent for budgeting purpose.

10. Project manager can categorize their project tasks in different milestones (phases) for easier
monitoring of individual milestones (phases) and then at project at root level.

Task Fields:

Tasks are divided into three sections

1. Task Information
e Project
Parent task (parent task if you want add this task under a parent task)
Milestone
Task Name
Task Description
Task Type (category of task. It depends upon usage to usage of TimeLive in different
environments. Administrator can create new task types as per their organization
needs from Admin options --> task types).
Duration
Completed %
Deadline
Task Status
Priority
All Employee task (Check this field, if you want this task to be appeared in time entry
of all employee. General routine tasks for which you don't want to add in all projects.)
e All Project Task (Check this field, if you want this task to be appeared in time entry of
all projects. General routine tasks for which you don't want to add in all project).
e Parent task (check this field, if you want this field to be add as parent field. This field
will then come in parent task dropdown during task add)
2. Assign To
e Select employees which you want to be assigned in this task. Employee assigned in
task will only enter time entry of a task. Assign to is not require if a task is defined as
[All Employee Task].
3. Estimates
e Estimated Cost
e Estimated Time spent

List of Task (two options)



Task can be viewed these four different option.

1. My Task (Only task which are assigned to logged in employee)

<» Search

& Mass Update

Task Due
Id  Task Code Task Name Project Code Client Name Type Assigned By Assigned To Date Status Priority
375 ProjectMan.. LEGO Team Alance. Task John Benson John Benson 4/26/2013 InProg,. 30% Urgent
377 ProjectMan.. r: meetings LEGO Team Aance.. Tazk John Bengon John Benson 4/26/2013 InProg.. 0% Urgent Phage 1
379 ProjectMan Pr plan presentatior LEGO Team Alance. Task John Benson John Benson 4/26{2013 Started 0% Urgent
330 ProjectMan.. Requirement Specification LEGO Team Allance.. Task John Benson John Bengon 4/26/2013 Started 0% Urgent
382 Implementa, LEGO Team Alance.. Task John Benson John Benson.. 4/26/2013 OnHold 80% Urgent Phase |
385 Implements.. R LEGO Team Alance.. Task John Benson John Benson 4/26/2013 Started 0% Urgent Phase |
335 implementa.. LEGO Team Aliance Task John Banson John Benson 4/26/2013 Started 0% Urgent Phase [
390 Presentat., Report LEGO Team Alance.. Task John Benson John Benson 4/26/2013 Started 0% Urgent Phase |
4385 LEGO Team Akance. Bug John Banson John Benson 5/30/2013 Started 0% Urgent Phas

Project Task
*Project:| ClutchDesign.com website E
Parent Task: <Rootievel> .L
*Milestone: Planning (Design) Elaboration Phase .L
Task Code:
*Task Hame:
*Task Description:
y:
* Task Type: Bug EI
Priority: Urgent EI
Due Date: 5/30/2013 i
Parent Ta sl(::
All Employee Task:[|
All Project Tash:["]
Bob Bingham -
s T 0 e
Mike Bolz =

=+ Task Status

b Task Estimates

«b Task Billing Rate

¢ Task Attachment

My Area (Task that are either assigned to logged in employee or task which are reported by
logged in employee)




1.

My Projects by Status Count My Tasks by Status Count
A%
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. i Started (8)

%)

W in Progress (8)
- Started (3)

My Tasks by Duration My Tasks By Completed %
Y %!

= W implemen... (8)
B s New Task (8)

W Report (4)

W Review (8)

A Task (8)

W Task Upd... (9)

—dTask Upd.... (5)
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— Task (3)
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Project --> Tasks (Hierarchical view of all task for administration purpose). Administrator
can add, edit and delete any task from there.

Task Name AssignedBy  StartDate DueDate  Status Priority
9 9

250 _User Requirements for OFA Phase I Bob Bingham 4j28/2013  6[18/2013 Started Urgent

252 Requirements Review budget processes with Budget Office Bob Bingham §/15/2013  6/5/2013 Started Urgent Attachment
251 Requirements Determine Budget Office Phase I highest prionity requirements Bob Bingham 4/23/2013  6/18/2013 Stacted Hgh Attachment
253 253 _Desiqn of OFA Phase 1 Bob Bingham 4/30/2013  6/20/2013 Started Urgent Attachment
an bt mgnky Bryan Barton 5/9/2013  5/30/2013 Started Urgent Attachment
430 bt mork) Bryan Barton 5/5/2013  5/30/2013 Started Urgent Attachment
431 bnt mgnky Bryan Barton S/9/2013  $/30/2013 Started Urgent Attachment
254 Design 11.1Design program to load ledger hierarchies and place accounts Bob Bingham 4/30/2013  6/20/2013 Started Urgent Attachment
255 Desgn 11.2 Design changes for Online Budget Request system to indude account code, object code, year  Bob Bingham 4/30/2013  6/20/2013 Started Urgent Attachment
256 256 JImplementation of OFA Phase I in test environment (Ajax) Bob Bingham 4/30/2013  6/20/2013 Started Urgent Attachment




Project Task
*Project: ClutchDesign.com website L)
Parent Task: <Root evel> '
*Milestone:z| planning (Design) Elaboration Phase (v
Task Code:

*Task Hame:
*Task Description:

* Task Type: Bug [L!
Priority: Urgent [;!

Due Date: 5/30/2013 i

Parent Tashk:["|
RIIEmpID‘,rcc'lasI(:'

All Project Task:["]

Bob Bingham
John Benson
Jehn Ramos
Mike Bokz

Assign To:

a [m]»

<+ Task Status

<+ Task Estimates

<k Task Billing Rate

4+ Task Attachment

=

1. My Projects --> Tasks (Hierarchical view of all task for administration purpose)

Adding New task [Standard Employee]

Logged-in employee can add new task in TimelLive and can assign this task to any other employee. To
add task:
e Click on [My Task].
Fill all task information in [Task information Form].
Click on add to add this task.
Task will be then appear in [My task] of employee who is assigned to any task.
Employee can see their own reported task from [My Area]

Updating Task:

Logged-in employee can modify any task by clicking on any task in [My task] task list. Employee can
update task title, task comments, task status, completed, completed % in task modification form.

Adding Task Comments:



Task Comments are the history of comments from different task related users in order to
communicate different issues / updates / comments for that particular task between team. Task
comments cannot be deleted once it entered.
To enter task comments:
e Open task by clicking on task either from [My Task], [My Area] or [Project--Tasks].
e In task comment form, enter comments title and comment description.
e C(Click on [Add] to add that task comments.

Project Task
==
* Task Id: 375
Parent Task: Project management [=]
Project: LEGO
* Milestone: v
Task Code: P
* Task Name: Project plan
Project pla
* Task Description:
* Task Type: Task - Task Status: InProgress (v
Duration: 6.00 Hours Priority: Urgent =
Completed®: 30 Due Date: 5/26/2013 i
All Employee Task: All Project Task:
Completed: Parent:
IsReOpen: Billable: V.
Assign To
Bryan Barton -
Darrel Packacd _
Assign To: EEURY:ZHEREY =
L 2
Ry -
> Estimates
=
“» Comments
< Attachment

Attaching document with any task:

To attach document with any task:
e Open task by clicking on task either from [My Task], [My Area] or [Project--Tasks].
e In task attachment form, enter name of document which you want to attach with this task
e Click on browse button to locate your file on your local system. And click on open after
selecting your desired file in file selection dialog box.
e C(Click on [Add] to attach that document.

Working Day Types



Working Day Type is the set of different kind of validations, configuration settings & policies which
applies on Timesheet. These sets of Working Day Type can be assigned to every individual employee
on Employee profile option. Administrator can create or modify Working Days Types using [Admin
Options] --> [Working Days]. Each of the settings/configuration options are explained below.

Working Day Type List

Minimum Hours Per  Maximum Hours  Minimum Hours Per  Maximum Hours Overdue After
Working Day Type Week Start Day Hours Per Day Day Per Day Period Per Period Days
Edit Delete
ermiMonth Monds 24 0 100 19 =B
Standard Monda 8 0 24 0 60 i




Working Day Type Information

Working Day Type
*Working Day Type:
Hours Per Day:
Minimum Hours Per Day:
Maximum Hours Per Day:
Minimum Hours Per Period:
Maximum Hours Per Period:
Minimum Percentage Per Day:
Maximum Percentage Per Day:
Minimum Percentage Per Period:

Maximum Percentage Per Period:

Timesheet Overdue: Days After Due Date (0 = On Due Date)

Lock Previous Timesheet Periods: (0 = No Locking)

Lock Next Timesheet Periods: (0 = No Locking)

Lock All Period Except Previous: (0 = No Locking)

Lock All Period Except Nexdt: (0 = No Locking)

Lock Previous/Next Timesheets On: Day of Month (0 = No Locking)

Timesheet Period Type: | Daily [v]
Week Start Day: Monday

Show Clock Start/End:[_]
Lock All Previous Timesheets:[_ |
Leck All Next Timesheets:[_|

Enable Balance Validation For Time Off:[_]
Working Day Selected

Monday ]

Tuesday

Wednesday
Working Days:

Thursday

Friday

Saturday

O 0Oo0Oo0oogaod

sunday

=N




Working Day Type Available Options.

Working Day Type Specify the name to be called for this Working Day Type.

A numerical value which specifies the duty hours per day for that specific
Hours Per Day Working Day Type. This value will be used to convert days into hours and hours
into days.

A numerical value which specifies the minimum allowed working hours per day.
System will validate the hour entered in Timesheet is not less than the minimum
specified.

Minimum Hours
Per Day

A numerical value which specifies the maximum allowed working hours per day.
System will validate the hour entered in Timesheet does not exceeds than the
maximum specified.

Maximum Hours
Per Day

A numerical value which specifies the minimum allowed working hours per
Minimum Hours Period. System will validate the hour entered in Timesheet is not less than the
Per Period minimum specified. [Option can be changed via Admin Option - Preferences -
Timesheet Setup]

A numerical value which specifies the maximum allowed working hours per
Maximum Hours |Period. System will validate the hour entered in Timesheet does not exceed than
Per Period the maximum specified. [Option can be changed via Admin Option - Preferences
- Timesheet Setup]

A numerical value which specifies the minimum allowed working hours

SR percentage per day. System will validate the hour entered in Timesheet is not
Percentage Per . . . . . .
D less than the minimum specified. [Option can be changed via Admin Option -
ay 3
Preferences - Timesheet Setup]
Maximum A numerical value which specifies the maximum allowed working hours
percentage per day. System will validate the hour entered in Timesheet is not
Percentage Per . . . . . .
D less than the maximum specified. [Option can be changed via Admin Option -
ay .
Preferences - Timesheet Setup]
. A numerical value which specifies the minimum allowed working hours
Minimum - ; - R
Percentage per Period. System will validate the percentage entered in Timesheet
Percentage Per [ ;T . . - .
Peri is not less than the minimum specified. [Option can be changed via Admin
eriod - .
Option - Preferences - Timesheet Setup]
Maximum A numerical value which specifies the Maximum allowed working hours
Percentage per Period. System will validate the percentage entered in Timesheet
Percentage Per h h . ifi . h .
Period does_not egceeds than the Max_lmum specified. [Option can be changed via
Admin Option - Preferences - Timesheet Setup]
Timesheet Option can be used to inform employee that Timesheet is pending. It can be set
Overdue manually for number of days. Empty or Zero is by default on Due Date.
Lock Previous This option is used when to restrict employees edit the previous Timesheet

Timesheet Periods Periods. Empty or Zero is by default.

Lock Next This option is used when to restrict employees edit the Next Timesheet
Timesheet Periods Periods. Empty or Zero is by default.

Lock All Periods  [This option is used when to allow employees to only edit the Previous Timesheet
Except Previous |Periods. Empty or Zero is by default.




Lock All Periods  [This option is used when to allow employees to only edit the Next Timesheet
Except Next Periods. Empty or Zero is by default.

Lock

Previous/Next
Timesheet On

This option is used when to restrict employees to edit Timesheet on any specific
date of the month. Empty or Zero is by default.

Timesheet Period This is a drop box option used to assign employee Timesheet entry

Type

Daily/Weekly/Biweekly/Semi-Monthly/Monthly.

Week Start Day  [This is a drop box option used to identify the 1st working day of the week.

Show Clock
Start/End

This check box allow user to enter work start and end time in Time Entry.

Lock All Previous
Timesheets

It is a check-box option through which All previous Timesheets can be locked.

Lock All Next
Timesheets

It is a check-box option through which All next Timesheets can be locked.

Enable Balance
Validation for
Time Off

It is a check-box option through which user can see the Time Off balance while
entering Time Off.

Working Days &

Administrator can select working days for each Working days type.

Selection

Disable It is a check box appear in Edit mode to allow administrator to disable specific
Working Day Type.

My Tasks

About My Tasks

[My Tasks] page provides list of all tasks assigned to logged in user. User can then change it search
critera to see other tasks also assigned to other employees. User can also add new task for assigned
project and he can assign those task to my self as well as other team members of project.

By default, [My Tasks] page only show uncompleted tasks which are assigned to currently
logged in user.

User can do search on other tasks also from here by clicking on [Search] link.

In [Search] parameters, user can enter search parameters and can see other tasks also other
then assigned to current user

Clicking will launch [Task information] page where user can modify different task status,
title, body.

In task information page, user can also add "Task comments" for this task.

In task information page, user can also attach different relevant documents which they
want to share between project team for this task.

User can also add new task by filling [Add Task] form on [My Tasks] page.



% Search

«» Mass Update

My T.

Id  TaskCode

377 ProjectMan,.

330 ProjectMan.,
332 Implementa..
335 Implementa..
335 Implementa..,

387 Implementa.

330 Presentat.. Report
484 Ta
435 )01

379 ProjectMan,, Task Updated -1

Task Name Project Code

LEGO

LEGO
LEGO
LEGO

LEGO

Client Name

Team Allance,

Team Allance,.
Team Aliarce,,
Team Allance..
Team Allance,

Team Allance.,
Team Allance..
Team Allance,.
Bahria Socet.,

John Smith

Task
Type

Task

Task

Assigned By

John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Bengon

John Benson

Assigned To

John Benson
John Benson
John Benson
John Benson

John Benson

Due Date

10/14/2012
10/14/2012

2012

10/14/2012

10/14/2012

10/14/2012

10/14/2012
10/14/2012
1031012

1142012

Status

InProg.. 0%

Started 5%

Started 0%

Urgent
Urgent
Urgent

Urgent

Project Task

& Task Status

< Task Estimates

<= Task Billing Rate

Task Attachment

*Project: 001

Parent Task: <RootLevel>
*Milestone: Default Milestone
Task Code:

*Task Name:

*Task Description:

* Task Type: Bug
Priority: Urgent

Due Date: 5/30/2013

Parent Task:

All Employee Task:

All Project Task:|

Bob Bingham

ob Fopp
Assign To: Bob Foppiano

*|Brian Gardiner
Bryan Barton

@ ©

My Projects




About [My Projects]

[My Projects] page show all projects in which current logged in user is assigned.

o [My Projects] page will show only those projects in which he is assigned using [Project
Team] option in Project.

e User can change his own email preferences by clicking on [Preferences] icon.

e User can open [Tasks] page by clicking on task link. Tasks link will only be available
available for projects in which current employee is either Team Lead or Project Manager.

e User can click on [Manage] icon to open [Edit Project] page. [Manage] icon will only be
available for those projects in which current user is either Project Manager or Team Lead.

Search

Project List

14 Code Project Name Chent Name Description Status
Gantt Task Manage

,
1Y

Q@ K

Project Preferences :

Through project preferences page, user can configure different project based email preferences.

EMail Notification Preferences
1d EMail Hotification
Enable [ Disable
Attachment Add hotfication X
pense Approval Pending Notification g
7
4|
7
7|
|
7
7
Update Email Notification Preference |

Work Type Setup

About Work Type:

TimelLive work types implementation allow project manager and administrator to define separate
billing rate and employee rate of every separate work type. Work type is something one level higher
classification of time entry.
A typical case for separate billing rate for separate [work type] is

o Employee Billing Rate (Standard) : 80 per hour

e Employee Billing Rate (Overtime) : 100 per hour

e Employee Billing Rate (Travel) : 60 per hour.

Work Type in TimelLive:

1. System administrator can define separate billing rate for each separate work type in all types
of billing rate defination.



2. System Administrator can then enable [Work Type] field using TimeLive application

preferences.
3. Employee / contractor can then select [Work Type] in time entry view.
4. TimelLive then pick billing rate for selected work typed defined separately in billing rate

definition.

Default Work Types in TimelLive:

TimelLive by defaults come with 3 types of [work types].

1. Standard
2. Overtime
3. Travel

1d Sort Order Work Type Code Work Type

Edit Delete

Standard h ) - |

© =

4 g 9
3 9 4

Travel Wl |

Work Type Information

Working Type
Sort Order:
*Work Type Code:

*Work Type:

How to define separate employee and billing rate for different [work
types]:
1. In [Employee Own Billing Rate]:

e Just select your required [Work Type] in [Employee Form] and then define your
billing rate and employee rate for that particular work type.

Billing Rate

Billing Type: Hourly

Employee Rate Curr Employee Rate:

Billing Rate:

Billing Rate Currenc

dlling
Billing Rate Start Date: 11/17/2012 ﬁ Billing Rate End Date: 11/17/2013

2. In [Project based Employee Billing Rate]:
e Just select your required [Work Type] in [Work Type] drop-down and then define your
billing rate and employee rate for that particular work type.




4.

Project Information

Project 1d: 19 Project Code: SHIBV2

Project Name: Shi

Work Type: Standard

Billing Employee
Employes Weme Rate Billing Rate  Employee

Currency Rate Currency Rate Start Date End Date
Bob Bingham 585 [w ws [& 0 . 5/31/2014 . v
0b Foppano S$  [w] 1100000 | uss [s]  95.0000 5/31/2013 i 5/31/2014 i
Brian Gardiner uss [=] | 80.0000 ss [=] | 85.0000 5/31/2013 a 5/31/2014 i
Bryan Barton uss [w]  85.0000 uss [w) | 85.0000 53 3 . .
Darrel Packard ss [w] 0 vss [« 0 5/31/2013 i 5/31/2014 a

In [Role based billing rate] case
Just select your required [Work Type] in [Work Type] drop-down
billing rate and employee rate for that particular work type.

and then define your

Project Information

Project Id: 19

Project Code:  SHIEV2

Project Name:

Shibboleth V2

Work Type: Standard 52)
Overtime

Employee
Role Number Of  Billing Rate Rate Employee
Resources Currency Billing Rate Currency Rate Selected Start Date End Date
Administratoe 2 uss [+] 100 || USs [+ 00 v s/31/2013 i f 14 a
Expense Entry Approver 1. uss = 150 || Uss = 2% v 5/31/201 - 5/31/2014 -
External Usar uss = 100 | | US$ =] 10 v /312013 . / 1 ‘
Project Manager uss [«] 0000 | USS [=] 0 5/31/2013 i 5/31/2014 i
Team Lead uss [=] 0,0000 | | USS [=] 5/31/2013 . 5/31/2014 .
Time Entry Approver 55 [+] 0000 | USS [«] 5/31/2013 i 5/31/2014 i
User uss [=] ,0000 | | USS = 0 §/31/2013 ‘ 5/31/2014 '

Trav
Project Roles Tave

History

In [Task Based Billing Rate] case
Just select your required [Work Type] in [Work Type] drop-down and then define your
billing rate and employee rate for that particular work type.

* Task Billing Rate
Work Type: Standard [
Employee Rate Currency:| Overtime Employee Rate: 0.0000

Travel

Billing Rate Currency: US$

=

Billing Rate History

Billing Rate: 0.0000

Billing Rate Start Date: 11/17/2012 Billing Rate End Date: 11/17/2013




How to enable [Work Type] field in Time Entry [Day View] and
[Week View]:

Steps:
1. Navigate to [Admin Options]-->[Preferences]
2. Click on [Show Work Type In Timesheet] to check this field.
3. Click on [update] to update these changes.

Timesheet Information

Show Clock Start/End:
Show Client in Timesheet:|
Show Description in Week View: |V
Show Completed Project in Timesheet:
Show Completed Task in TimeSheet:
Show Work Type in TimeSheet: [V
Show Cost Center in TimeSheet:

Show TimeOff in Timesheet:|V.

Time Entry Day View with [Work Type] field:

b i brmsomentdli

Employees: 001 - John Benson v
Current Date: < 5/13/2013 &
Time Entry Date: S/13/2013 -
Timeshect Status: Not Submitted
Project Project Task Work Type TotalTime Description
LEGO lw] ' Implementing Epidemic round 2 [w] standard - =
£60 [+] [w]  standerd B n 3
= Standard =
= Standard =
Time Off Holday =
Time Off Holday =

Copy From: 5/31/2013 ﬁ Copy Timesheet Copy Activities

Status Legend Not Submitted M Submitted MApproved B Rejected

Employee Attendance List

Id  InfOut Time Absent

Time Entry Week View with [Work Type] field:



tmployees: 001 - John Benson 53

Current Timesheet Period: < 5/27/2013 - 6/2/2013

wasvis: i il

Timesheet Totak 08:00

Timesheet Status: B Submitted

Mon Tue wed Tha i
Project Name Project Task Work Type 5127 5/28 5/29 5/30 5/31
LEGO Emplementing Epdem round 2 [¢] stancas ) cs:.o:-
Select Project «| Standad [«
Select Project (v] SelectTask +| Standad
Time Off Hoiday =
Time Off Holdsy -
08:00
Description:

Cony. Frose: {3y -m“

Status Legend ot Wsubmutted W




Timesheet
Time Entry

After you have completed the setup process, users can begin entering billable and non-billable time
and expenses and tracking when they start and stop work. You will be able to track project costs and
client billing, timesheet submission status, time off usage, and available vacation.
This topic will explains the actions involved in daily usage of timelive, including:
e Entering, saving time record using time entry day view. Submit is only available in week
view.

e Entering, saving, and submitting time record using time entry week view.
More about TimelLive timesheet entry:

1. Timesheets are used to enter time against specific projects and tasks or activities and time off
using either day-view or week-view.

2. Users complete and submit their timesheets from week-view to supervisors, project leaders,
and/or clients for approval.

3. The timesheets are then reviewed and either approved. When all items are approved, the time
information is saved to the database.

4. Once a timesheet is submitted, the data can be analyzed by project leaders and supervisors to
determine project status and costs, and to make more efficient resource planning decisions.

5. Billing detail can be generated after submitting of timesheet.

Timesheet formats:

TimeLive provides two timesheet formats for enterting time entry record in TimeLive.

e Standard Timesheet (just with total time of a time entry record. It is useful in organization
where only TotalTime information is required for billing and analyzing)



bomsiebaroorer et “ “

Employees: 001 - John Benson [+]

Current Date: < 5/30/2013 &

Time Entry Date:

Timesheet Status: Not Submitted
Project Project Task TotalTime Description
Select Project [z Select Task -
Salect Progact [v] SelectTask
Time Off Holday =]
Time Off Holday =
00:00

e | S

Status Legend Not Submitted B Submitted MApproved  ERejected

Employee Attendance List

id In/Out Time Absent

Time entry with Start time and End time (additional start time / end time field with
standard total time field)

borceBbenrcinci

Employees: 001 - John Bengon L=
Current Date: < 5/30/2013 o
Time Entry Date: §/30/2013 .
Timesheet Status: Not Submitted
Corom
Project Project Task StartTime EndTime TotalTime Description
LEGO [] implementing Epdemic Rounting reund 1 [=] |0s:00 22:00 14:00
Select Project Q Select Task
Time Off Holday
Time Off Holday

e [ —— - -

Status Legend Not Submitted M Submitted BApproved M Rejected

Employee Attendance List

d In/Out Time Absent




Time Entry - Day View
About Day View:

Using day view of time entry, employee can enter daily timesheet with full view of whole day.
Employee can submit these time entries for approval by clicking on [Submit] button.
Time entry day view can be access using <My Area> -- <My Timesheet> from main menu.

Features of Time Entry - Day View:

1. Easy single format of entering whole day time entries for different project and task in single
save.

2. Day view of time entry also supports both two types of format. You can customize this option
using Admin option --> Preferences (Show Clock Start/End] option.
e Standard timesheet (just with total time of a time entry record)

w"ku o e et e
001 - John Benson [+]

Employees:

Current Date: < 5/30/2013 &

Time Entry Date: 5/30/2013 -

Timesheet Status: Not Submitted
Project Project Task TotalTime Description
|w] Select Task
[+] selectTask
Time Off Holday

Time Off

Holday

Copy From: 5/30/2013 ﬁ Copy Timesheet Copy Activitics ﬁ

Status Legend Not Submitted MiSubmitted M Approved  MRejected

Employee Attendance List

id In/Out Time Absent

o Time entry with Start time and End time (additional start time / end time field
with standard total time field)




b bbb ﬁ ﬁ
001 - John Benson =

Employees:

Current Date: @ 5/30/2013 o

Time Entry Date: 5/30/2013 i
Timesheet Status: Not Submitted

Project Project Task StartTime EndTime TotalTime Description
w] Implameanting Epidemic Rounting round 1 [=] | 0s:00 22:00
roject (w] SelectTask
Time Off Holday [
Time Off Holday

Copy From: 5/30/2013 ﬁ Copy Timesheet Copy Activities

Status Legend Not Submitted M Submitted BApproved  EMRejected

Employee Attendance List

d In/Out Time Absent

Time Entry Day View

Adding of Time entry record using Day View:

By default, timelive always give two blank rows in day view to enter new timesheet record.
On save, timelive will give additional 2 rows for entering more time entries

Select project in blank row of day view

Select task of that selected project in that same row

Enter Start time (Time In / Time Out mode only)

Enter End time (Time In / Time Out mode only)

. Enter Total Time

You can continue on adding new row in time entry record from next row. If you want to add more
row, save it first and then timelive system will give additional 2 rows for entering more records.

NoOUAWNE

Deleting of time entry record:

1. Click on [Delete] button of record which you want to delete.
2. Click on [Yes] to confirm this delete.

Updating time entry record:

e Navigate to field which you want to change.
e Change your content in that field.
e Click on update to save this update.

Submitting time entry record:

e Submitting time entry can be done only from week-view. Just navigate to week-view and click
on submit button to submit that whole week.



Time Entry - Period View

About Period View:

Using [Period View] of time entry, employee can enter daily time sheet with full view of whole week.
Employee can submit these time entries for approval by clicking on [Submit] button.

Time entry week view can be access using <My Area> -- <My Timesheet> --> <Period View>
from main menu.

Features of Time Entry - Period View:

1.

2.

Easy single format of entering whole week time entries for different project and task in single
save.
Period View can be configured using [Admin Options]-->[Working Days] for following
configuration.
e Changing of period type (Daily, Weekly, Bi-Weekly, Semi-Month, Monthly) for period
view.
Week Start Day.
Week working days.
e Validation of hours for time entry (Minimum Hours / Maximum Hours per day and per
period).
Period view of time entry also supports both two types of format (standard and with start time
and end time) . You can customize this option using Admin option --> Preferences (Show
Clock Start/End] option.
A client selection dropdown can also be enabled in Time Entry using Admin Options--
>Preferences option name [Show Client In Timesheet].
Standard timesheet (just with total time of a time entry record)



Employees: 001 - John Benson

——— _“_
=]

Current Timesheet Period: < 5/27/2013 - 6/2/2013 ¢

Time Entry Date: 5302013 -

Timesheet Totak 1212
Timesheet Status: Hot Submitted
Time Entry

Mon Tue Wed Thu
Project Name Froject Task 5f27 5/28 5/39 5/30
LEGD [ | mobot assembly [=] 1212
Salart Pragect [=] SslectTask
Sedect Project [+] SelectTask
Time Off Hebday =]
Time Off Holiday &l
12:12
Description:

_—
Copy From: 5305013 - Copy Tame sheet Copy Activit Expart Offline Timesheet Import Offline Timesheet

Status Legend Hot Submitted W Submitted B Approved HRejected

Fri
5/31

e Time entry with Start time and End time (additional start time / end time field

with standard total time field)
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Employees: 001 - John Benson

Current Timesheet Period: < 5/27/2013 - 6/2/2013 &

Time Entry Date: 5/30/2013 a

Timesheet Totak

Timesheet Status: Not Submitted

m
@
o

| Robot assembly (5.4

Select Project v| SelectTask
Select Project [w] SelectTask
Time Off Hobday [+
Time Off Holiday [+
3:00
Description:

)
T ——

Status Legend Not Submitted W Submitted M Approved H Rejected

Time Entry Week View

Hon Tue Wed Thu
Project Name Project Task s/27 5/28 5/29 5/30

Fri
5/31

Adding of Time entry record using Period View:

By default, Timelive always give two blank rows in week view to enter new timesheet record.
On save, Timelive will give additional 2 rows for entering more time entries

Select project in blank row of week view for which you want to enter time entry record.
Select task of that selected project in that same row

Enter Start time (Time In / Time Out mode only)

Enter End time (Time In / Time Out mode only)

Enter Total Time

You can continue on adding new row in time entry record from next row. If you want to add more
row, save it first and then Timelive system will give additional 2 rows for entering more records.

NoOUhwhNE

Deleting of time entry record:

1. Navigate to Total Time field either using mouse or using keyboard.
2. Remove information in [Total Time] field which is already entered.
3. Click on [Save] to save this delete.

Updating time entry record:



¢ Navigate to field which you want to change.
e Change your content in that field.
e C(Click on [update] to save this update.

Submitting time entry record:

e Click on [Submit] button to submit time entries for approvals. After submit, all time entry
will become read-only for users.
o After submit, time entry show submit and approval status in bottom of week view.

Copy Timesheet, Copy Activities, Export Offline Timesheet, Import Offline Timesheet:

In Timesheet Period View, below the Save and Submit button, there are very useful options through
which lot of time can be saved.

Description:

LEGO Project Meetings

e e T G
Copy From: | 5/21/2015 X ﬁ Copy Timesheet Copy Activities | ﬁ Export Offline Timesheet Import Offline Timesheet

Status Legend Not Submitted M Submitted Approved [l Rejected

Copy Timesheet : While on any Timesheet period, user can copy any existing Timesheet period by
using Copy from Date. Through this option, all Project, Tasks and hours will be copied from given
period date to current period.

Copy Activities : This option will copy only Project, Tasks to current Timesheet period. Hours will not
be copied.

Export Offline Timesheet : This option will save a CSV file of the current Timesheet period on your
computer.

Import Offline Timesheet : This option will upload saved CSV Timesheet file from computer.

Submitting a Timesheet

When a period ends, users submit their timesheets for approval. The approval process ensures that
time is entered correctly for more efficient and accurate analysis.

TimelLive automatically submits users’ timesheets to all necessary supervisors, project leaders, and
clients based on both the system configuration set up by the administrator and the approval type
defined at project level.

Submit button is only available in Week-View of time entry.

Submit your timesheet for approval:

a. Click on [My Timesheet] link in left hand side menu.
b. Select the [Submit] button.



c. After submit, time entry records will become read-only for users. (Administrator can
disable time entry locking after submit by un-checking on preferences option "Lock
Submitted Records".

d. After submit, time entry show submit and approval status in bottom of week view.

Timesheet Approval Detail

Submitted By:  John Benson

Submitted On: 5/30/2013
Approver Name Approved On Status Comments Projects

John Benson - Project Manager 5/30/2013 Approved

Unsubmitting and Reopening Timesheets:

TimeLive Administrator can un-submit or unapprove user's time entries using [Time Entry Archive]
option available in [Admin Options]. Unsubmitting/Unapproving a single record will open whole week
of time entry of that particular user. User can update his time entry by login-in using his own
username and password and can update any entry in whole week. He can then re-submit this whole
week for approval.
e Using [Time Entry Archive], administrator can search records which he want to change
using different filter options available.
e Click on [Edit] on record on which administrator wants to change approval or submitted flag
of a time entry.
e Uncheck [Approved] or [Submitted] flag as per your requirements in that time entry row.
. Click on [Update] link for that time entry archive record to update this record. This will
remove that same approved or submitted flag in whole week.

Rejected Timesheets:

If a supervisor, project leader, or client rejects your timesheet, TimeLive will notify you by displaying a
rejection notification in your timesheet. You can then review the approval details, correct errors, and
resubmit your timesheet for approval.

Timesheet Approval

The approval process ensures that time is entered correctly for more efficient and accurate project and
time off analysis. TimeLive provides a default approval process that you may customize for your
organization.

More about Timesheet Approval:

1. If you choose to customize this process, you should change the approval settings before
creating projects and allowing users to enter timesheets/expenses.

2. Approver types identify the individuals who will be approving users' timesheets and
expenses. You can setup many different approver types, each of which will have a specific
approval function within the approval path.

3. Simultaneous / Alternate Approvals. Multiple approvers can receive and approve the same
item concurrently. For example, if you have defined two approval types named Supervisor and
Administrator, you can assign them both 1st position in the approval sequence, and they will
both receive approval items simultaneously.



Users complete their timesheets by entering time against projects or time off codes. Users can
enter time only for those projects for which they are part of the project team. All time is either
billable or non-billable. Once completed, users submit their timesheets for approval.

Once submitted, users’ timesheets are sent to the appropriate project leaders, clients, and
supervisors for approval. Approvers can approve or reject the timesheets. Approved
timesheets are closed so the data can be processed.

Timelive sends e-mail notifications (if enabled) to inform approvers when timesheets/expenses
are waiting for approval, or to inform users when timesheets and expenses have been
rejected.

Launching Timesheet Approval:

To launch timesheet approval, click on <Project Management> --> <Timesheet Approval>
option in left side navigation menu.

Approving timesheet records:

Timesheet Approval page shows four possible timesheet approval tables depend upon logged in
employee role in different project and timesheet approval path defined for those projects. These are
the possible types of timesheet approval tables available in timesheet approval page.

1.

2.

3.

My Team Time Entry Approvals (Will be showed if a project's teamlead timeentries are due
to be approved)

My Projects Time Entry Approvals (Will be showed if a project's project manager
timeentries are due to be approved)

Client Time Entry Approvals (Will be showed if a project's external client timeentries are

due to be approved)
Administrator Time Entry Approvals (Will be showed if system administrator timeentries

are due to be approved)

Search Parameters

Employee Name: | < A -

Include Date Range:

Start Date: 5/24

£nd Date:

My Projects Time Entry Approvals

Employee Name Billable
Timesheet Period Hours ton-billable Hours  Total Hours  Approved Rejected Approver’'s Comments

To review a time sheet record:

1.

Approver can see whole period timesheet by clicking on employee name link. This will launch
read-only view of employee time-sheet period.



Q, TIMELIVE
Show A¥

ton Tue Wed Thu
Project Name Task Name 6/24 &/2s 6/26 6/27

LEGO Implementing Epidemic round 2 04:00

Total 04:00

Total Duration: 04:00

 Consultant Signature T ChentSignature

Employee Rame: John Benson Period Date: 6/24/2013 - 6/30/2013

Time Entry Week View

i
6/28

To Approve a time sheet record:

1. Select [Approved] checkbox on time entry record which you want to approve.
2. Enter your comments in "Approver's Comments".
3. Click on [Update Time Entry Approvals] button to confirm these approvals.

To Reject a time sheet record:

1. Select [Rejected] checkbox on time entry record which you want to reject.
2. Enter your comments in "Approver's Comments".
3. Click on [Update Time Entry Approvals] button to confirm these changes.

Approval Types (Workflows)

Approval types identify the individuals who will be approving users' timesheets and expenses. You can
setup many different approver types, each of which will have a specific approval function within the
approval path.

Workflows establish which manager(s) must approve an employee’s time or expense submissions
before those entries can be processed for project costs, billing, payroll, reports, etc. When multiple
approvals are required for the same submission (e.g., first the Project Manager and then the HR
Manager), the workflow also controls which manager approves first, second, and so on.

A workflow is first created in the [Approval Types] view and then assigned to individual projects. When
the employee submits a time or expense entry, the designated manager then approves the time and
expenses using the Time & Expense approval view. When signing on, an approving manager is notified
when submitted entries are awaiting approval.

System administrator can setup [Approval Types] name using [Admin Options] --> [Approval

Types]

Approval Type List

Time Off
Approval Type Name Approval

Edit Delete

6 B o =

2 0 & & @
LA

/.
{




Approval Paths:

Approval paths define the approval process for the users in your organization. You can include five
different types of approver in your approval path definition. You can define approval sequence for
each of the approval path in your approval paths definition.

Approval Type

Approval Type

Approval Type Name:

Is Time Off Approvak

Approval Path
Approver Type External User Employee Sequence
Selact w | Selact Select 1st -
Select w | Select Select 15t -
el w | Selact Select ist v
Select w | Select Select 15t v
Select v| Select Select 1st =)

Approver types:

There are five type of approver types in timelive which you can define in approval paths.

1. Team Lead

2. Project Manager

3. Specific Employee (if you want your timesheet / expenses to be approved by some specific
employee)

4. Specific External User (if you want your timesheet / expenses to be approved by some specific
external user (client)

5. Employee Manager (Employee own manager defined in employee form).

Simultaneous / Alternate Approvals

Multiple approvers can receive and approve the same item concurrently. For example, if you have
defined two approval types named Supervisor and Administrator, you can assign them both 1st
position in the approval sequence, and they will both receive approval items simultaneously.

More About Attendance Module:
Attendance through Employee Profile

In some companies, Users only require to punch-in Time and punch-out Time for their presence
verification. TimeLive allow user to Time In/Time Out in the most simple and basic way as soon
as user login to his/her account.

To Achieve this, user first need to enable this feature from his/her profile.

> Login to your TimelLive Account.
> Click on your Profile.



[#] Dashboard 2 Welcome, John Benson (Admimistrator) 5. Admin Options B2 Menu

My Projects by Status Count My Tasks by Status Count

e u

My Prajects
W In Progress (1)

1 OnHold (1)
' W started (1)
My Tasks
‘o

My Timesheat

My Expenses

My TimeOFf

My Reports

> Enable check "Enable Time In/Out Option" and click Update.

Time Zone: (-7.00) Mountain Time (U5 & Canada)

Enable Time In/Out Option: W]
Password
*Current Password:

*password: *Verify Password:

o=

> Time In and Time Out buttons will now show besides the User Profile.

[%] Dashboard @ Timemn & Timeout 2 Welcome, John Benson (Administrator) = 5. Admin Options = Menu

My Projects by Status Count sks by Status Count

A5

My Praojects

My Tasks

W In Progress (1)
—40OnHold (1)
W Started (1)

My Timesheet

My Expenses

My TimeOff

[res

> Click on Time In button to input Login Time and Time Out button to input Logout
Time. TimeLive will automatically record System Time.



Message from webpage *

] | Attendance: Time out at 9/24/20148:55:18 PM

Attendance through Time Entry Day View.

Attendance is punch in / punch out of employees in order to track actual physical availability on
work. Employee attendance and time entry are two different option to track two different
things.

Attendance list and its form is available at [Time entry day view] which can be launch using
[My timesheet] menu option

Time Entry Day View

Project Project Task TotalTime Description
Select Project Select Task
Select Project Select Task
Time )
Holida w
Tim y
Time Holiday
Off
00:00
T
Copy From: | 5/24/2016 ﬁ Copy Timesheet Copy Activities ﬁ
Status Legend Not Submitted [lSubmitted MApproved [HRejected

Employee Attendance List

Id In/Out Time Absent




A time entry record is an employee activity on a project for a particular duration. This
is useful for calculating employee actual employee time spent on project task.
Time In represent time when employee enter an organization and Time Out
represents when employee finish his day work.
A case can be

e 8:00 AM (Employee Timeln through employee attendance)

Employee Attendance information

Employee Attendance

* InfOut: In
* Time: | 08:00
* pbsence: Present

Employee Attendance List

Id In/Out Time Absent

1734 In 00 AM Edit Delete

Work start on a project task from 8:30 AM to 12:30 PM . Thisis a
case of timesheet record of recording employee activities on project.
At 12:30 PM, Employee took a break of lunch for an hour.

Then start working again from 1:30 PM.

Perform a task from 1:30 PM to 4 PM (will be record in timesheet)

e 4:00 PM (Out) (Employee leave with attendance record of "Out : 4:00 PM)

Employee Attendance List

Id In/Out Time Absent
1734 In 3:00 AM Edit Delete

1735 Out 4:00 PM Edit Delete




This is very typical case of attendance through which we can record one time

in record when employee arrive and one time out record when employee

leave.

e Attendance module of TimeLive also allow employees to enter their Paid Time Off
(PTO) leave and Holiday.

Employee Attendance information

Employee Attendance

* InfOut: In ﬂ

* Time:
Present
PTO
* Absence: d:

=

How to add new attendance record:

1.
2.

3.
4,
5

Click on [My Timesheet] to launch time entry day view.

In employee attendance form, select "In" in ["In / Out"] drop-down.

"Out", if you are recording time out of employee.
In Time field, select time of employee time in.
Select "Present"” in [Absence] drop-down.
Click on [Add] to add this [Time In] entry.

How to enter employee leave record:

1.

2.
3.
4

Click on [My Timesheet] to launch time entry day view. In employee
attendance form, leave ["In / Out"] drop-down as blank.

Leave time field empty.

Select your required leave type in [Absence] drop-down.

Click on [Add] to add this [LEAVE] entry.

How to modify attendance record:

1.

2.

3.

Select

In employee attendance list, click on [Edit] on record which you want to

modify.

Update this record with your required modification in [Employee Attendance

Information] form.
Click on [update] button to update this record.

How to delete attendance record:

1.

2.

In [Employee Attendance List], click on [Delete] link of record which you

want to delete.
Click on [Ok] to confirm this delete on confirmation dialog box.



Timesheet Audit in My Timsheet:

In My Timesheet User/Administrator (depends on Role Permission) can view Period Timesheet Audit.

Employees:

Time Entry Date:

Timesheet Total:

Timesheet Status:

LEGO

LEGO

Select Project

Select Project

Time Off

e PeeTs

Current Timesheet Period:

001 - John Benson

<31/10/2016 - 06/11/2016 &>

31/10/2016 ﬁ

40:00

Approved

ime Entry Week View

Project Name

M &

[

Project plan

Project plan

Select Task

Select Task

Holiday

Project Task

Mon
31/10

07:00
@
01:00
2

I

Tue Wed Thu Fri
01/11 02/11 03/11 04/11
02:00 03:00 08:00 08:00
] | [} |
06:00 05:00
| |

Timesheet Audit button is visible for Users (depends on Role Permission) to view the period Activity.

This Audit will show any changes done by user and a

roval process in detail.
Timesheet Period Audit

Updated Date

31/10/2016 05:27:39
31/10/2016 05:27:39
31/10/2016 05:23:20
31/10/2016 05:23:20
31/10/2016 05:23:20
31/10/2016 05:22:50
31/10/2016 05:22:50
31/10/2016 05:22:08
31/10/2016 05:22:08
31/10/2016 05:22:08
31/10/2016 05:22:08
31/10/2016 05:19:34
31/10/2016 05:19:34

31/10/2016 05:19:34

Timesheet Audit

Updated Date

31/10/2016 05:19:18
31/10/2016 05:19:18
31/10/2016 05:19:18

31/10/2016 05:19:18

31/10/2016 05:19:18

Field Name
Approvedsy Bob Bingham
ApprovedOn 31/10/2016 05:23:00
ApprovedOn
Approved No
Approvedsy
Rejected Yes
Submitted No
Rejected No
RejectedBy
RejectedOn
Submitted Yes
Submitted No
SubmittedBy
SubmittedDate

Project Name Task Name
LEGO Project plan
LEGO Project plan
LEGO Project plan
LEGO Project plan
LEGO Project plan

0ld Value

New Value

John Benson
30/10/2016 23:00:00
31/10/2016 05:23:00
Yes

Bob Bingham

Bob Bingham
31/10/2016 05:22:00
No

Yes

John Benson

31/10/2016

Total Time Field Name
08:00 TotalTime
08:00 TotalTime
08:00 TotalTime
08:00 TotalTime
08:00 TotalTime

John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson
John Benson

John Benson

Old Value

07:00
07:00
07:00
07:00

07:00

Updated By

New Value Updated By
08:00 John Benson
08:00 John Benson
08:00 John Benson
08:00 John Benson
08:00 John Benson

In the above image and under 1st Audit Grid, date and time of Submission, Rejection and approval
Date and Time along with Approver Name and submitter Name are shown along with old and new

status of the Timesheet Period.
In the 2nd Audit Grid it shows that there are 5 entries in total in this particular period along with
their old and new values when submitted by Submitter Name.







Expense Sheet Setup

Expense Types setup

Expense types are the different categories of expenses. Application administrator can create different
expense types according to their organization needs.

Expense Type also allow administrator to define either that expense types require quantity input in
expense entry. In case of "Car Mileage" where users are required to enter "Miles/Kilometer" in
expense entry, administrator can enable quantity field with its own defined caption in expense type.
System administrator can setup Expense Types [Admin Options] --> [Expense Types]

Tax Zone: Default -

1d Expense Type Tax Code
Edit Delete @

2
4
{

o oo

@ o o

(8

Expense Type Information

Expense Type
*Expense Type:
Tax Code: <None> =
Show Quantity:

*Quantity Caption:

Adding new Expense type:

To add new expense type:

1. Enter expense type in "Expense Type Information" form which you want to add.

2. Select Tax Code (Tax codes define different types of tax, that can be applied to the expense
codes defined in your system. Administrator can create regional based taxes in order to
support tax calculation based on user own region.)

3. Check on "Show Quantity" checkbox, if administrator wants input of quantity in expense entry
for this particular expense type. Example of quantity field is "Car Mileage" where users are
required to enter "Miles/Kilometer" in expense entry

4. Enter Quantity Caption in case if this expense type is quantity based.

5. Click on [Add] to add this expense type in timelive system.

Deleting Expense Type:



1. In [Expense Type List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Expense Type:

1. In [Expense Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Expense Type Information] form.
3. Click on [Update] button to update this record.

Expenses Code Setup

Expense codes define the different costs incurred for business activities and purchases. You can create
your required expense codes using Expenses option of administration.

Adding expense codes will allow you to identify the types of expenses that may be entered against
specific projects. Expense codes will also allow you to track the kinds of expenses being recorded by
TimelLive users.

System administrator can setup expenses name using [Admin Options] --> [Expenses]

Id Expense Name Expense Type

p

Hotel Stay Hotel Yes X

Expense
*Expense Name:
*Expense Type: Ar Trave =
Default Expense Rate: 0
Disabled Editing Of Rate:

Billable:

Setting up Expenses:

Adding new expenses:

To add new expense, follow these instructions.

1. Enter new expense name which you want to add in "Expense Information" form.

2. Select expense type in expense type dropdown.

3. Enter default expense rate for expense codes which are quantity based. Example of default
expense rate is mileage rate for expense "Car Mileage". Administrator can define rate for that
expense here.

4. Check on "Disabled Editing Of Rate", if administrator don't want user to change rates in
expense entry. Administrator can disable milage rate editing in expense entry by users, by
checking on this checkbox.



5. Click on [Add] to add this expense code.

Deleting Expense:

1. In [Expense List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Expense:

1. In [Expense List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Expense Information] form.
3. Click on [Update] button to update this record.

Payment Methods

Payment methods specify how expenses were paid. TimeLive includes a set of predefined payment
methods that you can edit to meet the needs of your organization. You can also create new payment
methods.

System administrator can setup organization departments using [Admin Options] --> [Payment
Methods]

Setting up Payment Methods:

By default, four default payment methods are available in TimeLive with name "American
Express,Cash, Master Card,Visa". Administrator can rename these payment methods and can also
add new payment methods.

Payment Method

1 Payment Hethod
Edit Delete @

American Express ul

%
A%
%

oo o

Payment Method Information

Payment Method

* Payment Method:

Renaming "Default payment method":

1. Click on [Edit] link on default payment method record.
2. Enter new payment method name of default payment method.
3. Click on [Update] to update this change.

Adding new payment method:

To add new payment method, follow these instructions.
1. Enter new payment method code and name in "Payment Method Information" form.



2. Click on [Add] to add this payment method.

Deleting Department:

1.

Editing Payment Method:

1.

2. Update your required modification in [Payment Method Information] form.
3. Click on [Update] button to update this record.

In [Payment Method List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

In [Payment Method List], click on [Edit] link of record which you want to modify.

Tax Code Setup

Tax codes define different types of tax, that can be applied to the expense codes defined in your

system.

When you add a tax code, you will be required to enter its tax formula. This formula, which is based
on the net amount of the expense, determines how TimelLive calculates the tax.

System administrator can setup organization departments using [Admin Options] --> [Tax Codes]

Setting up Tax Codes:

Renaming "Default tax code™:

1.
2.

Tax Zone: Default

VAT

Tax Code

*Tax Code:

*Formula

Tax Code

Tax Code Information

Formula

Edit Delete

”
P Bl 0F [

Ll

Click on [Edit] link on default tax code record.
Enter new tax code name of default tax code.

3. Click on [Update] to update this change.

Adding new tax code:

To add new tax code, follow these instructions.

1.

Enter new tax code code and name in "Tax Code Information" form.




2. Click on [Add] to add this tax code.

Deleting Department:

1. In [Tax Code List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

Editing Tax Code:

1. In [Tax Code List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Tax Code Information] form.
3. Click on [Update] button to update this record.






Expenses

Expense Entry

An expense is cost incurred from work-related tasks and/or purchases (travel, meals, office supplies,
etc.). Expenses may be non-billable or billable, the latter applying to expenses for a project funded by
a specific client.

Users complete and submit their expense sheets to team lead, project manager, and/or clients for
approval. The expense sheets are then reviewed and either approved or rejected. When the expense
sheet is approved, the expense information is saved to the database.

Once an expense sheet is submitted, the data can be analyzed by project leaders and administrator to
determine project costs and client billing.

More about Expense sheet:

A single expense sheet allows user to submit multiple expenses.

A user fills out and submits an expense sheet, uploading any available receipts.

The user can choose which project each expense was associated with.

User can print an expense sheet for signature purpose.

The expense sheet is automatically sent to one or more approvers.

The approvers approve the expense sheet.

The finance department can reimburse the user based on the approved expense sheets.

The expenses can be exported for client billing or reviewed against project estimates.
Expense sheets screen can be access using <My Area> -- <My Expense Sheet> from main
menu. Or from top menu [EXPENSES].

Search Parameters

LRENOARWLNE

Employee Name: 001 - John Bansor

Approval Status: Not Submitted [=]

Include Date Range:

Start Date: 5/30/2013 i
End Date: §/30/2013 iﬁ
Add Hew Expense Sheet

Date Description Amount Status
Edit Delete

Care Mieage for meating with chent

More about Expense sheet list :

User can add a new expense sheet by clicking on [Add New Expense Sheet] button.
User can filter all expense sheets using approval status and date range.

User can edit any expense sheet by clicking on [Edit] link of that expense sheet.

User can duplicate any existing expense sheet by clicking on [Copy] link of that expense
sheet.

5. User can delete an expense sheet by clicking on [Delete] icon of that expense sheet.

R

Add new Expense sheet:



To add new expense sheet from expense sheet list:
1. Click on [Add New Expense Sheet] button in expense sheet list.
2. Enter expense description on top.

Expense Entry

Employee Name: 001 - John Benson
Description: Meeting with dient
Date: 11/17/2009

Expense Sheet Status: Not Submitted

Client Name:
*Project Name:

*Expense Name:

Description:

Expense Entry Date:
Reimburse:["]
Payment Method:
Currency:

Net Amount:

Tax Zone:

Airport Tax:

*Amount:

Reimbursement Currency: | USS IZ]

Expense sheet Description

Expense Entry Information

Bahria Society of Professional Communication E]
LEGO [=]
Air Travel El

Meeting with dient

vz

6/16/2012

None [~] Add/Edit form for Expense
uUss =]

Numeric Required
Default =]

220

Billable:[]

=

Status Legend Not Submitted B Submitted B Approved B Rejected

wN =

Select your reimbursement currency
Click on [...] to open date picker for expense entry date and select your expense sheet date.
After adding expense sheet information, user should enter expense entries records using

instructions mentioned below.

Adding expense entry :

In [Expense Entry Information] form, enter project name whose expense entry you want

Select [Reimburse] check box if you paid for the expense and require reimbursement.
Select different available payment methods like Cash, Credit Card etc.

1.
to enter.
2. Select your required [Expense Type].
3. Enter description of expense entry.
4.
5.
6. Select currency of your expense.




7. Select quantity field (if this expense is configured to get input of quantity field).

8. Rate (if this expense is configured to get input of quantity field).

9. Amount (will be automatically calculated if this is a quantity field)

10. Tax Amount (will be appear only if this expense is configured as a tax able expense).
11. Net Amount (automatically calculate)

12. Enter amount of expense entry.

13. Click on [Add] button to add this expense entry.

Attaching documents expense entry :

1. Click on [Attachments] link on expense entry to open attachment page for that particular
expense entry.
2. You can then upload receipts and other expense related documents at this page.

Deleting Expense Entry:

1. In [Expense Entry List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Expense Entry:

1. In [Expense Entry List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Expense Entry Information] form.
3. Click on [Update] button to update this record.

Submitting expense sheet:
e Click on [Submit] button to submit expense entries for approvals.

Expense Approval

Launching Expense Approval:

To launch expense approval, click on <Project Management> --> <Expense Approval> option in
left side navigation menu.

Approving expense records:

Expense Approval page shows four possible expense approval tables depend upon logged in employee
role in different projects and expense approval path defined for those projects. These are the
possible types of expense approval tables available in expense approval page.
1. My Team Expense Entry Approvals (Will be showed if a project's team lead expense entries
are due to be approved)
2. My Projects Expense Entry Approvals (Will be showed if a project's project manager
expense entries are due to be approved)
3. Client Expense Entry Approvals (Will be showed if a project's external client expense

entries are due to be approved)



4. Administrator Expense Entry Approvals (Will be showed if system administrator expense
entries are due to be approved)

Search Parameters
Employee Name: <Al >
Include Date Range:

Expense Entry Start Date: §/24/2013

s
Expense Entry End Date: 6/24/2013 -

Update Expense Entry Approvals

My Projects Expense Entry Approvals
Employee Name Date Amount

To review expense sheet:

To view whole expense sheet before approval, an approver can click on "Employee Link" to
open read-only view of expense sheet submitted by a user.

Approver can see attachments of expense entry records by click on attachment links.

Employee Name: John Benson Reimbursement Currency: US$
Description: Neetng with ceen Total Reimbursement : 910,00
Dote: 2010

Expense Entry List

Payment Net Tax
Date Project Name Expense Name Description Method Quantity Rate Amount TaxCode Amount Amount Attachments
6/22/2013 LIGO Air Travel Alr travel to LEGO site. Visa 00.0 T 2
6/22/2013  LEGO Car Mieage ot for oetlog With ' icasls Ml fdometer 200 LS 2

US$300.00

600,00 10.00 US$ 910.00

Consultant Signature Chent Signature

To Approve a expense sheet records:

1. Select [Approved] checkbox on expense sheet record which you want to approve.
2. Enter your comments in "Approver's Comments".

3. Click on [Update Expense Entry Approvals] button to confirm these approvals.

To Reject a expense sheet record:




1. Select [Rejected] checkbox on expense sheet record which you want to reject.
2. Enter your comments in "Approver's Comments".

3. Click on [Update Expense Entry Approvals] button to confirm these changes.






Time Off

Time Off Overview

Using Time Off feature, employees can check available time off, make a request, get manager
approval. TimeLive time off and absence management provides a comprehensive time off and absence
management solution unmatched in industry today.

Time Off Policy Information

Time Off Policy

Time Off Policy: | Standard

Disabled:

Time Off Policies Detail List

Time Off Type

Effective Date

ggoooo

Initial Set To Hours

Earm Hours

) EachYear

Maximum
Reset Hours Available

Features Of Time Off Module in Timelive:

requested.

Time off requests, approvals and scheduling.
Users can see how much time off is entitled and request time off accordingly.
Automated notifications: requests, approvals, rejections, approver notices.

Unlimited time off types and balances
Set up accrual rules that are automatically applied.
Time off accruals engine.
Multiple holiday schedules by country, country groups, or locales.
Approvers can approve time off based on how much is entitled and how much has been

Multi-level Approval Paths for time off configurable at employee level

e You may record time off against any enabled [Time Off] type. Some [Time Off Types] may
require [Time Off Request], while others may not, as determined by your administrator

e If request is required for [Time Off Type], you must submit [Time Off Request] for a time
off type using the [My Time Off] page.

e Booked time off will automatically display in your timesheet.

e If "Request" is not required for a [Time Off Type], you may enter it directly in your

timesheet.

User can see all [Time Off Types] balances while submitting [Time Off Request].
Administrator can check the Time Off status of each employee by clicking on [Time Off] link
on "r;Employee” page.

Time Off Types:




Time off types are categories that employees use to request or enter time off against. Commonly used
time off types include vacation time, sick time, jury duty, or banked time.
TimeLive provide few pre-defined Time off Types. Administrator can create their own Time off Type
based on their own organization needs.
Times off Types are of two types.
1. Time Off Types with "Request Required" enabled. User will be required to submit [Time Off
Request] for these [Time Off Types].
2. Time Off Types with "Request Required" disabled. User will be required to enter time off
entries in timesheet directly for these [Time Off Types].

Time Off Types Request Required

h ¥

vacabon
Time Off Types Information

Time Off Types
Time Off Types:

Time Off Request Required:

Time Off Types List

Edit Delete @

(= (N

Adding New Time Off Type:

To add new Time off type:

1. Enter new Time off type in [Time off Types Information] form which you want to add.
2. Click on [Add] to add this Time off Type in time live system.

Deleting Time Off Type:

1. In [Time off Type List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

Editing Time Off Type:

1. In [Time off Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Time off Type Information] form.
3. Click on [Update] button to update this record.

Time Off Policies

Time off accrues is based on the accrual settings configured using [Time Off Policies] available in
[Admin Options] --> [Time off Policies]. Administrator can create "Time off Policies" with different
configurations and can assign these types separately to each individual employee. Following settings
can be configured using time off policy option.

By default, TimeLive comes with one pre-populated time off policy name "Standard". Administrator
can rename this time off policy and can also add new time off policies.

To setup Time off Policies according to organization rules & regulations, go to [Admin Options]--
>[Time off Policy] option while login with Administrator user.




Time off policy allow Administrator to setup different policy configuration for each "Time Off Type"
defined in [Admin Options]-->[Time off Types].

Time Off Policy Information

Time Off Policy
Time Off Policy: | Standard

Disabled:

Time Off Policies Detail List

Time Off Type Maximum

Effective Date Initial Set To Hours Earn Hours Earn Period Reset at Reset Hours Available

Training

A
3
<
4

In Time off Policy there are several fields. Every field has its own work. Following are the fields of
Time off Policy.

1.

2.

3.

4,

INITIAL HOURS: Time Off Available balance will be set to this "Initial Hours" when Time Off
policy will be first executed by "Time Off Accrual Engine"

EARNED HOURS: Total hours which will be earned after finish of every "Earned Period"
(Weekly, Monthly, Yearly, Employee Anniversary Period).

EARNED PERIOD: TimelLive provide few pre-defined Earned Period which are.

e Never: When "Never" is use, the time off policy does not works.

e Each Week: When Administrator use this option, user will get earn hours after every
week by Time Off Policy scheduler.

e Each Month: When Administrator uses this option, user will get earn hours after every
month by Time Off Policy scheduler.

e Each Year: When Administrator uses this option, user will get earn hours on every
year by Time Off Policy scheduler.

e FEach Year Anniversary: When Administrator uses this option, user will get earn hours
on each year anniversary according to hired date of user.

RESET AT: There are four pre-defined Reset At which are.

e Never: When Never is selected, reset hours will not be set.

e Every Year: In this option, employee available balance will be set to "Reset Hours"
value, every year by Time Off Policy scheduler.

e Every Week:In this option, employee available balance will be set to "Reset Hours"
value, every week by Time Off Policy scheduler..

e Every Month: In this option, employee available balance will be set to "Reset Hours"
value by Time Off Policy scheduler.

e Each Year Anniversary: In this option, employee available balance will be set to "Reset
Hours" value at every anniversary date of employee, according to hired date defined in
employee form.

RESET HOURS: In this field, you can define your "Reset Hours" value which will be set to
employee available balance at end of every "Reset At" period.

MAXIMUM AVAILABLE: Available balance of an employee cannot be increased more than
maximum available hours, defined in [Time Off Policy].

How to reset Policy:



Reset button available in "Employee Time Off Page" allow administrator to reset all current period
earned hours back to 0. And then at end of "Earned Period", TimeLive Time Off scheduler
automatically add new earned hours based on policy defined for that particular employee.

Time Off Request

Time Off Request in advance allows your supervisors to schedule around time when you will be away.
Time off request will automatically display in your timesheet under the heading "Time Off" (even
before it has been approved) (with its current approval status indicated by color coding).

Adding New Time Off Request:

Time Off Request

Approval
Time Off Type Description Hours Off Begin Date End Date Status

Add Time Off Request

Time Off Status

ll

Time Off Type
Earmed Consumed Available

vacation

Other 0

Edit Delete

1. Employee can submit [Time Off Request] from [My Time Off] page. Time off request can
be make only for those "Time Off Types" in which request is enable.

Administrator can configure [Time Off Types] from [Admin Options]-->[Time Off Types]
To add new request, click on [My Time Off] menu option available in left hand side menu.
Click on [Add Time off Request] button to add Time off request.

Select [Time Off Type] from dropdown in [Time off Request Information] form.

nhWN




Time Off Request Information

Time Off Request

Time Off Available: 0 hours

Time Off Type: Other (=]

Begin Date: 5/30/2013
End Date:| 5/30/2013 i

Days Off: 1
Hours Off: 8
Description:

N

Select Begin date and End date for Time Off. (After setting the dates, Days off and Hours off
will be calculated automatically).

Enter Days off for Time Off. (After enter the Days off, Date range and Hours off will set
automatically).

Enter Hours off for Time Off. (After enter Hours off, Date range and Days off will set
automatically).

Select project (Optional) for which you want to enter Time Off record. (A project selection
dropdown can be enabled for Time Off Entry using [Admin Options]-->[Preferences]
option name [Show Project for Time Off].)

Click on [Submit] button, to save the changes and submit it for approval.

Once approved, "Available Balance" of that particular time off type will be decreased with
number of hours requested in [Time Off Request]. In case of no approval require, available
balance will be decreased immediately after submit.

Viewing Time Off Request:

You can view:

1.

2.

All details of your personal time off requests with their approval status, in your [My Time Off]
page.

User can find available balances of their assigned [Time Off Types] with their "Earned" in
current period, "Consumed" in current period and "Available Balance" in [My Time Off Page]
page.

Editing of Time Off Request:

1.
2.
3.

In [My Time Off Page], click on [Edit] link of record which you want to modify.
Update your required modification in [Time off Request Information] form.
Click on [Update] button to update this record.



Deleting of Time Off Request:

1. In [My Time Off Page], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog.

Time Off Approval

Depending on how your time off types are configured, time off entered against some or all time off
types may require "Time Off Request". To submit time off request, users must complete a time off
request form, and then submit it for approval. If approval is required, TimeLive sends each submitted
[Time Off Request] through the sequence of approvers that comprise the user's time off approval
path for review. Each approver can either approve or reject the request.

If a [Time Off Type] does not require request, users enter time against that type directly into their
timesheets.

To Approve a time off record:

1. [Time Off Request] approval type can be created from [Admin Options]-->[Approvals].
Approvals type should have [Is Time Off Approval] checkbox checked.

2. Administrator can then set that [Approval Type] in employee [Time Off Approval Type]
dropdown, while editing of employee information.

3. Time Off Request records can be approved or rejected from [Manage] —-> [Time Off
Approval].

4. To Approve a time off record, select [Approved] checkbox on Time Off record which you
want to approve.

Time Off Approval

Search Parameters
Employee Name: <ALL -
Time Off Types: <AL -
Include Date Range:

Time Off Start Date: §/24/2013

Specific Employee Time Off Approvals

Employee Name Time Off Type Description Day  Hours

off Off  StartDate EndDate Approved Rejected Comments

5. Enter your comments in “Comments” textbox.
6. Click on [Update Time Off Approvals] button to confirm these approvals.

To reject a time off request:

1. Select [Rejected] checkbox on "Time Off Request Record" record which you want to reject.
2. Enter your comments in “Comments” textbox.
3. Click on [Update Time Entry Approvals] button to confirm these approvals.



Billing Rate Setup
Timelive billing rates concepts

Rate and Billing

There are four different types of billing rate types configurable at project level. Billing rate can be
define with its applicable date range with complete history. Timesheet then pick billing rate based on
timeentry date from billing rate history defined at employee level, project role level or project
employee level.
When you set up a project, you will do the following in addition to setting the basic project
characteristics.
e Select type of billing rate pick option in [Project] from one of these options
1. [Use employee own billing rate] TimeEntry will pick employee own billing rate
defined in [Employee] form.
2. [Use Project Roles billing rate] TimeEntry will pick role based billing rate defined in
[Project Roles] configuration.
3. [Use Project employee billing rate] TimeEntry will pick project based team
member billing rate defined in [Project Team]
4. [Use Task based billing rate] TimeEntry will pick billing rate defined in individual
project tasks.
e Define the rates to be used for the project
e Assign a [Project team] and associate rates with each team member
e Specify [Billable] during adding of new task in order to separate billing and non-billing time
recording for billing purpose.

The Relationship Between Rates, Billing & Timesheet

It is very important that you understand the relationship between project rates, project billing options,
and users’ timesheets. Because the billing amount for a project is calculated based on the project
rates and the time entered against the project by each member of the project team, you want to
make sure that you set up the project effectively.

Remember that when you set up a project, you define the rates to be used for the project. You also
assign a project team, associate rates with each team member, and specify billable and non-billable
for each of the task.

Employee Own Billing Rate

Administrator can launch billing rate history of individual employees by clicking on "Employees--
>Edit-->Billing Rate History" link.

Billing Rate History link in employee edit page:



Employee Information

Personal Information

Employee Code: 001

*First Name: John Middle Name:
*Last Name: Benson Address Line 1:
Address Line 2: State:
City: Zipcode:

<l
|

Country: Canads Home Phone No:

Work Phone No: Mobile Phone No:

Time Zone: {-7.00) Mountan Tme (US & Canada) v

Login / Employee Information

*Login Email Address: demoadmin

*Password: *Verify Password:
Job Title: *Department: Adminstration =
* Role: Administrator [=] Employee Manager: <None> [+l
* Location: US (Head Office) [+] Employee Status: Employed =l
Employee Type: Full-tme Hourly = | Working Day Type: Standard =)
Employee Time Off Policy: Standard = Time Off Approval Type: Administrator =
Holiday Type: None - User Interface Language: Englsh (United States) v
Hired Date: 7/14/2009 a Termination Date: ﬁ
Disabled: Force Password Change:
Billing Rate
Work Type: Standard [+] Billing Type: Hourly
Employee Rate Currency: USS [« Employee Rate: 55,0000
Billing Rate Currency: US$ (=] Billing Rate: 95,0000 Billing Rate History
Billing Rate Start Date:| /1 Billing Rate End Date: 4/13/2011
Advanced
Access Allowed From IP:
Electronic Signature
Electronic 5“’"“‘“’“‘l,9’,‘9°§9f"°,} No fi sen
Electronic signature size (Width 180px Height 50px)
Profile Picture

Show Employee Profile Picture:

Image: ::gbgqgg£|le ‘ No file chosen

Image size (Width 64px Height 64px)

ﬁ

More about Employee own billing Rate:

e Using employee billing rate history, administrator can add new billing record with its applicable
data and he can also modify any of existing record also by clicking on [Edit] link.

e Administrator can delete any of these billiing history record by clicking on [Delete] link.

e Billing history should be configure before entering timesheet record. Otherwise time entry will
not pick billing rate defined after recording time entry.

e In case if Administrator want to modify time entry records which are already entered by other
users, he can just add / edit billing rate record in history with selection of checkbox [Update
all records within time range]. It will update existing time entry records also with this new
updated billing rate in specified date range.



Project And Employee Information

Billing Rate Type: Emgioyee Own Bling Rate
Work Type: Standard
Employee Name: John Benson

Billing Rate List
Billing Rate Employee Rate Start Date End Date
Edit Delete
US$ 95.0000 US$ 65.0000 13010 4/13/2011 b S =

Billing Rate Information

Billing Rate
Billing Rate Currency: USS v/
Billing Rate:
Employee Rate Currency: US$ -/

Employee Rate:

Start Date: §/30/2013 i
End Date: 5/30/2013 .

Update all records within this range:

Project Roles Billing Rate

System administrator can define [Billing Rate Type] as [Project Roles Billing Rate] to setup role
wise billing rate for project. There are three steps for setting up role wise billing rate of project.

Setting up Role based billing rate:

1. Define [Project Roles Billing Rate] in [Billing Rate Type] when adding new project in
TimelLive.



Add Project
Project
Project Template: Select v
*Project Type: Marketng ’
*Client Name:  Barth Gross Electric Company Inc =
*Project Code: RDS
*Project Name: Refined Space Customer Service
Refined Space Customer Service
* Project Description:
Due Date: 5/30/2013 i
*Team Lead: Eob Bingham [«
*Project Manager: Erian Gardiner '
+» Options
== Billing
Default Billing Rate: 0
Project Billing Type: Per Hour =]
Project Billing Rate Type: Use Project Roles Biling Rate [v,‘
< Attachment
ﬁ

2. On click on [Add] button, TimeLive will open a [Project Role] definition page where use can

setup number of resources required for each
role and billing rate of every role. Just select your required [Roles] for which you want to
define billing rate including its number of resources

requirements.
Project Information
Project Id: 96 Project Code: RDS
Project Name: Refined Space Customer Service
Work Type: Standard [+]
Project Roles
Employee
Role Number Of  Billing Rate Rate Employee
Resources Currency Billing Rate Currency Rate Selected Start Date End Date History
Administrator uss = 250 | USs =] 100 v 5/30/2013 i 5/30/2014 i
Expense Entry Approver uss ] 0.0000 | US$ [+] 0 5/30/201 i 5/30/2014 i
External User uss =] 150 | US$ = 75 7 5/30/2013 i 5/30/2014 ﬁ
Project Manager uUss vl 0.0000  US$ = 0 5/30/201 i 5/30/2014 a
Team Lead uss v 0.0000  US$ [+ 0 5/30/2013 . S5/30/2014 .
Time Entry Approver uss v 0.0000  US$ -! 0 5/30/2013 . 5/30/2014 ’
User 33 =) 0.0000 | US$ [l 0 5/30/2013 . 5/30/2014 -
Update




3. On clicking on [Update] button, timelive will open employee role mapping page where system
administrator can define employee for each of
the role requirement defined in [Number of Resources] for every role. Just map your required
employee for each of the role and check on
[Selected] checkbox. After completing this role employee mapping, click on [Update] to
update these changes.

Project Information

Project Id: 36 Project Code: RDS

Project Name: Refined Space Customer Service

Role Employee Name

Project Employee List

Launching billing rate history page of Role billing rate:

e Using role billing rate history, administrator can add new billing record with its applicable date
and he can also modify any of existing record also by clicking on [Edit] link.

Administrator can delete any of these billing history record by clicking on [Delete] link.
Billing history should be configure for in all area before entering timesheet record. Otherwise
time entry will not pick billing rate defined after recording time entry.

e In case if Administrator wants to modify billing rate of exiting time entry records, he can just
add / edit billing rate record in history with selection of checkbox [Update all records within
time range]. It will update existing time entry records also with this new updated billing rate
in specified date range.

e To launch billing rate history page, just click on [History] link of any role selected for current
project.



Billing Rate Type:

Project Name:

Billing Rate Employee Rate Start Date End Date
US$ 250.0000 US$ 100.0000 5/30/2013 5/30/2014
Billing Rate Information
8illing Rate
Billing Rate Currency: USS (=]
Billing Rate:
Employee Rate Currency: US$ =]

employee Rate:
Start Date: 5/30/2013

End Date: §/30/2013 -

Update all records within this range:

Project And Employee Information

Billing Rate List

Edit Delete

Project based employee billing rate:

System administrator can define [Billing Rate Type] as [Use Project Employee Billing Rate] to
setup project based employee billing rate. Project based employee billing rate is useful for projects
where employee billing rate is different for every different project. There are two steps for setting up
project based billing rate in a project.

Setting up Project based employee billing rate:

1. Define [Use Project Employee Billing Rate] in [Billing Rate Type] when adding new
project in TimeLive.




Add Project
Project
Project Template: Select [+
*Project Type: Marketing [+
*Chient Name: Clutch Design inc. f:.
*Project Code: CAC
*Project Name: caC
*Project Description:
Due Date: 5/30/2013 -
*Team Lead: Bob Bngham [«]
*Project Manager: Bryan Barton T
“» Options
Billing
Default Billing Rate: 0
Project Billing Type: Per Hour Z
Project Billing Rate Type: Use Project Empioyee Bling Rate  |w |
i+ Attachment
Custom Fields
Submit Date: 5/30/2013 i
ﬁ

2. On click on [Add] button, TimeLive will open a [Project Team] definition page where user can
select project team required for this project
with their billing rate.



Project Information

Project 1d: 101 Project Code: CAC

Project Name: caCORE 3.1

Work Type: Standard =
Project Employee List
Billing Employee
Employee Hame s — lor W
Currency Rate Currency Rate Start Date £nd Date
. S/ vV ¥
Bob Foppiano =

Gardner

<

Sryan Barton

<

ggooooooOoOoOD
ggooooooOoOoOD

Rich Jackson

3. After selecting employees which are required to assigned in this project, , click on [Update] to
update these changes.

Launching billing rate history page of Project based employee rate:

e Using billing rate history, administrator can add new billing record with its applicable date and
he can also modify any of existing record also by clicking on [Edit] link.

e Administrator can delete any of these billing history record by clicking on [Delete] link.

e Billing history should be configure before entering timesheet record. Otherwise time entry will
not pick billing rate defined after recording time entry.

e In case if Administrator wants to modify billing rate of exiting time entry records, he can just
add / edit billing rate record in history with selection of checkbox [Update all records within
time range]. It will update existing time entry records also with this new updated billing rate
in specified date range.

e To launch billing rate history page, just click on [History] link of any role selected for current
project.



Invoicing
About Invoicing

Invoice is made for a client. It is a receipt which shows client nhame, invoice number, invoice date,
billing rate, bill hour, timesheet description and amount. Generated invoices are stored in the
database along with your time logs and expense and can be viewed or edited at any time. Invoices
can be created based on the existing time entries and expenses or alternatively, new records can be
added as you're working on the invoice. As you keep saving more invoices, you can view statistics
including total due to be paid, total taxes collected.

Billing managers can create invoices and can also check the previous records of the invoice by
navigating to [Billing]-->[Invoice Management] menu on the left side menu.

Invoice can then [Print] or [Generate PDF] for sending it to customer. Invoice use company logo
which is uploaded in [Admin Options]-->[Preferences].

Time Expense Invoice List

Client Name Invoice No. Invoice Date Description Amount

Paid Edit Delete ) Print

Manage Invoices

Billing managers can create invoices and can also check the previous records of the invoice by
navigating to [Billing]-->[Invoice Management] menu on the left side menu.

Adding New Invoice:

To add new invoice:

Click on [Billing] in left hand side menu.

Click on [Invoice Management].

Click on [Add] button to add new Invoice.

Select the [Client Name] from the list (to whom you want to make the invoice).

In order to create invoice for a single project, select [Project] from the list. Keep it as "All" if

you want to create invoice for all projects for a client.

Enter the date range in [Billing Cycle Start Date] and [Billing Cycle End Date] (period to

be billed).

7. Click on the [Populate Un-billed Records] to populate all un-billed time and expense entries
in invoice for the given date range.

8. Click on [Update] button to update the record.

9. Click on [Update Time Entry and Expense Entry as Billed] once you finished creating your
invoice. This will update all time and expense entries as "Billed" in database in order to avoid
duplicate invoicing of same data.

AWM
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Invoice Information

Account Time Expense Billing

Invoice No: | 3

PO Number
Invoice Date: | 5/30/2013 i
Client Name: | Bahria Socety of Professional Communication [=]
Project Name: < Al > El

Parent Task | Select Task

Currency: | 1S5

Tax 1 Select

[=]
Billable: | goth =
[=]
[=]

Tax 2| Select

Group Timesheet Billing List By: | Task [=

Group Expense Billing List By: | Expense Name [w]
Billing Cycle Start Diate: | 5/30/2013

Billing Cycle End Date: | 5/30/2013

.
Timesheet Billing List

Actual
Billing  Billing  Actual Bill Total
Project Hame Task Hame Description Rate Rate Hours  Hours Tax 1 Tax 2 Amount Delete
Salact [=] SelactTask (] 0 (] 0 Select [=]  selsct [=] |00 e
Selaet (=] SelactTask ] 0 0 0 Selast [=]  selsct [=] |00 e |
Select w| SelectTask .0 0 ] 0 Select [=]  select [=] 000 B
Sedect (w]| SelectTask ] ] [] 0 Select [w] Select [=] 000
Select [w] SelactTask .0 ] [] [ Select [=] Select [=] | 0u00 - |
Actual Billed
Project Hame Expense Name Expense Type Description Amount Tax 1 Tax 2 Amount Delete

Selact [=]  select [=]| | select =] 0 Select =]  Select [=] o - |
Sele [=]  sele: ) | Select = 0 Seles ) | Selac = o
Select El Selec x| | Select - '] Selec | | Sehect E o
Select !LI Sele L‘ Select L -0 Select L Sebec! |L o |
Select |v] Seler |  Select v -0 Select - Sebect [v o |

Sub Totak 0

Tax 12 0

Tax % 0

Grand Totak 0

Drescription:

Editing Invoice:

1. In [Time Expense Invoice List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Invoice information] form.
3. Click on [Update] to update this record.

Deleting Invoice:



1. In [Time Expense Invoice List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog.

Printing Invoice:

1. Click on [Print] link to print your invoice. Invoice can be exported to PDF or XLS on print
page using export option available.
2. Invoice use company logo which is uploaded in [Admin Options]-->[Preferences].

Updating Time and Expense Records as Billed:

At the end of finalizing the invoice, you need to mark “r;Billed” for the time & expense records
included in the current invoice to prevent double invoicing of already billed entries.
1. Navigate to [Invoice Management].
2. Click on [Edit] link of record which you want to modify.
3. Click on [Update Time Entry and Expense Entry Records As Billed] to make all time &
expense entries "Billed”.
4. [Billed] status of time entry records and expense entry records can be changed from
[Billing]--[Time Billing Worksheet] and [Billing]-->[Expense Entry Worksheet].

Time Billing Worksheet

e Time billing worksheet allow accountant to manage and track all billable time entries with their
billing status and invoice number.

e It contains all billable time entries.

e Time billing worksheet contains all the invoices with total billing time, billing rate and all other
invoice related information.

e You can change the status of invoices and marked them as "Billed" / "Un-billed".
To easily search for your required records using filters available there.
To delete all invoices, use the option "Check All" and then click on [Delete Selected Item] to
delete all checked entries.

Search Parameters
Client Name: <A -
Project: caCORE 3.1 -
Project Tasks: Select Project Tasks =
Billed: Sott -
Include Date Range:
Start Date: 6/24/2013

End Date: 6/24/2013 i
Time Billing Worksheet

Date Employee Name Task / Project
Invoice Detail Billing Rate Total Time Billed Edit

Expense Billing Worksheet



e Expense billing worksheet allow accountant to manage and track all billable expense entries
with their billing status and invoice number.
e It contains all billable expense entries and expense sheets.

e Expense billing worksheet contains all the invoices with total billing expense, amount and all
other invoice related information.

Expense Billing Worksheet

Search Parameters

Project: <Al =
Chent Name: <Al > [=]
Expense Name: <Al > [+
Expense Type: <Al > [=]
Billed: Bled [+
Include Date Range:

Start Date:  5/30/2013
End Date: 5/30/2013 -

Expense Billing Worksheet

Expense Name
1d Employee Name Project Name (Expense Type)
Description Amount Billed Edit
84 John Benso b Food IS¢ 10,342 50
84  John8enson Template Food US$ 10,342.50
Air Travel
85 JohnBenson Template i US$ 15,210,00 Edit
Alr Travel
tel Stay
86 John Benson Template s

US$ 131,250.00
Hoted




Project Management

Gantt Chart for Project Tasks

Viewing tasks in black and white cannot give that much info at a glance but viewing Tasks through
Gantt chart is way better for understanding and task allocation.

P ,—- _———————————————
[E‘ Dashboard : Projects Project Gantt View =~ & Welcome, John Benson (Administrator) '\._ Admin Options = Menu

< Search
Dashboard
Project
. Project Name Client Name Start Date Status
Bl Edit Delete ||
' 6 A8 Agent Bank Fair View Counseling .. 11/1/2012  Started S i |canttfrasks Team Milestones Attachment ¢ O
My Ta 15 oac Ca0ORE 3.1 Barth Gross Electric .. 11/17/2012  Started %] 1 |Gantt|Tasks Team Milestones Attachment m]
' 18 CLUTCH ClutchDesign.com website Clutch Design Inc. 1/19/2012  Started % 1 |Gantt|Tasks Team Milestones Attachment ¢ [m]
|
- = 2 DpMAC DMAC Reservation System The PSP Group 11/19/2012  Started & it |Gantt|rasks Team Milestones Attachment O
! 20 Gase Gasp M L Entertainment 11/19/2012  InProgress %] 1 |Gantt|rasks Team Milestones Attachment ¢ [m]
= 24 LEGO LEGO Team Alliance Tnc. 11/19/2012  OnHold & it |Gantt|rasks Team Milestones Attachment O
y Expenses
- 21 oAsIsV2+ oAsIS V2+ The PSP Group 11/19/2012  Started %) 1 |cantt|Tasks Team Milestones Attachment ¢ [m]
E 17 oM OPMcreator Crestwood Technology .. 11/18/2012  Completed S] it |Gantt|rasks Team Milestones Attachment ¢ m]
My TimeOff
23 REFINDE Refined Space Customer Service Refined Space 11/19/2012  Started ] it |Gantt|rasks Team Milestones Attachment O
ﬁ 19 sHIBWV2 Shibboleth v2 Barth Gross Electric .. 11/19/2012  Started % M |cant|resks Team Milestones Atiachment @[]
My Reports —
.
Appravals

Through Gantt, User can add new tasks, allocate resource, its utilization and can make changes on the

existing tasks.
It will automatically update the tasks and its changed details including Task Team.

[ Dashboard : Projects : Tnteractive Gantt 2 Welcome, John Benson (Administrator) = . Admin Options =¥ Menu
P Add Update | | Delete | |Resource
N March 20, 2(March 27, 2(April 03, 201April 10, 201April 17, 201April 24, 201May 01, 201 May 08, 201May 15, 201May 22, 201 May 28,
Dashboard ID  Name StartTime  EndTime  Duration . g
2(2.212/2:212(22i2/313.11/234 5678 9 111111111 111{111{11212/2:212.2:2022:2!3(12 3 4 5 6/7 8 9 111 11111111 1111202 2122.21222i2/313.1 ]
266 +Execution Tasks 3/22/2016 {5/31/2016 565
- 267 Database Designing 4/20/2016 8: 5/20/2016 1( 178 ¢ ) Bob Bingham
Bt 271 Code UI Screen Dialogs 3/22/2016 B: 3/30/2016 1: 53| | (e Ryan Culver
268 Design Process Components 4/12/2016 8: 4/28/2016 1( 98 e ) Mike Boltz
' 269 Create Component/Deploym¢ 4/1/2016 8:0 4/21/2016 1 115 ) Ryan Culver
My Tasks 270 Code Process Components  5/1/2016 8:0 5/31/2016 13 173 e —
e 261 Inception - Project Scope  3/24/2016 15/31/2016 552 P R S —ii—i—i— ———
264 Establish Business Objectiver 3/24/2016 8: 3/24/2016 4; 8 § Bob Bingham:
My Timesheet 262 Identify Business Unit Spons 4/24/2016 8: 4/25/2016 1( 2 @ Brvan Barton
265 Kickoff Initial Increment  4/26/2016 8: 5/31/2016 1 202 ’ )
! 263 Define Roles and Responsibil 3/24/2016 8:/5/31/2016 4: 392, [
My Expensas

Changing Task Start / End Date:
Click on Start/End Date in the required Task and change it to required date.



premarc
1D Name StartTime EndTime
el 266 wExecution Tasks 3/16/2016 8:00 4/29/2016 1:00 |
ashboar
267 Database Designing 4/12/2016 8:00 AF4/27/2016 10:00 A
E 271 Code UL Screen Dialogs  4/13/2016 8:00 Al 4/27/2016 1:00 PM
268 Design Process Componen 4/12/2016 8:00 Al 4/26/2016 10:00 A
My Project
e » 269 Create Companent/Deploy | 4/11/2016 - || 4/21/2016 11:00 A
|'| 270 Code Pracess Companents |\ oo )
261 v Inception - Project Scope
My 264 Establish Business Objectiy| Y Me Tu We Th Fr Sa
- 262 Identify Business Unit Spo =gl gl od s
. 5 6 7 B 5
| ¢ 265 Kickoff Initial Increment
. 12 12 14 15 16
y Timy 263 Define Roles and Responsi 15 20 2 [ 22 ‘
26 27 28 29 30
!' 1 2 3 4 5 & 7
My Ex

J1217141E1€151€1C2(21222224252€272E263(311 2 3

Welcome, John Benson (Administrator) %, Admin Options

= Menu

May 08,

OltMarch 20, 201tMarct y Apri April 17, 5 May U1,
(11121211 51€151E16202125222<252€2528263(1 2 34 56 7 8 9 101112

456789

Bob Bingham
Iy el
Mike Boltz
G Rvan Culver
e ————) P37 CUNver
e s
@y Eob Bingham

@ Bryen Barton
|

[

Resource Allocation:

Double Click on the required task. Task Editing Window will pop-up. You can Add/Remove new

resource and allocate hours for the same in this window.

QTIMELIVE

(%] Dashboard : Projects : Interactive Gantt

Dashboard TaskEditingWindow

Resource Assignments:

Welcome, John Benson (Administrator) = &, Admin Options = Menu

Resource  Allocation

Ryan Culver 100

Add

Deleted Selected




E-mail Notifications And Alerts
E-mail Notifications and Alerts

OVERVIEW

A variety of e-mail notifications and alerts can be configured to be automatically sent to employees
and managers when managers and employees are required to perform certain duties such as
submitting or approving time and expenses.

Available E-mail Notifications include:

e Send e-mail to approving managers when time/expenses are awaiting their
approval.

e To help with getting time and expenses approved in a timely manner, you can setup
notifications so the approving managers are sent an e-mail whenever time/expenses
are awaiting their approval. Configure notifications to send one daily (batch) e-mail
containing summary information for all sheets awaiting their approval.

« Send e-mail to employees when time/expenses have been rejected by their manager.

e When a manager rejects time or expenses submitted by employees, there is
usually a need to have the issue quickly resolved. By instantly sending e-mails to
the employees, that alert them to the rejected time/expenses, both parties
(approving managers and employees) can resolve any problems in an effective
manner.

e Send e-mail to employees detailing their project assignments.
e Assignment notifications inform the selected users about the projects and tasks that
are assigned to them.
e Send e-mail to employees when their timesheet are incomplete
e Incomplete Timesheet Notifications alert the selected users when their timesheet is
incomplete based on a specified number of hours.

E-mail settings

Following settings are required to setup e-mail notifications from TimeLive, if you are using self-hosted

TimelLive version.

a. Defining of [SMTP Server], [SMTP Username] and [SMTP user's password] in system
setting page.
(Click to launch detail help about TimeLive System Settings)




Download this free SMTP test utility and test your SMTP Settings using this utility on same
server where you have TimelLive installed.
http://download.cnet.com/SMTP-Test/3000-2383 4-10592177.html

Updating of [Application URL] with correct TimeLive self hosted version URL in system
setting page.
(Click to launch detail help about TimeLive System Settings)

Updating of [From E-mail address] and [From E-mail address display name] in [Admin

Options]-->[Preferences] while logged-in using admin user in TimeLive.


http://download.cnet.com/SMTP-Test/3000-2383_4-10592177.html

System Setup

Launching Admin Options:

System administrator can launch administration page by clicking on [Admin Options]. Through
[Admin Options], administrator can setup these things of TimeLive.

System settings which can be configured using Admin Options:

Organization branches / locations
Departments

Employee Setup

External Users

Roles

Manage Terminology

Working Days

Security Roles / permissions
Billing Type

10. Custom Fields

11. Expense Types & Expenses
12. Currencies

13. Tax Code

14. Payment Method

15. Application Preferences

16. Project Templates

17. Holidays

18. Email Notification Preferences
19. External Users

20. Approvals Workflow Setup
21. Time Entry Archive

22. Expense Entry Archive

23. CSV Import / Export of TimelLive data
24. Cost Center Management

25. Work Types
26. Disable Account.
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Project [ Task Setup
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Task Types Priorities Project Types Project
Templates

Time Off Setup
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Time Off Types  Time Off Policies

Expense Setup
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Expense Types Expenses Payment Method  Expense Entry
Archive
Currencies and Tax
Currenches Tax Code Tax Zone

Billing Types

Import | Export

@
Import | Export
£S5V Quickbooks

| Microsoft
Project

Account Setup
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Branches / locations setup

System administrator can setup organization branches / location using [Admin Options] -->
[Locations]

Setting up locations:

By default, a default location with name "Default Location" on new account add. Administrator can
rename this default location and can also add new locations.

Location List

1d Location

Edit Delete @

hS =

p =

Location Information

Location

*Location:

Renaming "Default Locations":
1. Click on [Edit] link on default location record.
2. Enter new name of default location.
3. Click on [Update] to update this change.

Adding new locations:

To add new location, follow these instructions.
1. Enter new location name in location in "Location Information" form.
2. Click on [Add] to add this location.

Deleting Location:

1. In [Location List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

Editing Location:

1. In [Location List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Location Information] form.
3. Click on [Update] button to update this record.

Departments setup

Department is a division of employees that may define the hierarchical structure, geographic regions,
or functional groups within your organization.

If you plan to implement departments, you should define your departments before setting up your
employees, allowing you to add an employee and assign the employee a department in one easy step.
System administrator can setup organization departments using [Admin Options] -->
[Departments]



Setting up Departments:

By default, a default department name "Default Department" on new account add. Administrator can
rename this default department and can also add new departments.

Department List

1d Code Department Name

Edit Delete
% =

Department Information

Department

h % =

*Department Code:

*Department Name:

Renaming "Default Department":

1. Click on [Edit] link on default department record.
2. Enter new department name and department code of default department.
3. Click on [Update] to update this change.

Adding new department:

To add new department, follow these instructions.
1. Enter new department code and name in "Department Information" form.
2. Click on [Add] to add this department.

Deleting Department:

1. In [Department List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

Editing Department:

1. In [Department List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Department Information] form.
3. Click on [Update] button to update this record.

Roles setup

Roles are used to identify types of work that are charged at specific rates. A role can describe a
specific action/function or a level of expertise within the project team. Roles are initially created
outside of the project, and then assigned to the project and appropriate team members.
System administrator can setup application roles using [Admin Options] --> [Roles].

Setting up Roles:



By default, TimeLive application creates 4 default roles which TimeLive application used internally for
its different functions. Administrator can add new roles based on their own organization
requirements.

Role List

Role
Edit Delete

[0 O (R

P | o
l

Time Entry Approver

o 8 o e

User

Role Information

Role
*Role:

LDAP Role:

Adding new Roles:

To add new role, follow these instructions.
1. Enter new role name in "Role Information" form.
2. Click on [Add] to add this role.

Deleting Role:

1. In [Role List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog

Editing Role:

1. In [Role List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Role Information] form.
3. Click on [Update] button to update this record.

Task Type setup

Task types is an identity of a task representing of particular task group. It can be different for
different industries and organizations. TimeLive provides few pre-defined tasks with option of adding
your own required task types in system.

System administrator can setup task type using [Admin Options] --> [Task Types]



Task Type List

1d Task Type
Edit Delete @

Task Type Information
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Task Type

*Task Type:

Adding new task type:

To add new task type:
1. Enter new task type in "Task Type Information" form.
2. Click on [Add] to add this department.

Deleting Task type:

1. In [Task Type List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Task Type:

1. In [Task Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Task Type Information] form.
3. Click on [Update] button to update this record.

Priorities setup

Priorities setup allow system administrator to create own custom priorities of tasks. TimeLive provide
few pre-defined priorities which can be rename or edited according to organization needs.
System administrator can setup priorities using [Admin Options] --> [Priorities]

1d Priority
Edit Delete 0
Urgent ¥ =
3 Hgh % =
Medum A Y| - §
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Priority Information
Priority
* Priority:

*Priority Order:




Adding new priority:

To add new task type:
1. Enter new priority in "Priority Information" form which you want to add.
2. Click on [Add] to add this priority in timelive system.

Deleting priority:

1. In [Priorities List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing priority:

1. 1In [Priorities List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Priority Information] form.
3. Click on [Update] button to update this record.

Role Permissions setup

Role Permission are used to define the activities and features users can access. Each role has a name
and list of actions. The administrator assigns roles to each user when adding new employee.

Role permissions allow you to restrict or expand a user’s access to TimeLive system. Consider each
role carefully before assigning actions to that role.

TimelLive provide 4 pre-defined security roles which can be customized through role permission. Also
administrator can create their own custom roles and can assign their own required permissions.

Pre-defined roles:

Administrator
User

Project Manager
Team Lead

el NS




Each TimeLive functionality can be customize using 4 level of access permissions.

List / View (Only view permission)
Add (Add permission)

Edit (Edit permission)

Delete (Delete permission)

PunbE

Updating permission of role:

To update permission of a specific role,
1. select that role in role dropdown. And then modify your required permission sets for that
particular role.
2. Click on [update] to update these settings.

Billing Types setup

Billing types are system configurable billing types which you can defineBilling Types setup allow
system administrator to create own billing types. TimeLive provide few pre-defined billing types which
can be rename or edited according to organization needs.
There are two types of billing category which you can setup using billing type setup.
1. Employee Bill Types
e Hourly
e Monthly
2. Project / Client
e Per Hour
e Fixed Bid

System administrator can setup billing types using [Admin Options] --> [Billing Types]

Billing Type List
d Billing Type Billing Category

Edit Delete @

Billing Type Information

Billing Type
*Billing Type:

*Billing Category: Employes [«]

Adding new billing type:

To add new billing type:
1. Enter new billing type in "Billing Type" form which you want to add.
2. Select billing category (select Employee if you are defining billing type of employee billing.
Select Project/Client if you want to add billing type for project.
3. Click on [Add] to add this billing in timelive system.



Deleting billing type:

1. In [Billing type List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing billing type:

1. In [Billing Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Billing Type Information] form.
3. Click on [Update] button to update this record.

Absence Type Setup

Absence types are the different type of employee absence reasons, which can be configure using
timelive absence type setup. TimelLive provide few pre-defined absence types. Administrator can
create their own absence type based on their own organization needs.

System administrator can setup absence types using [Admin Options] --> [Absence Types]

d Absence Description
Edit Delete @

Absence Type Information

Absence Type

* Absence Description:

Adding new Absence type:

To add new absence type:
1. Enter new absence type in "Absence Type Information" form which you want to add.
2. Click on [Add] to add this absence type in timelive system.

Deleting Absence Type:

1. In [Absence Type List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Absence Type:

1. In [Absence Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Absence Type Information] form.
3. Click on [Update] button to update this record.

Project Types Setup



Project types are the different categories of projects which an organization is executing. This depend
upon organization to organization. For example, a software consulting company can have different
type of projects like "Web Development", "Application Development" etc.

System administrator can setup Project Types [Admin Options] --> [Project Types]

1d Project Type
Edit Delete Q@

Project Type Information

Project Type

*Project Type:

Adding new Project type:

To add new project type:
1. Enter new project type in "Project Type Information" form which you want to add.
2. Click on [Add] to add this project type in TimeLive system.

Deleting Project Type:

1. In [Project Type List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Project Type:

1. In [Project Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Project Type Information] form.
3. Click on [Update] button to update this record.

Status Types setup

Status types are different types of status codes which TimeLive users can use to monitory their
different types of project or task states from start to finish.
Different status type can be "Open", "In Progress", "Closed" etc.
There are three type of status types which you can configure in Status Types setup:
1. Task (Status code of project tasks)
2. Project (Status code of projects)
3. Employee (Status code of employee)
System administrator can setup Status using [Admin Options] --> [Status]



Status List

id Status Type Status
Edit Delete @
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564 Task OnHoid

50 Project
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Status Information

Status
* Status Type: Account =

* Status:

Adding new Status:

To add new status:

1. Select status type (select Task, if you are going to add status of a task. Select Project if you
want to add status type for project. Select Employee, if you want to add new status for
employees)

2. Enter new status type in "Status Information" form which you want to add.

3. Click on [Add] to add this statusin TimeLive system.

Deleting Status:

1. In [Status List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Status:

1. In [Status List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Status Information] form.
3. Click on [Update] button to update this record.

Employee setup

To provide an employee or other person access to TimeLive, you must add them as a Employee in
TimeLive. Typically an employee record should be created in TimelLive to allow that employee to enter
perform their daily operations through timelive including task management, time entry, expense
entry, project management etc.
1. Administrator also define role of every employee through which individual employees get their
restricted timelive access according to their role permission defined in Role Permissions.
2. TimelLive also required billing rate of every employee through which timelive calculate project
/ task cost for billing purpose.



3. Administrator also define timelive login password at time of new employee add. Later
employee can change their own password by doing login in system using.
4. Employee should be assign in project to execute any activity for that particular project.

Employee List

1d Code First Name Last Name Department Name Location
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Employee Information field:

These are the fields which are required to be entered for entering new employee. There are three
types of fieds available in employee form.

1. Personal Information

2. Login Information

3. Billing Rate information

Personal Fields:

Name prefix
First Name
Middle Name
Last Name
Address Line 1
Address Line 2
State

City

Zip

Country

Home phone no
Work phone no
Time zone

Login Information fields:

e Login email address
Password / verify password
Role (Role specify which features of TimeLive the user can access. Administrator can create
new role as well as can customize role security using Role Permission option in Admin Options
e section is initially available in read-only mode, and displays a list of permissions already
assigned to the user.



e Department (Department field of the user profile indicates which department the user is
assigned to)

e Location (Location field of the user profile indicate which organization location the user is
assigned to)

Billing Fields

e Billing Currency
e Billing Type

e Billing Rate

[ ]

Billing Rate start date

Adding new employee:

To add new employee, follow these instructions.
1. Enter employee personal information, login information and billing information in employee
information form.
2. Click on [Add] to add this employee.

Deleting Employee:

1. In [Employee List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing Employee:

1. In [Employee List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Employee Information] form.
3. Click on [Update] button to update this record.

External Users setup

External users are typically external to the organization and, as a result, are much more limited in
their access. External users are often created for those users who are required to approve time
information and review report data on behalf of a Client.

External users can be assigned as a representative/approver for projects associated with the client.
Client approvers can approve timesheets in which time is entered against the client’s projects (client
approver sees only the lines containing their projects).

System administrator can setup [External users] through [Admin Options] --> [External Users]



Bxernal User List

First Name Last Name Email Address Chent Name
Edit Delete

Darred Packard darrelpackard @livetecs.com Team Allance Inc. 2% | =

External User Information

Personal Information
Prefoc Mr, =
* First Name: Darrel Middle Name:

* Last Name: Pa rd * External User Chent:  Team Alance Inc -

Time Zone: (0
Login:
* Login Email Address: darrelpackard@hvetacs.com

* Password: * Verify Password:

ﬁ

Disabled:

Adding new External User:

To add new external user:

Enter external user personal information in "Personal Information Section".
Select client whose representative/approver is this external employee.
Enter [Login information] in login section

Enter Role as [External User]

Click on [Add] to add this external user in timelive system.

nAWNE

Deleting External User:

1. In [External User List], click on [Delete] link of record which you want to delete.
2. Click on "Yes" on delete confirmation dialog

Editing External User:

1. In [External Users List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [External User Information] form.
3. Click on [Update] button to update this record.

Preferences

Preferences option allow Administrator to setup different application level parameters which are
required for their organization. Admin Options > Preferences
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TimelLive preferences section have nine Sub-sections.

Organization :

Under Organization, Account Information is saved. Administrator can change the data according to
the organizational needs along with Time Zone.

Application Preference

General Preferences Invoice Setup Task Setup Project Setup Time Off Setup Expense Setup Timesheet Setup Security
Organization Information
* Account Name: | TimeLive| x
* EMail Address:
Address1:| 73rd Avenue
Address2: Surrey BC-V3W 059

Zipcode:| 12493

City:
*Country: Canada
Telephone: +1-504-637-4455
Fax:
Time Zone: (-7.00) Mountain Time (US & Canada)

.

General Preferences :



Options under General Preferences plays pivotal role in setting up account basic settings. Details are

as below for each option,

Application Preference

General Information

Organization General Preferences Invoice Setup Task Setup Project Setup Time Off Setup Expense Setup Timesheet Setup Security

Enable Password Complexity:[v]

Lock Submitted Records:[]

Lock In-Approval/Approved Records:[v/]

Use Electronic Signature:[ |

Show Additional Department Information In Employee:[]
Show Employee Name With Code:[v]

Show Disable Employees In Report:[v]

Password Expiry Period:| g Days (0 = No Expiry)

Scheduled Email Sent Time:

Session Time Qut:

Page Size:

From Email Display Name:
From Email Address:

Standard and Formats:

00:00

999 Minutes

1w [v]

Timelive
no-reply@LiveTecs.com

aute

Show Employee Name By:

Show Company Own Lngn:|:|

First Name And Last Name

Company Own Logo: Browse...

Logo size (Width 180px Height 50px)

| Update Cancel |
I

Enable Password
Complexity

This option restrict users to input much secure password than simple
ones. Password must consists of 6 digits including 1 nhumeric and 1
special characters if this check is applied

Lock Submitted

This option lock any submitted records in Timesheet, Time Off and

Records Expense. User cannot edit submitted records if this check is applied

Lock In- . . . . .

Approval/Approved If this check is applied, all reco_rds which are waiting for approval or
already approved cannot be edited by user

Records

Use Electronic If this check is applied, user can see his/her Electronic signature on

Signature approvals and print paper

Show Additional

Department If this check is applied, Department Code will be included in Department

Information in column under Employee Grid

Employee

Show Employee
Name with Code

If this check is applied, All list of employees drop-down will show
Employee code along with Employee Name

Show Disable
Employees In
Report

If this check is applied, All report will show disabled employees' list and
their records, according to the report

Password Expiry
Period

Administrator can set the expiry period of employees password. After
the expiry period, user must need to change their existing password




Scheduled Email Through this field, Administrator can schedule email sending time. It
Sent Time could be 09:00 or 16:00

Due to security risk, Administrator can set minutes after TimeLive

Session Out Time . . - S
session may expire due to inactivity

This drop-down, allow user to view number of Records in one page.

Page Size (10,20,30,40,50)

From Email Display [This field allow administrator to change Automatic email sender name
Name according to organization need

From Email This field allow administrator to change sender default email address
Address according to its organization

This drop-down option is crucial as it controls Time, Date and Text

Standard and format (By default, it is <Auto> which automatically pick culture info

Formats from client browser default settings)

Show Employee This drop-down allow administrator to use either First Name and Last
Name By Name or Last Name and First Name in TimeLive

Company Own

Logo & Through this option, Administrator can upload Company logo to be
Show Company shown in TimeLive Application and on Prints as well

Own Logo

Invoice Setup :

In this tab, Options related to Invoice can be modified,

Application Preference

Organization General Preferences Task Setup Project Setup Time Off Setup Expense Setup Timesheet Setup Security
Invoice Information
Show Project Name In Invoice Report: |:|
Show Billing Rate In Invoice Report: ]
Show Entry Date In Invoice Report: |:|
Show Employee Name In Invoice Report: [ |
Show Work Type In Invoice Description: [ ]
Round-Off Tax Value In Invoice: [ ]

Invoice No Prefoc

Invoice Billing Type: Hours ﬂ
Invoice Footer:
Show Project Name In Through this check, Project Name will be shown in the
Invoice Report generated Invoice

Show Billing Rate In

. Through this check, Billing Rate of the Project will be shown
Invoice Report




Show Entry Date In
Invoice Report

Show Employee Name In |If this check is applied, Employee name will reflect in the

If this check is applied, Entry date will be shown in the Invoice

Invoice Report generated Invoice

Show Work Type In Through this option, Work Type will reflect in Invoice
Invoice Description Description

Round-Off Tax Value In Through this option, Tax Value will be Round Off in the
Invoice generated Invoice

Invoice No Prefix With this option, Administrator can set Invoice No. Prefix

Through this Drop-Down, Administrator can select between
Hours or Days Billing Type

In this Text Box, Administrator can input Footer for the
Invoice Footer generated Invoice. It would be general as it will reflect in all
invoices

Invoice Billing Type

Task Setup :

Under Task Setup tab, Administrator can set some options which will reflect in Task Grid,

Application Preference

Organization General Preferences Invoice Setup Project Setup Time Off Setup Expense Setup Timesheet Setup Security
Task Information
Show Project Name In Task: [ ]
Show Client Name In Task: []

Sort Task By: | Deadline Date ﬂ

| Update Cancel ! |

Show Project Name In

Task By enabling this check, Project Name will be shown in Task Grid

Show Client Name In Task |By enabling this check, Client Name will be shown in Task Grid

Through this Drop-Down, Administrator have option to sort Task
Grid according to Deadline Date or Task ID

Sort Task By

Project Setup :

Under Project Setup tab, Administrator can set some options which will reflect in Project Grid,



Application Preference

Organization General Preferences

Project Information

Invoice Setup

Auto Generate Project Code:[ ]

Show Completed Project In Project List: ]

Show Client Department In Project:[ |

Indude Current Year In Project Code:[]

Automatically Indude Administrator In Project Team:[_]
Show Disable Project In Report:[_]

Project Template Mandatory:[_|

Project Code Prefix:

Task Setup Project Setup Time Off Setup Expense Setup Timesheet Setup Security

‘Cancel |

=

Auto Generate Project
Code

Through this check, Project Code will be generated by System

Show Completed Project
In Project List

If this check is enabled, Completed projects can be shown in
Project Grid

Show Client Department
In Project

By enabling this check, Client Department will appear in Project
Grid

Include Current Year In
Project Code

By enabling this check, TimeLive Application will include current
year in Project Code. i.e. 2016-XXX

Automatically Include
Administrator In Project
Team

If this check is enabled, Administrator will be automatically be
added in every Project during creation. Note: Projects which are
already created prior to this check enabled, will not make
administrator as team member

Show Disable Project In
Report

Through this check, All Disabled Projects will be shown in Reports
and its Drop-Down

Project Template
Mandatory

If this check is enabled, Administrator/User must select Project
Template during Project Creation (See Project Template)

Project Code Prefix

Through this check, Administrator can assign Project Code Prefix
for Project

Time Off Setup :

Under Time Off Tab, Administrator can manage few settings of Time Off,




Application Preference

Organization General Preferences Invoice Setup Task Setup Project Setup Expense Setup Timesheet Setup Security
Time Off Information
Show TimeOff in Timesheet: /]
Show Project For TimeOff: [ |
Show Time Off In Days:["]

TimeOff Status Edit Mode: [ ]

Show TimeOff Types By: Account ﬂ
[ [ — ]
Show TimeOff in Through this check, Time Off will be available in My Timesheet
Timesheet for users to input their Time Off

Through this check, Project selection will be possible while

Show Project for TimeOff submitting Time Off Request

Through this check, Time Off will be calculated in days with

Show Time Off in Days reference to hours set in Working Days

If this check is enabled, user can edit their submitted TimeOff

TimeOff Status Edit Mode |, from Time Off Request Page

This drop-down allow administrator to select between Account

Show Timeoff Types By wise TimeOff type or Employee Wise

Expense Setup :

Under Expense Setup Tab, Administrator can enable some additional data fields for Expense Sheet,

Application Preference
Organization General Preferences Invoice Setup Task Setup Project Setup Time Off Setup m Timesheet Setup Security

Expense Information
Show Client In Expense Sheet: [ ]

Show Task in Expense Sheet: [ ]

Expense Sheet Print Footer:

Consultant Signature Client Signature




Show Client In Expense [If this check is enabled, user can select Client while

Sheet creating new Expense Sheet
Show Task in Expense If this check is enabled, user can select Task for which they want
Sheet to have Expense Sheet

This Footer will be visible in every Expense Sheet Print.
Administrator can change its data according to organizational
need

Expense Sheet Print
Footer

Timesheet Setup :

Under this option, Administrator can set many functions which TimelLive is offering which will reflect in
My Timesheet of all users,



Application Preference

Timesheet Information

—

Show Additional Task Infe ion Type in Ti

Show Additional Task Infi jon Type in Ti

B

Show Additional Project Infe ion Type in Ti

Number Of Blank Rows in Timesheet:
Timesheet Periods Overdue:

Show Clock Start/End By:

Time Entry Hours Format:

Time Entry Clock Format:

heat:

Default Time Entry Mode:
Sort Timesheet By:

Show Cost Center In Timesheet By:

Timesheet Print Footer:

Organization General Preferences Invoice Setup Task Setup Project Setup Time Off Setup Expense Setup Timesheet Setup Security

Show Clock Start/End:[]

Show Client in Timesheet:[|

Show Description in Week View: ]

Show C leted Project in Ti heet:[]
Show Completed Task in TimeSheet:[ ]
Show Work Type in TimeSheet:[]

Show Cost Center in TimeSheet:[]

Show Copy Timesheet Button: [

Show Copy Activities Button In Timesheet:[V]
Enable Offline Timesheet:[/]

Show "ShowAll” in Approval Popup: [
Show Task Percentage In Timesheet:[ |
Calculate Task Percentage Automatically: ]

Auto Adjust Timesheetz[_|

2
4
Account
Time
HH:MM
= None
= None
:| None
Perind View
Default
Account

Consultant Signature

Client Signature

. .

If this check is enabled, TimeLive allow users to input Start
Show Clock Start/End Time and End Time against their task. TimeLive will
calculate Hours Spent itself

Show Client in
Timesheet

Through this check, Client drop-down will be available for
users to select prior to project and task

Week View

Show Description in Normally, Description is in Day View, but if this check is
enabled, Description box will appear after entering End




Time/Total Time

Show Completed
Project in Timesheet

In TimeLive, Completed Projects will not appear in Project
Drop-Down for selection but this check allows those project
to reflect in the drop-down

Show Work Type in
Timesheet

This feature is very useful. If a user has worked overtime
or on Holidays, and have different rates for that, they can
select Work type from My Timesheet while entering their
Hours Spent

Show Cost Center in
Timesheet

Through this check, Cost Center drop-down will be
available for users to select

Show Copy Timesheet
Button

This option allow Copy Timesheet Button to be visible in
users timesheet (View My Timesheet)

Show Copy Activities
Button In Timesheet

This option allow Copy Activities Button to be visible in
users timesheet (View My Timesheet)

Enable Offline
Timesheet

This option allow Offline Timesheet Button to be visible in
users timesheet (View My Timesheet)

Show "Show All"
Check in Approval

While in Approval, if detail is clicked, Approver can see
records which are pertaining to him/her, but if this check is
enabled, Approver can view the whole week entry including
TimeOffs as well. This will help Approver in monitoring
users activities during the week

Show Task Percentage
in Timesheet

This option allow users to input Percentage along with their
time spent in that task. Percentage is linked directly to the
task

Calculate Task
percentage
Automatically

This option automatically calculates task percentage

Auto Adjust Timesheet

This option will automatically adjust My Timesheet Layout
according to enable fields and their width

Number of Blank Rows
in Timesheet

This option allow administrator to control number of lines
for TimeEntry. By default it is 2. When both lines are filled
and records are saved, 2 extra blank lines will appear for
TimeEntry

Timesheet Period
Overdue

Through this option, Administrator can set number of
Overdue period reporting on Overdue email notification
(See Email Notifications)

Show Clock Start/End
by

This drop-down allow administrator to choose between
Account/Employee

TimeEntry Hours
Format

This drop-down option allow administrator to select
between Time format (HH:MM) or Decimal format (1.5 ie.
1 Hour 30 Mins. or 5.75 ie. 5 Hours 45 Mins.)

TimeEntry Clock
Format

This drop-down option allow administrator to select
between 24 Hour format (HH:MM) or 12 Hour format
(HH:MM AM/PM)

Show additional Task
Information Type in
Timesheet

This drop-down option allow administrator to select
between some additional task information to be reflected in
My Timesheet (Parent Task Name, Parent Task Code,

Task Code or Task Type) Administrator can select any




one.

Show additional This drop-down option allow administrator to select
Project Information between some additional Project information to be
Type in Timesheet reflected in My Timesheet (Project Code)

This drop-down option allows Administrator to select

Default Time Entry between Day-View or Period View for default My Timesheet

Mode .

View.

This drop-down option allows administrator to select
Sort Timesheet By sorting of My Timesheet according to Client or by Default

(Time Entry)

Show Cost Center In ([This drop-down option allows administrator to select
Timesheet by between Account or Employee to show their Cost Center

This Footer will be visible in every Timesheet Print.
Timesheet Print Footer |Administrator can change its data according to
organizational need.

Security :

Under this tab, Administrator can Enable Single Sign-On (SS0O). This feature allow users to login with
their ADFS/SAML ID (for Details view ADFS Integration).

Application Preference

Organization General Preferences Invoice Setup Task Setup Project Setup Time Off Setup Expense Setup Timesheet Setup

Authentication Information

Enable Single sign-on (550):[]

Holiday Setup:

TimelLive provides few pre-defined holidays type such as US, UK etc. Administrator can define the
holidays as per their organization rules & region by creating new [Holiday Type]. Administrator can
create [Holiday Types] with different configurations and can assign these types separately to each
individual employee. Administrator can also select pre-defined holidays comes by default with
TimeLive. Following settings can be configured using Holiday options available in TimeLive.

Selecting Pre-defined Holidays Types:

TimeLive comes with different pre-defined holidays set. Administrator can select those pre-defined
holidays set from [Admin Options]-->[Holidays]. Once selected pre-defined holidays, administrator
can fully edit those holidays types in [Admin Options]-->[Holiday Types].



Canada

Holiday List

Selected

Holiday Year: 2013 Il Copy Holidays to Next Year

Year Holiday Name Date

2013 Birthday of Martin Luther King, .
2013 Washingtons Brthday

2013 Memorial Day

2013 Independence Day

2013 Labor Day

2013 Columbus Day

2013 Veterans Day

2013 Thanksgiving Day

2013 Christmas Day 12/2

Holiday Information

Holiday Date: §/30/2013 i

Holiday Name:

Holiday

(el A

Edit Delete

2

E

o
E

A0 #

Holiday List

GF B0 GF OF BC B0 OF D0 G0

Holiday Types Setup:
System administrator can setup holiday types policies using [Admin options]----> [Holiday Type].
Adding Holiday Type:

To add new Holiday Type:
1. Enter new holiday type in [Holiday Type Information] form which you want to add.
2. Click on [Add] to add this [Holiday Type] in TimeLive system.

Holiday Type

Holiday Type Information

<
=

Holiday Type

Holday Type:

Holiday Type List

Edit Delete




Deleting Holiday Type:

1. In [Holiday Type List], click on [Delete] link of record which you want to delete.
2. Click on [Yes] on delete confirmation dialog.

Editing Holiday Type:

1. In [Holiday Type List], click on [Edit] link of record which you want to modify.
2. Update your required modification in [Holiday Type Information] form.
3. Click on [Update] button to update this record.

Defining Holidays Details:

After creating of [Holiday Type], administrator can then define holidays days for that particular
[Holiday Type]. To define holidays days in holiday type:

1. Click on [Holidays] link of [Holiday Type] in which you wish to define holidays.

2. Use this page to add, edit and delete holidays days of your selected [Holiday Type]

Holiday Year: Bl Copy Holidays to Next Year

Holiday List

Year Holiday Name Date

0/2013 %

2013 Offical Off
Holiday Information
Holiday
Holiday Date: 5/30/2013 ﬁ

Holiday Name:

Edit Delete

Manage Terminology

[Manage Terminology] option now allows TimeLive Admin to change Timesheet terms to any of
their own custom terminology. Admin can define which "TimeLive" terms they want to modify with
their own required name in [Admin Options]-->[Manage Terminology]. After update, TimeLive
will then use those terms in everywhere in application including menus, timesheet, forms, reports etc.

Manage Terminology

Terminology Name User Defined Name Selected

Project Jeb e

Defining new Manage Terminology:



1. In [Manage Terminology List], enter TimeLive built-in term in [Teminology Name] field.
2. Enter your own custom name in [User Defined Name] which you want to show in place of
[TimeLive built-in name].
Click on [Selected] checkbox in same row where you have defined this record.

3.
4. Click on [Update] button to update this terminology.
5. TimeLive now will show this custom term defined above instead of built-in term everywhere.

Custom Fields:

Different organizations have different requirements which are specific of their own. It helps them to
keep their records according to their needs.
TimeLive understands that and to cater their specific needs, Custom Field plays key role in achieving

this.

Navigate to Admin Options > Custom Fields

——— -_—
[%] Dashboard : Admin Oplions 2_ Welcome, John Benson (Administrator) ‘._; Admin Options B Menu

Administration

Organization Setup
bl & 2 # & 2
L
A e
' Locations Departments Roles Employee Types External Users
My Tasks
P Application Setup
| ¢
My Timesheet ‘t % i ﬂ % iﬁ; t..]
My Expenses EMail Notification Role Permissions Manage Preferences Status Type Custom Field
Preferences Terminology

My TimeOff 2 :.L .
.

ﬁ Feature License Manager Approvals
My Reports Management

Following picture shows list of Entities under which Custom Fields can be created.
Through Manage link against the each entity, Administrator can create custom fields according to

organizational needs.



Custom Field

Entity Type

Client
Employee
Expense Entry
Expense Sheet
Project

Project Task

Timesheat

Manage

Managel

Manage
Manage
Manage
Manage

Manage

There are 4 Data Type through which, Custom Field can be created.

Number
Text
Drop-Down
Date

Add Custom Feld

Custom Field

Data Typd
*Custom Field Name™| Contra
*Custom Field Caption: | Contract Type
Default Value: None

IsRequired: /]

In below screenshot, 1 custom field "Date of Birth" is created. which is under Employee Entity.

IsRequired check is a validation if this field is mandatory or not. Further, a new custom field is in

creation process. Data Type is selected as Drop-Down and list of options will be visible under
employee record for custom field selection.



Custom Field List

Default
Type MName Caption Value Required
Edit Delete &
Date Date of Birth Birth Day True < m
Add Custom Feld

Custom Field
Data Type: Drop-Down
*Custom Field Name: | Contract
*Custom Field Caption: | Contract Type
Default Value: | None

IsRequired: ]

Hourly
Wieekly
Contract
Permanent
Options: | Temporary
Freelancer
Intem

=T

Currencies:

TimeLive allows multiple currencies for each organization. This feature is under Admin Options >
Currencies.

Currencies plays very important role in Timesheet and Expense Billing. It also manages rates
fluctuations for any length of time under multiple date ranges for each currency.



IT' Dashboard : Admin Options =. Welcome, John Benson (Administrator) '\..,— Admin Options

Dashboard
gt
[ </
My Projects

Expense Types Expenses Payment Method Expense Entry

' Archive

My Tasks
Currendes and Tax

: v, * A
My Timesheet —a" sl 4
=N ﬁ @
!- Currencies Tax Code Tax Zone
My Expenses

By default, most commonly used currency are predefined in TimeLive,

Exchange
Id Name Symbol Rate
Edit Delete
6 Australia, Dollars AUD 13136 Wi i | History
2 Canada, Dollars CAD 13370 & History
5 Euro Member Countries EUR 0.7965 | i | History
4 Japan, Yen By 105.7290 %] ‘: History
7 Switzerland, Franc CHF 1.2493 | i | History
3 United Kingdom, Pounds GBP 0.548 W i | History
1 United State Dollar uss 10000 & W History
Currencies Information
Currencies
*Name: | US$ - United State Dollar
*Exchange Rate: i

But TimeLive is not limited to these only. User can add/remove any currency according to their need.



Currencies

6 Australia, Dollars

2 Canada, Dollars

5 Euro Member Countries
4 Japan, Yen

7 Switzerland, Franc

3 United Kingdom, Pounds

1 United State Dollar

Currencies Information

Currencies
*Name:

*Exchange Rate:

US55 - United State Dollar

AED - United Arab Emirates

AFN - Afghanistan, Afghani

ALL - Albania, Leke

AMD - Armenia, Drams

ANG - Netherlands Antilles Guilder
AOA - Angola, Kwanza

ARS - Argentina, Pesos

AUD - Australia, Dollars

AWG - Aruba, Guilders

AZM - Azerbaijan, Manats

AZN - Azerbaijan, Mew Mana
BAM - Bosnia and Herzegovina
BED - Barbados, Dollars

BDT - Banagladesh, Taka

BGN - Bulgaria, Lev

BHD - Bahrain, Dinars

BIF - Burundi, Francs

BMD - Bermuda, Dollars

BND - Brungi Darussalam, Dollars
BOB - Bolivia, Bolivianos

BRL - Brazil, Brazil Real

BSD - Bahamas, Dollars

BTN - Bhutan, Ngultrum

BWP - Botswana, Pulas

BYR - Belarus, Rubles

BZD - Belize, Dollars

CAD - Canada, Dollars

CDF - Congo/Kinshasa, Congolais
(CHF - Switzerland. Franc

~

Exchange
Symbol  Rate
Edit Delete

AUD 13136 & W History
CAD 133720 & W History
EUR. 07965 % I History
PY 1057290 Y% [ History
CHF 12493 1 @ History
GBP 05448 % @ History
uss 10000 & W History

Q Click here to chat

User can add new Currency by selecting Currency name from the list and define exchange rate with

Base Currency.

To disable any Currency, click Edit against the currency and select Is Disabled.

To manaie/uEdate existini Currenci rateI click on Histori link.

Id

6 Australia, Dollars

2 Canada, Dollars

5 Euro Member Countries
4 Japan, Yen

7 Switzerland, Franc

3 United Kingdom, Pounds

1 United State Dollar

Currencies Information
Currencies
*Name:

*Exchange Rate:

Is Disabled:

Name

AUD - Australia, Dollars

1.3136

O

T | o

Symbol

AUD

CAD

EUR

CHF

GBP

uss

Bxchange
Rate
Edit Delete

13136 % @ Histo
13370 Wi i | History
07965 % @ History

1057290 S History
1.2493 i | History
05448 % @ History
1.0000 S i | History

In the below screenshot, 3 different exchange rates are already added according to their dates. This
will allow organizations to control the currency day-to-day fluctuations or contract rates.




Current Currency: AUD - Australia, Dollars

Exchange Rate List

Exchange Rate Start Date End Date
Edit Delete
1.3168 9/21/2016 9/21/2017 S| i |
1.3136 11/21/2013 11/21/2015 Y @
1.1136 11/20/2012 11/20/2013 el i |
Exchange Rate Information
Exchange Rate

Value (1 Base Currency Unit = X New Currency Units)

* Exchange Rate: 1.3168

Start Date:| 9/21/2016 i
End Date: | 9/21/2017 ﬁ

Update all record within this range: [V

There are two main issues which should always be on the check that
1. No Date ranges should overlap

2. During updating/managing existing rate, user must enable Update all records within this
range check to avoid any miscalculations

Timesheet Period View:

Timesheet periods determine the length of user Timesheets. They should parallel either your
organization's pay periods or billing cycle so that timesheet data is available when needed for
generating payroll or for invoicing clients. A System timesheet period is assigned to new users by
default. Administrator can use different Timesheet Period for different employees, according to
different Working Days.

This feature is under Admin Options > Timesheet Period View.



[ Dashboard : Admin Options * Welcome, John Benson (Administrator) % Admin Options B2 Menu

I8 ¥ & O «

Timesheet Period Time Entry Holiday Types Holidays Absence Type Work Types
Types Archive

S [E:

Cast Center Working Days

Under Timesheet Period Types, there are 5 types of Period view from which 1 can be used in Working

Day.
Timesheet Period Types I

Initial Days Of Initial Day Of

Timesheet Period Type The Period The Month Edit
Daily oS
Weekly b N
BiWeekly AN
Semi-Monthly 1st And 16th i
Monthly i b5

Timesheet Period Type Information

Timesheet Period Type
= Timesheet Period Type: Daily

IsDisabled:
T | o

It does sound that Bi-weekly and Semi-monthly are similar but there is a difference.
In BiWeekly, TimeLive allows user to change start period date according to the organizational need

(as per below picture shows). Whereas, in Semi-monthly, periods are fixed from 1st to 15th and
16th to the end of the month date.




Daily
Weekly
Biweekly

Semi-Monthly 1st And 16th

P E®DD

Monthly 1

Timesheet Period Type Information

Timesheet Period Type

* Timesheet Period Type: Semi—Momhl)'

+ Initial Days Of The Period: |FE @ BloL]

2nd And 17th
3rd And 18th
4th And 15th
Sth And 20th .
th And 215t
7th And 22nd

&th And 23rd

Sth And 24th

10th And 25th
11th And 26th
12th And 27th
13th And 28th

IsDisabled:

In Monthly Timesheet Period, TimeLive allows user to set month start date according to the
organizational need.

Timesheet Period Type Information

Timesheet Period Type

* Timesheet Period Type: | Monthly
+ Initial Day Of The Month: | [l *

IsDisabled:

B
update

Project Template:

Some organizations have different projects but have same tasks and same employees' team for those
projects. Creating every project with same tasks and team could be frustrating and some data can be
missed out easily.



f.| Dashboard : Admin Options *_ Welcome, John Benson {Administrator) "% Admin options = Menu

Project [ Task Setup
P—
WY ‘\“Sf - ) 1
e =
Task Types Priorities Project Types Project
Templates
S—

Time Off Types Time Off Policies

In TimeLive, Administrator can create template as per requirement without any limitation to cater
such need. Not only the template allows user to create task and team, it also allows to create
Milestones and attachments for the same. To access Project Template page navigate to Admin

Options > Project Template.

Project List

Client Name Start Date Status

Project Name

There are no items to display.

Creating new Project Template:




Project Template Information

Project Template
Project Code:
* Client Name: Barth Gross Electric Company Inc

*Project Name:

Project Status: | Started

Start Date:| 9/26/2016 i
Due Date:| 9/26/2016 i

= Advance Options

Duration: 0  Hours

Project Estimated Cost: 0

—
ﬁ

Creating a New Project Template is as easy as creating a New Project. All the steps are the same
including creating team and tasks.(Creating New Project)

After creating new project template user can now use this template in creating new project. User will
observe that creating Project by using Project Template, Tasks, Team members, Milestones are added
automatically (if created in Project Template) into the newly created project.




Reports

Understanding Reports

Reports are helpful for determining how time is utilized throughout your organization and for
reviewing project costs and client billing. You can generate reports to review detailed or summarized
data. TimelLive allows you to create highly-customized reports to assist with tracking and management
of time, expenses, users, and projects. Reports can be viewed within TimeLive or saved to a PDF or
Excel (CSV) file.

A number of default reports have been installed with TimeLive; refer to Default Reports for a list of
these reports and their uses. You can run these reports without modification, or customize these
reports.(see Bottom)

If you are running a text report with Summary Options selected, choose the Data Display Style:

e Detailed: each report entry will display in a separate row. Plus, a summary row will display
for each row grouping and for the report as a whole.

e Consolidated: only summary rows will display - for each row grouping and for the report as a
whole

The best way to start learning which reports work best for you is by viewing the report previews and

running test reports.
Reports can be launched by clicking on [My Reports] link in left-navigation menu.

Report Home Page :



Report Name

il Tirn.
L
~ Generates a timesheet report for & given user for & given time period. The user can salect the detais to be nduded in the report.

Attendance Detail Report
Generate Attendance detal report for & given user for a given period. User can select different parame ters lke employee, startdate, enddate,

Empleves Attendance Symmary Regort
Summary of smployes attendance heipfil for user and administrator to ganarate summary of employee attendance for payroll purpose,

Employes Absence Detail Report
Detal report of employee absence in spedfied data range. Helpful for payrol department to get list of absent in specified date range,

Absence Summary Report
Report for generating summary of employee leave lke sick leave, casual leave etc in spedified range.

Expense Sheet Report
Expense Sheet Report

Time Entry Perigd
Time Enfry Period

Employee Time Off
Empiayee Time Off

Employee Time Off Detail
Employee Time Off Detal

Detail Expense Report
g Generates an expense report for & given user for & given time period. The user can select the detais to be induded in the report.
S

| T
Emplayes Time OFf Reguast

Project Management
/A Tmeshest Avoroval Activity
- Timeshest Approval Activity

E . L Activi
:i] Expense Approval Activity

Project Cost And Revenue Report
Project Cost And Revenue Report

7
7

&

Detail Task Report
Detad Task Repart

Task Summary Report
Task Summary Report

Task Status Summary Report
Summary of all praject tasks status. Useful for project manager to et a high level view of whole project status.

Project Task Employee Report
Project Task Employee

2N

Project Team Report
Preject Team Repert

Timesheet Submission Report
Ganarates an employes-wide summarize rapart for Bme enbriss with missing enkniss.

F ol @

a

Billing Repart
Generates a project «wide biling report for a given user for a grven time period. The user can select the detalls to be induded in the report.

Expense By Chent Report
Summary of Expenses incurned on project. Can be generated based on project, cient, employes and data range.

- nt Wi

Generates a department-wide mesheet report for 8 given user for 2 given tme period, The user can select the detads to be inchaded in the report.

4p | Project Expense Detail Report
= Generates & project expense detal report for a given user for & given time period. The user can select the detais to be induded in the report.

Invoice Summary Report

% Summary of Invoice Repart,

& Task Billing By Projects/Chients Customized
Generates an employee-wide project summary repart with expense detal,

Audit Trai

Tim Trail
Generate Tenesheat Audit Trad

g Generate Experss Shaat Audit Trad Report
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e T TN

Customize Permissions Delete Copy

Customize

Customize

Customize

Customize

Customire

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize

Customize
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Copy
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Parts of report:

1. Filter option of report. These filter option are available in all reports. Just select your
required filter and click on [Show] button to get report output.

2. Report toolbar. Report toolbar has options of exporting reports and page navigation
buttons.

3. Report output. Actual report output based on selected report filter.

Running a Report

To run a report:
1. Navigate report home page using either left navigation menu [My Reports] or from top menu
[REPORTS].
2. Select Reports from report page which you want to run.
3. Select the data to be displayed in the report by setting the filters provided on top of report.

Exporting a Report

To export a report
1. Run report
2. Select your desired exportable format [PDF, HTML, XLS, RTF].
3. Click on [Export] icon just right on exportable format drop-down.

Printing a Report

To print a report
1. Run report
2. Click on [Print] icon in report toolbar to print currently selected reports.

Report Customization:

This feature allow users to edit Name, Fields, grouping and layout of report. Each report can be
customized according to organizational needs. To customize any report please click Customize link
against required report. For Understanding Report Customization or creating new report, please review
Understanding Report Designer.

Report Permission:

This feature allow users to access and modify reports according to Roles assigned in their profile.
Each report has its own set of permissions which can be modified according to organizational/Role
needs.



Report Permission

ok Show Allow Allow Own  Allow Own  Allow Own Nl(;th‘?wn Allow Own
Report Customization  Allow All Report Team Project Ordinates Approval
Administrator ] ] ] | O O | |
Expense Entry Approver [l U U U L U U U
External User | Od Od Od O O O O
Project Manager [} O O O O | O O
Team Lead M 0 0 0 0 0 0
Time Entry Approver O O O O O O O O
User v | | I [ | | |

Report Permission in detail:

Show Report : This is basic permission which allow User to see this report in My Reports. If
check is not applied, user will not be able to see that particular report in My Report Grid.

Allow Customization: This permission give access to the Customization option in My Report
for only that particular report (See Understanding Report Designer for Customization). Show
Report check is mandatory if this check is enabled.

Allow All: This permission gives access to view all employees in the organization.
Allow Own Report: This permission gives access to user to view his/her own report.

Allow Own Team: This permission gives access to user to view his/her own Team Report. For
Example if he/she is the team lead or PM in any project, user can view their teams' report.

Allow Own Project: This permission give access to user to view his/her own Project Report.

Allow Own Sub-Ordinates: This permission give access to user to view Report of those
employees of whom he/she is Employee Manager.

System Reports

TimelLive includes a large number of default reports. You can use the [Report Datasources] to
create your own customized versions of reports. Alternatively, you can use pre-defined default
reports, which are based on the [Report Datasources]. You can also customize default reports by
modifying their settings.

TimelLive currently have following system reports which are available by default:

Users Reports:

Detail Timesheet Report

Detail Expense Report

Attendance Detail Report

Employee Attendance Summary

Report

Employee Absence Detail Report

Absence Summary Report

Detail Expense Report



Project Management Reports:
Timesheet Approval Activity
Expense Approval Activity
Attendance Detail Report

Project Cost And Revenue Report
Detail Task Report

Task Summary Report

Task Status Summary Report
Timesheet Submission Report
Project Activity Summary Report

Billing Reports:

Billing Report

Task Billing By Projects/Clients
Expense By Client Report
Department Wise Timesheet
Report

Project Expense Detail Report

Administrator Reports:
All Locations Report

All Departments Report

All Clients Report

All Employees Report

All Projects Of Organization
All External Users Report

Understanding Report Designer

TimeLive reports are generating using pre-defined report data-sources. From these data-sources, user
can select/deselect columns which they want to be showed in reports. User can also define grouping,
different summarized functions and custom formulas on all available Datasource columns.

Report Data-source:

These are the report Datasource currently available in TimeLive.
Absence

Attendance

Clients

Departments

Employee Time Off Audit Report
Employee Time Off Details
Employee Time Off Summary
Employees

Expense Entry

10. Expense Entry Approval Activity
11. Expense Sheet

12. Expense Sheet Audit Trail

13. External Users

14. Locations

15. Missing Time Entry Period

16. Project Task

LCHONDARWNE



17. Project Team

18. Projects

19. Tasks

20. Time Entry

21. Time Entry Approval Activity
22. Time Entry Period

23. Time Entry Periodic Submission
24. Time Off Request

25. TimelLive Invoice

26. Timesheet Audit Trail

Report Designer Steps:

TimeLive Report Designer consist of 3 important wizard steps. Following are the name of steps and a
brief description of every steps:

Step: 1 - Report Description

For defining report name, report icon, report category and report type (detailed or

consolidated).
Further, Unique Header and Footer can be described for identification of report during

View, Export, or in Print.

Report Definition Information

Report Definition

Report Name: D

Report Description: Generate
Report Category: User [
Upload Report Icon: | Choose File | No file chosen
Show Company Logo:

Report Title: Detad Timesheet Report

Report Header:

Report Footer:

Step: 2 - Report Datasource Selection
Different Datasource contains some similar fields but most of unique ones related to its
Datasource to generate required report.
User can Edit existing Report or can create new report through this Wizard page
according to the requirements.
Following are the list of activity can be performed in this Wizard Page,

e Can select/ de-select Datasource column from report as per requirement.



Can give different Caption for each field according to organization's
terminology.

Can Group single or multiple fields to extract complex reports.
(EmployeeName is grouped in below screenshot)

Can select group summary type (sum, count) etc for each report column.
Formula Fields (see Formula Column Syntax) and Custom Fields (if defined
under Admin Options > Custom Fields see Custom Fields) can be added
to extract more customized report.




Report Information

Report Name: Detad Timeshest Report

Report Datasource: Time Entry

Report Column

Report Column

[} TimeEntryDate
Projectiiame

@ TaskName

[ TotaTime

[l Description
AccountWorkType

[ AccountCostCenter

Amount
BaseCurrencyAmount

F  approvalstatus

F  submitted

¥ Approved

@ Rejected
Percantage
ProjectCode
TaskCode
AccountCostCenterCode
EmployesRate
IsBilable
ApproverComments
ApprovedOn

F  Totaows
Star{Time
EndTime
TaskType
TasStatus
Priority
EstmatedHours
EstmatedCost
BaseCurrencyEstmatedCost
MilestoneDescription
Chenthick
Centhiame
EmployeeCode

] Employeetame
EMalAddress
DepartmentCode
Depar tmenthiame
Accountlocation
EmployeeManager
TeamLeader
ProjectManagsr
BaseCurrencyBilingRate
BaseCurrencyEmployeshate
EmployeeCost
BaseCurrencyEmployeeCost
Role

Dayhio

Caption

Date

Praject Name

Task Name

Duration

Desaiption

Work Type

Cost Center

Biling Rate

Amount

Amount (BaseCurrency)
Approval Status
Submitted

Appeoved

Rejected
Percentagee

Praject Code

Task Code

Cost Center Code
Employee Rate
Edsble

Approver's Comments
Approved On

Hours

Start Time

End Time

Task Type

Task Status

Prionity

Task Estmated Hous
Task Estmated Cost
Estimated Cost (BaseCurrency)
Migstone Description
Chent Nick

Chent Name
Employee Code
Employee Name

Emal Address
Department Code
Departmeant Name
Location Name
Employee Manager
Team Leader

Project Manager
Biling Rate (BaseCurency)
Employee Rate (BaseCurrency]
Employee Cost

Employee Cost (BaseCurrency)

Group

Show Summary
<None> =)
<None>
<Nane > [=]
<None> =
<None: [+
<None> ,T
<None:> [«
<None> =)
<None:> [=!
<None> [=]
<None> [
<None>
<Nane > [=)
<None> =)
<None>
<None> [=]
<None > [=]
<None:> [=!
<None> =
<Nane» [=]
<None> =)
<None:> =
Sum [=]
<None> [
<None> =)
<None> =
<None =
<None> [
<None> [=]
<None > (=)
<None> [=]
<None> =
<None: [«
<None [=]
<None:> [=]
<None> =)
<None >
<None> =)
<hone> [
<None>
<None > [
<None> [+
<Nane> =
<None’> [=]
<None> =
<None: =)
<None> =
<Nane > [=!
<None> =)
<None >
<Nane >

Formula




Step 3: Column and Group Ordering

The last page of Report Wizard, there are two tables. Both tables plays crucial part in
generating the report according to the requirements.

Column Order : Allows user to set the order of fields in which report view is required. Top
most field will be first column of the report and the last Field in the order will be the last column
of the report.

Group Order : If in the second page, Group check is enabled in any field, those fields will be
visible in this table. That too can be sorted according to the requirement.

In below screenshot, Employee Name was grouped to view Report according to Employee name
then the date which is the first field of Column order.

Report Information

Report Name: Detail Timesheet Report Customized
Column Order Group Order
Selection Selection

Date B Employee Name >

Understanding Formula Columns

TimelLive allows 5 formula fields in every report datasource. User can enter their own custom formula
for these columns. And they can perform other reports functions like grouping, calculations (sum etc)

and showing in reports.

FormulaField2 Formula Field 2 <None> -

w
9
“
-')

L2

A typical case for Formula Columns:

Billing departments wants to submit client billing reports with 10% extra overhead charges. TimeLive
administrator then decided to [customize] [Task Billing By Projects/Clients] in [Billing Reports]
category.




Report before customized:

Task Billing By Projects/Clients
T T T T O T T
Team Alliance Inc.
LEGO
John Benson
Implementing Epidemic round 2 61.00 5.795.00  EURS5.795.00
Implementing Epidemic Rounting round 1 92.00 874000  EURBS.740.00
Project meetings 5.00 475.00 EUR 475.00
Project plan 35.00 332500  EUR3.325.00
Project plan presentation 84.02 7.981.58  EUR7.285.29
Report 4.00 380.00 EUR 380.00
Requirement Specification 5.00 475.00 EUR 475.00
Robot assembly 25.00 237500  EUR2.375.00
Test specification and plan 72.00 6.840.00  EUR6.840.00
Time and resource plan 80.50 7.647.50  EUR7.647.50
463.52 4403408  EUR43,337.79
463.52 44.034.08  EUR43.337.79
463.52 44.034.08  EUR43.337.79
Summary 463.52 44.04.08  EUR 43,337

Here are the steps required to be followed for customizing [Task Billing By Projects/Client] report:

1. Click on [My Reports] to launch [My Reports] page.
2. Click on [Customize] link of report [Task Billing By Projects/Clients] in [Billing
Reports] category.

2 Ia: P 0

Generates an employee-wide project summary report with expense detad,

1. Click on [Next] in [Report Definition Information] wizard step.
2. In [Report Data Selection] wizard step: follow these steps to customize [Task Billing By
Project/Clients] reports to achieve above mentioned requirements.

v FormulaFeld 1 Tax <None> w|  BaseCurrencyAmount * 10/0.25

v FormulaFeld2 Net Amount <None> w.| | BaseCurrencyAmount - FormulaField 1

FormuiaReld3

FormulaField4 Formula Field 4 <None> =

ormulsFeidS Forrmua Field S <None> -

2]
L2)
L2
24

L2

Check on [FormulaField1] and update its caption to [Overhead Charges].
Select [Sum] in [Show Summary] dropdown of [FormulaField1].
Enter formula for calculating 10% of Amount: Amount * 10 / 100.
Check on [FormulaField2] and update its caption to [Net Billing Amount].
Select [Sum] in [Show Summary] dropdown of [FormulaField2].
Enter formula for sum of original amount field and calculated [Overhead Charges]:
Amount + FormulaField1.
g. Click on [Next] to update these changes.
2. Click on [Finish] button in final wizard step [Column and Group order].
3. Now a new report will be created with name [Task Billing By Projects/Clients

"D Qa0 oo

Customized]
® T i P lient
> Generates an employee-wide project summary report with expense detad

3. Clicking on this report in [My Reports] will show TimeLive customized report with two
additional column [Overhead charges] and [Net
billing Amount]




-11,115.00

-28,640.0C

Implementing Epidemic round
Implementing Epidemic roun
Implementing Epidemic roun

Implementing Epidemic round

Implementing Epidemic roun:

Implementing Epidemic roun

EUR 855,

EUR 760

ad
Implementing Epidemic round
4
Implementing Epidemic round

Implementing Epidemic roun

EUR 285.00
USS:190.00 EUR 190.00
5.795.00 EUR 5,795.00
5.795.00 EUR 5,795.00

Implementing Epidemic round

BRI R R R R R R R R R R

Implementing Epidemic round
a

Implementing Epidemic roun

4. Click on [Permissions] link to give this customized reports to your required Roles.

Formula Column Syntax

Formula columns are derived from user-defined formulas. Users create these formulas by combining
columns (fields) available in the report.

When might I need to create a custom column?

Custom columns are useful for creating such numeric fields as:
e Values with non-standardized modes of calculation that are therefore not included in TimeLive
as default columns (for example, overhead cost etc)
e Calculations specific to your organization
e Highly-specialized calculations

Numeric Formula Examples:

e A formula for 10% Overhead cost in the [Detail Timesheet Report]:

(Amount * 10 / 100)
e A formula for calculating profit margin in the [Detail Timesheet Report].

(BillingRate - EmployeeRate) * TotalHours

Text Formula Examples:

e To identify location and their departments in a single field, you could combine both location
and department by creating a formula like this:

(AccountLocation+'-' DepartmentName)



Numeric Operators:

Operator
+

3

/
()
<

>

<=
>=
=

%

Use this operator to specify...

Addition

Subtraction
Multiplication
Division

Parentheses

Two values are equal
Less than

Greater than

Less than or equal
Greater than or equal
Not equal

Modulus

Operators follow standard order of operations rules. For example:
e 2+2*%2=6,but(2+2)*2=238
e 2+4+42/2=3,but(2+2)/2=2

Functions:

Functions Description Syntax

IIF Gets one of two values Iif ( expr, truepart,
depending on the result falsepart )
of a logical expression

LEN Gets the length of a LEN ( expression )
string

CONVERT Converts particular Convert(expression,

value to a specified type)
.NET Framework Type.

SUBSTRING Gets a sub-string of a SUBSTRING

specified length,

starting at a specified length)
point in the string.

(expression, start,

Example

Iif
(billingrate>500,'expensive’,'dear
)

Len (EmployeeName)

Convert(total, 'System.Int32"),
Convert(id,'System.String')

SUBSTRING ( phone, 7, 8 )



Integration

Importing / Exporting Raw Data

TimelLive's raw data imports/exports allow you to import / export raw [timesheet], [project], and
[expense] data to spreadsheets using a CSV file. CSV file can be opened in Excel as well as standard
way of transferring data from different applications.

CSV/Quickbooks(IIF) Import Export

Import | Export:@ Export (O) Import

File Type:” ) CSV(T ) Quickbooks (IIF) (7) Microsoft Project

Data Source: Client E]
1 Employee \
1 Department
‘ Projects
| Time Entry
| Time Off Request
| Time Off
| Expense Entry

Project Task
f Tasks Users
i Projects Team
| Projects Roles.

TimelLive support these types of data in CSV Import / Export:

1. Client

2. Employee

3. Department
4. Projects

5. Time Entry
6. Expense Entry
7. Project Tasks
8. Task Users
9. Project Team
10. Project Roles

QuickBooks Integration
Using TimeLive QuickBooks Integration Tool

Using TimelLive's QuickBooks Integration Tool

[TimeLive QuickBoooks Integration Manager] provides users the ability to transfer information
between TimeLive and QuickBooks. With the ability to transfer time and expense data, the
integration module is an ideal solution for those working on projects or tasks that are to be billed to
clients. Using TimeLive, you can track the actual time spent working on projects, then transfer the



data to QuickBooks, to invoice clients for the work completed. Time data entered by employees can
also be transferred for use in generating payroll timesheets in QuickBooks. Plus, expenses incurred
against the project can also be entered in TimelLive, and transferred to QuickBooks to reimburse
employees, pay vendors and charge clients. Additionally, you can use the integration module to
save the time and effort associated with entering the user and project data in both QuickBooks and
TimeLive. This duplication can be eliminated by entering the data in one application and transferring to
the other using the [TimeLive QuickBooks Integration Manager].

Data Type TimeLive Term QuickBooks Term
Employees Employee (ones paid on a regular Employee
and on-going basis).
Vendors Employees with "IsVendor=Yes in Vendor
Employee Types"
Customers Clients Customers
Jobs/Items Project / Task Job/Item, Job/Sub Job or Item/
Sub Item
Time Tracking Timesheet Time Tracking
Expense Tracking Expense Sheet Vendor Bills

Steps for setting up TimeLive's QuickBooks Integration Tool:
1. Download the module
2. Installing the module
3. Configuring QuickBooks for use with the Module.
4. Launching the Module

Downloading the module:

TimelLive's QuickBooks integration module can be download from download page from
http://www.livetecs.com/Home/Download.aspx

Installing the module

Installation of the module is a simple, wizard-guided process. Before beginning installation, ensure
that:
1. Your machine meets the integration module's minimum system requirements.
2. You are installing the integration module on the computer where QuickBooks is installed.
3. Your version of QuickBooks is updated to include all available patches (recommended).

Configuring QuickBooks for use with the Module

Before attempting to integrate with TimeLive, follow the steps below to ensure QuickBooks is properly
configured for integration.
1. Launch [QuickBooks]
2. Open a company file.
3. When you integrate with TimeLive, you will transfer data to and from the open QuickBooks
company file.
4. If a dialog box displays indicating that TimeLive is attempting to access the QuickBooks
company file without a certificate: a. Select the [Yes], [Always] button. This will allows
TimeLive to access the company file for data transfer purposes.

Launching the Module:

1. To launch the integration module:
e Double-clicking a shortcut name [TimeLive Quickbooks Integration Manager] created
during installation
e Selecting [TimeLive QuickBooks Integration Manager] from the Windows Start menu.


http://www.livetecs.com/Home/Download.aspx
http://www.livetecs.com/Home/Download.aspx

2. On login window, enter [TimeLive URL] which you are using to access your TimeLive
application, TimeLive username and password.

3. Click on [Login] button to launch Integration tool.

4. When a QuickBooks dialog box stating the module is attempting to access the company file
displays, enable the check box labeled [Allow] this application to access. This will give TimelLive
permission to transfer employee and vendor data to the company file. Select the [Yes] or
[Always]. Select [Yes] if asked to confirm. The main [TimeLive Integration Manager for
QuickBooks] window displays.

5. After login, application will show TimelLive integration main options screen as below.

; I==)
Transfer TimeLive to QuickBooks Transfer QuickBooks to TimeLive _—
Trnsier TmeLive Employees o QuickBooks 2s Employees | | Transfr GuickBooks Enployees\Vendorsto TmeLive as Employees \Vendors
Transfer TimeLive Vendors to QuickBooks as Vendors Transfer QuickBooks Customers to TimeLive as Clients
Tranfer TimeLive Clients to QuicBooks as Customers ] Transfer ftems\Subltems to TimeLive as Projects'\Tasks

Transfer TimeLive Projects\Tasks to QuickBooks as Jobs\ltems

Transfer TimeLive Time Entries to QuickBooks as Time Entries

TimeLive QuickBooks Integration Manager System Requirements

Each computer with [TimeLive QuickBooks Integration Tool] must meet the following requirements:
1. Hardware:

e Pentium 500 MHz CPU or equivalent

e 512 MB memory



e 50 MB available disk space

e Screen resolution of 1024 x 768 or higher
Operating system:
One of the following:

e Windows Server 2008 (R1/R2)
e Windows 2003
e Windows XP Professional SP2
e Windows Vista
e Windows 7

Software:

One of the following:

QuickBooks Pro or Premier U.S. Edition 2006 or later
QuickBooks Pro or Premier Canadian Edition 2006 or later
QuickBooks Pro or Premier UK Edition 2008 or later
QuickBooks Enterprise Solutions U.S. Edition 6.0 or later
QuickBooks Premier Canadian Multicurrency Edition or later

Defining the Relationship between Data Structures

Understanding Project / Task relationship with QuickBooks:

Defining the Relationship between Data Structures Before using the integration module to transfer
data, you must determine how the data structure in TimelLive relates to the data structure in
QuickBooks. Understanding the Relationship between Data Structures When transferring certain data
types, you must define how the data structure in TimeLive relates to the data structure in QuickBooks.
When transferring [project] data from TimeLive to QuickBooks, the relationship tells the integration
module where the projects and tasks should be transferred to in Quick- Books. For example, TimeLive
[Projects] can be transferred to QuickBooks as [Jobs] or as [Items]. If the integration module is
configured to transfer [Projects] as [Jobs], then TimelLive Tasks can be transferred as [Sub Jobs]
or [Items]. Depending on the selection data.

Understanding Time Entries relationship with QuickBooks:

When transferring [time entries], the integration module will use the specified relationship to locate
the projects and tasks selected for the time entries in QuickBooks. For example, if a TimeLive
[project] exists in QuickBooks as a [job], you would typically assign a relationship between
[Projects] and [Jobs]. When transferring a time entry for that project, the wizard will then attempt
to locate the [project] in the QuickBooks [Jobs] list. Once the [project] is found as a job, the time

entry can be associated with the [job] and will be successfully transferred

Transferring Employees

To transfer [Employees records from TimeLive to QuickBooks], just click on [Transfer
TimeLive Employees to QuickBooks as Employees]
button in main option screen of integration tool.



Steps for Transfer:

1. Click on [Transfer TimeLive Employees to QuickBooks as Employee] button

"

() TimeLive QuickBooks Integration Manager

Transfer TimeLive Employees to QuickBooks as Employees

2. After successful, application will show Successful transferred message.

Transferring Vendors"

To transfer [Vendors records from TimeLive to QuickBooks], just click on [Transfer TimeLive
Vendors to QuickBooks as Vendors]

button in main option screen of integration tool.

You can define an [Employee] as [Vendor] in TimeLive by checking on [Is Vendor] field in [Admin
Options]-->[Employee Types]. And then you can assign that [Employee Type] to your user who
should be treated as [Vendor].

Steps for Transfer:

1. Click on [Transfer TimelLive Vendors to QuickBooks as Vendor] button

~

() Timelive QuickBooks Integration Manager

Transfer TimeLive Vendors to QuickBooks as Vendor

2. After successful, application will show Successful transferred message.

Transferring Customers

To transfer [Clients/Customers records from TimeLive to QuickBooks], just click on [Transfer
Timelive Clients to QuickBooks as Customers]
button in main option screen of integration tool.

Steps for Transfer:



1. Click on [Transfer TimelLive Clients to QuickBooks as Customers] button.

»

(9 TimeLive QuickBooks Integration Manager

Transfer TimeLive Clients to QuickBooks as Customers

2. After successful, application will show Successful transferred message.
Transferring Projects/Tasks

To transfer [Projects/Tasks records from TimeLive to QuickBooks], just click on [Transfer
Project/Tasks to QuickBooks as Jobs/Items] button in main option screen of integration tool.

Steps for Transfer:

1. Select any mapping option of TimeLive Project / Tasks to QuickBooks which you want in this
transfer.
e Jobs / Items (Projects Tasks will be transferred as [Jobs/Items] in QuickBooks
e Jobs / Sub Jobs (Project Tasks will be transferred as [Jobs/Sub Jobs]
e Items / Subltems (Project will be transferred as [Items/Sub Items]
2. Click on [Transfer TimeLive Project/Tasks to QuickBooks as Jobs/Items] button.

(9 TimeLive QuickBooks Integration Manager

@ Jobs/ttems () Jobs/SubJobs () ltems/Sub kems

Transfer TimeLive Projects/Tasks to QuickBooks as Jobs/ltems

3. After successful, application will show Successful transferred message.
Transferring Expense Codes

To transfer [Clients/Customers] records from TimeLive to QuickBooks, just click on [Transfer
TimeLive Expense Codes to QuickBooks as Accounts] button in main option screen of integration
tool.

Steps for Transfer:



1. Click on [Transfer TimelLive Expense Codes to QuickBooks as Accounts] button.

..

O TimeLive QuickBooks Integration Manager

Transfer TimeLive Expense Codes to QuickBooks as Accounts

2. After successful, application will show Successful transferred message.

Transferring Time Entries

To transfer [Time Entries] records from TimeLive to QuickBooks, just click on Transfer [TimeLive
Time Entries to QuickBooks as Time Entries] button in main option screen of integration tool.

Steps for Transfer:

1. Select [Employee Name] if you want to transfer any selected employees timesheet. Just
select [AIl], if you want to select time entries of all employees.
2. Select [start date] and [end date]

-

,Q TimeLive QuickBooks Integration Manager
[¥] Transfer time entries to payroll timesheets
Employee Name: [Bob Foppiano vJ Class: LWorkType vJ
From Date: 10/ 4/2011 Payroll kem: [EmployeeType ,]
Upto Date: 10/ 4/2011 +~
Wage Type: [Houriy-Regular v]

@ Jobs/ttems () Jobs/SubJobs () ltems/Sub ltems

Transfer TimeLive Time Entries to QuickBooks as Time Entries

3. Select type of mapping for your [Project / Tasks] with QuickBooks which you used while
transferring your projects / tasks to QuickBooks
e Jobs / Items (Projects Tasks will be transferred as "Jobs/Items" in QuickBooks
e Jobs / Sub Jobs (Project Tasks will be transferred as "Jobs/Sub Jobs"
o Items / Subltems (Project will be transferred as "Items/Sub Items"
4. Tick on "Transfer time entries to payroll timesheets", if you want to transfer TimeLive time
entries with payroll related items.
5. Select mapping of QuickBooks [Class Items] with TimeLive data. You can select either of
these option for mapping of Class data.
e <None>
Cost Center
Department
Employee Type
Milestone
Work Type



6. Select mapping of QuickBooks [Payroll Item] mapping with TimeLive data. You can select
either of these option for mapping of Payroll Items data.
e <None>

e Cost Center

e Department

e Employee Type
e Milestone

e Work Type

7. Select [Wage Type] which you want to be populated with your time entries
8. Click on [Transfer TimelLive Expense Codes to QuickBooks as Accounts] button.
9. After successful, application will show Successful transferred message.

Transferring of Expense Entries as Vendor Bills

To transfer [Expense Entries] records from TimeLive to QuickBooks as [Vendor Bills], just click on
[Transfer TimeLive Expense Entries to QuickBooks as Vendor Bills] button in main option
screen of integration tool.

Steps for Transfer:

1. Select [Vendor Name] if you want to transfer any selected vendor expense sheet. Just select
All, if you want to select time entries of all vendors.
2. Select [start date] and [end date]

-

0 Timelive QuickBooks Integration Manager

Vendor Name: [ v]
From Date: 10/ 4/2011 «
Upto Date: 10/ 4/2011 ~

Transfer Timelive Expense Entries to Quick Books as Vendor Bills

3. Click on [Transfer TimeLive Expense Entries to QuickBooks as Vendor Bills] button.
4. After successful, application will show Successful transferred message.

Exporting Time to QuickBooks

Overview:

The QuickBooks Pro product has the capability of importing data from an external source. Data can
include lists that correspond to QuickBooks' lists, budgets, and individual transactions. We will be
utilizing the IIF imports to facilitate the importing of time data into QuickBooks. This is facilitated by
creating a comma (or tab) separated file in a format that QuickBooks can understand (the QuickBooks
IIF format). This format includes the use of column heading tags (keywords) and row heading tags to
help identify the beginning and end of each transaction.

IIF File Naming:

When you are exporting the data out of TimeLive, in preparation for the import into QuickBooks, the
extension given to the file is important. QuickBooks is expecting the file extension to be "IIF" or "iif".



When on the Export -- Time screen, one of the options is to supply the output filename. You can at
this point provide the appropriate the file name with IIF extension.

For example, an appropriate file name may look like:

TimelLive --> Quickbooks Field Mapping (Time Entry Import) :
a. Timelive Project Clients --> Quickbooks Customer

b. TimeLive Employee --> Quickbooks Employee

c. TimelLive Billable Task Flag --> Quickbooks Billable Flag

d. TimelLive Task Code --> Quickbooks Service Items

june_time.iif

% Time/Enter Single Activity ol E ==
4 previous [ Next | [ Spelling [ Timesheet 2
Not Billed
Date 06/26/2009 Billable
Name Bryan Barton v
Customer:Job Refined Space X
Service Item  SimulatiogDev v
Duration ; Notes
- IPCC
9 : oo
.
Save &Close ] ’ Save &New ] [ Revert

Login : Admings : Projects : Tasks

Project T <k List

Mapping Detail: TimeLive-->Quickbooks:

1. TimeLive Project Clients - Quickbooks Customer
2. TimeLive Employee --> Quickbook Employee

3. TimeLive Billable Task --> Quickbooks billable

4. TimeLive Task Code --> Quickbooks Service ltems

@ Logged-In As: John Benson Logot

Id| Task Code Task Name Assigned By  Deadline Status Priority
SimulationDev &  Edit Delete @
299 SimulationDev IPCC w/Subgrid Orography John Ramos 7/19/2009 Started Urgent

o B = e s W

Preparing Data for input into QuickBooks:
The following steps may be followed to:

e Export Data from TimeLive in a Quickbooks ready format (IIF).

e Import the exported time data into Quickbooks.
o Define billing rates for [Items] in Quickbooks.
L]

Generate an Invoice in Quickbooks based on imported TimeLive Time data.

Step 1: Export Data from Timelive in a Quickbooks ready format

The following steps may be followed to:

o Navigate to [Admin Options]-->[Import / Export CSV/Quickbooks] in

[Import/Export] section.

e Select [Import/Export] type as "Export"
Select [File Type] as "Quickbooks'
Select [Data Source] as "Time Entry"



e Define your data export start date and end date.
e Select your project whose time entries you want to export.

CSV/Quickbooks(IIF) Import Export

Import /| Export:@ Export () Import

File Type: ) CSV@) Quickbooks (IIF) ) Microsoft Project

Data Source: Time Entry E]
Start Date: 12/4/2012
End Date: 12/4/2012
Select Employee: <All= [Z
Select Project: <All= [=]

Billing Type:@) Both (") Billable (") Non-Billable
Proceed

e Now click on [Proceed] button.
e Give some best name for your exported IIF file and note down your IIF file saved location.

‘G'C\F I .~ New Yolume (D:) ~ Import v &Y Jsearch @J

Organize v 33 views v | New Folder (7)

Name = |v| Date ... lvl Tvpe |v| Size Ivl
This folder is empty.

Favorite Links

Recent Places
Desktop
Computer
Recently Changed
| Pictures

Music

Searches

Public

Folders A

File name: | QBRefinedIune}if

Save as type: |IIF File

.~ Hide Folders I

e This is end of exporting time data to Quickbooks IIF File.

Step 2: Import the exported time data into Quickbooks.

The following steps may be followed to:



Launch Quickbooks

Open [File]-->[Import]-->[IIF Files...]
g Temp -: duikaooks: P_remiver Accountant

R ——

Close Company
Switch to Multi-user Mode
Utilities

Accountant's Copy

Save as PDF...

|(File) Edit View Lists Acc Vend: Employ Banking Reports Online Services Window Help
New Company... G @ &'J F3 & €
Open or Restore Company... Vendor Center Employee Center Online Banking Client Review Report Center | Payroll Credit ¢
Open Previous Company
Save Copy or Backup... I
Compan)

i

Print ... Ctrl+P

Import

Export

Synchronize Contacts
Convert

Canv Camnany File far OuickRanks Mac
e

Select your exported IIF File in File open dialog

ﬂ Import

» Excel Files... ‘
> TIF Files... E

Web Connect Files... :
» Timer Activities i

box and then click on [Open].

Look in:

@&

Recent Places

~
Name

1 Import

Date modif... Type
7| QBRefinedJune.iif

QBRefinedJune.iif

|IIF Fies ("IIF)




Quickbooks will show completed messaged after import.

.
QuickBooks Information

,' Your data has been imported.

Step 3: Define billing rates for [Items] in Quickbooks.

Open [Customers]-->[Item List] in Quickbooks.
Double click on all imported [Items] and define their [Account] and [Rate]

-~

=
-4 Hem List =N ESH >
Look for in | All fields v Reset [7] search within results
Name Description Type Account On Sales Order  Price
<+ Optimization Service 0.00
+SimulationDev Service 0.00
[ Ttem v Actvites *|[ Reports v |[ Excel || )inciude inactive

o —

Define item's [Billing Rate] and [Account] in Quickbooks. Click on [OK] when done.




=& &S]

& Edit tem
Tie
Service Use for services you charge for or purchase, like
— specialized labor, consulting hours, or professional
fees.
Custom Fields
Item Name/Number [ ] subitem of speling
CCSM
Unit of Measure

[ ] This service is used in assemblies or is performed by a subcontractor or partner

Description Rate 120.00

Account =

How can I set rates by customers or employees?

Li—— s

| Item is inactive

-

Define billing rate and Account of all TimeLive imported items.

+ SimulationDev

P -
L4 Ttem List =/ /s ||
Look for in | All fields - Reset [7] search within results
Name Description Type Account On Sales Order  Price
+CCSM Service Consulting Inc... 120.00

< Optimization Service Consulting Inc...

140.00

80.00

Item 'J[ Activities 'H Reports 'H Excel '] Indude inactive

Step 4: Generate an Invoice in Quickbooks based on imported
TimelLive Time data

Open [Customers]-->[Create Invoices] in Quickbooks.

Select your customer whose Invoice you want to create in [Customer:Job] dropdown.
Quickbooks will prompt for importing all pending time and cost items.



Customer:Job
|Refined Space v

Billable Time/Costs M

0 The customer or job you've selected has outstanding billable time and/or costs.

Iinvoice

¥ Do you want to:

@ Select the outstanding billable time and costs to add to this invoice?:

-, Exdude outstanding billable time and costs at this time? (You may add these
= later by dicking the Add Time/Costs button at the bottom of the invoice.)

[

v

Ship ]
07/06/2003 ||

Price Each

Quantity Item C

[] save this as a preference. [ oK ] [ Help l

Customer =
Message
Total
To be printed Add Time/Costs... | | Apply Credits... | Payments
[] To be e-mailed Balance C
Memo
; Learn about our payment processing and online invoicing solutions.

e Click on [OK] to import all outstanding billable time and cost in Quickbooks Invoice.
e Quickbooks now show all outstanding billing items. Just click on [Select All] to select all time
entries.

Choose Billable Time and Costs | T T —— | |

Time and Costs For: Refined Space

[ Time $18,050.00 | Expenses $0.00 | Mileage $0.00 | Items $0.00 |
(;Iick on Opt}'ons... to ;usbomi;e how iniforn_\aﬁon from
timesheets is brought into QuickBooks invoices
J Date Employee Service ... Hours Rate Amount Notes Hide l
< |06/01/2009 |Bryan Barton CCSM 8:00 120,00  960.00 Vertical Grid G... -
< |06/02/2009 |Bryan Barton CCcsM 8:00 120.00 960.00 |Vertical Grid G... (A |
J |06/03/2009 |Bryan Barton CCSM 8:00 120.00 960.00 |Vertical Grid G...
' |06/04/2009 |Bryan Barton Ccsm 8:00 120.00 960.00 |Vertical Grid G...
f J |06/05/2009 |Bryan Barton CCSM 8:00 120.00 960.00 |LANL Merge
J |06/08/2009 |Bryan Barton CCSM 8:00 120.00 960.00 |Vertical Grid G...
J |06/09/2009 |Bryan Barton CCSM 8:00 120.00 960.00 |Vertical Grid G...
J |06/10/2009 |Bryan Barton CCsSM 8:00 120.00 960.00 |Vertical Grid G...
J |06/11/2009 |Bryan Barton Optimizat... | 8:00 140.00 1,120.00 |Optimize/stand...
J |06/12/2009 |Bryan Barton Optimizat... | 8:00 140.00 1,120.00 |Optimize/stand...
J |06/15/2009 |Bryan Barton CCSM 8:00 120.00 960.00 |LANL Merge
' |06/16/2009 |Bryan Barton Ccsm 8:00 120.00 960.00 |LANL Merge -
L
[ print selected time and costs as one invoice item Total billable time and costs 18,050.00

ok || canel || Heb

e Click on [OK] to import all selected time records in Quickbooks.



e Quickbooks will import all time records in Customer Invoice. Accountant can then proceed this
invoice as per their own defined organization policies.

Timelive Test - QuickBooks: Premier Acco:m-tant Edition 2009 - [Create Invoices] . -- @M
[£] File Edit View Lists Accountant Company Customers Vendors Employees Banking Reports Online Services
Window Help [=][&][x]

@ & &l & @ [ /4 E4 i
Home | Company Snapshot Customer Center Vendor Center Employee Center Online Banking Client Review Report Center | Pa

@ Previous [ Net <HPrint v [@Send ~ B ship ~ | ), Find [ Spelling @ History =] Journal |  Letters v
Customer:Job Template
'Refined Space v ‘ ‘Imuit Product Invoice

= Date

P.0. Number Ship |
v v 07/06/2009 hd

Quantity Item Code Description Price Each Amount |
Il |8 Optimization Optimize/standarize transposes 140.00 1,120.00 ~
8 CCSM LANL Merge 120.00 960.00
8 CCSM LANL Merge 120.00 960.00
7 CCSM LANL Merge 120.00 840.00
2 CCSM Transition to 2.0 120.00 240.00
8 CCSM Transition to 2.0 120.00 960.00 ‘_|
8.5 CCSM Transition to 2.0 120.00 1,020.00 —
8.5 SimulationDev  IPCC 180.00 1,530.00
N =
"l Customer v
Message
Total 18,050.00
||
[ [¥] To be printed [ Add Time/costs... | [ Apply Credits... | Payments Applied 0.00
[~] To be e-mailed Balance Due 18,050.00
Memo
¢ Learn about our payment processing and online invoicing solutions. [ Save & Close ] [ Save &New ] [ Clear J

1!

QuickBooks Online Integration

TimelLive Hosted Account can easily be integrated with QuickBooks online.

To Integrate TimeLive with QuickBooks, Administrator must have existing TimeLive Hosted Account
and QuickBooks Intuit Account.

Setup:
Setting up TimeLive require few simple steps. which are mentioned below,

1. Login to TimeLive Hosted Account.



TimeLive LogIn

Usermname: |
Password:

Ul Language: Use Default Language L]

Your 2 Click

13 Version 8.5.1 & Help

Copyright © 2007 - 2011 Livetecs LLC. All rights reserved.

2. Navigate to Admin Options -- QuickBooks Online Integration

*_ Welcome, John Benson (Administrator) L. Admin Options B Menu

Dashboard Setting

Integration

QuickBooks
Online

Account Setup

L

Disable Account




3. Click on "Connect to QuickBooks" Button

QuickBooks Online Integration

Get Connected to QuickBooks

expired.

Velcome! You're either connecting to QuickBooks for first ime or your current connection has been

ConmIcT 10

QuickBooks

@

LOG REPORT: VIEW STATUS: NOT CONNECTED

4. Login to QuickBooks Intuit Account

infuIt A

1have & g

Sign

Son o now

in

Emal or user ID

Password

Remembet me

| ool my wbee 1D OF pasiword

5. Click Authorize Button to Integrate both TimeLive and QuickBooks Account




(Not you?)

infuIv

Authorize the Sharing of Your Data Between TimeLive and Intuit

Comparry Timelive

By dicking Authorize, | allow Livetecs LLC and Intult 1o use my information” in accordance with each company’s
respective terms of service and privacy policy. Livetecs LLC's Teams of Service and Privacy Policy. Addtionally
where applicable, | give Livetecs LLC limited access to my QuickBooks Payments account to provide me payments-
related senices. | authorize the sharing of data between Intuit and Uivetecs LLC. “Information may include data from
QuickBooks Online, QuickBooks Deskiop and QuickBooks Payments.

No, thanks

Now, you are able to Import/Export your data between both accounts.

QuickBooks Online Integration

Export TimeLive to QuickBooks Import QuickBooks to TimeLive

Entitiy Description
Clients Transfer Timelive Client into QuickBooks Customer.
Employees Transfer Timdlive Employee into QuickBooks Employee. -
V d 1f you have Vendors that work for you as a contractors, and also want to track their time for export to QuickBooks, check this box. This will export =
endors vendor from Timelive into QuickBooks S |
Project / TaSk Transfer Timelive Project/Task into QuickBooks Job/Item.
Time Entries Transfer Timelive Time Entries into QuickBooks Time Activity.

Export

Administrator can export Time Entries of Specific Employee to QuickBooks with Date Range. See
below image.



QuickBooks Online Integration

Export Timelive to QuickBooks Import QuickBooks to Timelive

Entitiy Description
Clients Transfer Timelive Client into QuickBooks Customer. )
Employees Transfer Timelive Employee into QuickBooks Employee.

If you have Vendors that work for you as a contractors, and also want to track
Vendors their time for export to QuickBooks, check this box. This will export vendor
from TimeLive into QuickBooks.

7 00 0O [

Project / Task Transfer Timelive Project/Task into QuickBooks Job/Item.
Time Entries Transfer Timelive Time Entries into QuickBooks Time Activity.
Employees:

John Benson v

From Date:  10/3/2015 -
Upto Date:  10/3/2015 -

During Import, Administrator can select option of Job / Sub-Job or Item / Sub-Item




QuickBooks Online Integration
Export Tt QUiCkBOOkS

Entitiy Description
CUStomerS Transfer QuickBooks Customer into TimeLive Client. l:’
Em ployees Transfer QuickBooks Employee into TimeLive Employee. [:,

If you have Vendors that work for you as a contractors, and also want to track
Vendors their time for export to QuickBooks, check this box. This will export vendor from
QuickBooks into TimeLive.

Job / Item Transfer QuickBooks Job/Item into Timelive Project/Task.
(CJob / Sub-Job (OItem [ Sub-Item

Import

Configuring Active Directory Authentication

You can configure TimeLive to authenticate the requester login with the active directory (AD). This
provides you an advantage of not having to remember too many passwords. For this, you should
configure AD authentication, then any password change that is made in the AD will also reflect in
TimelLive. So the requesters can login using the login name and password of the system.

TimelLive Active Directory integration concepts:

TimelLive supports two types of active directory authentication.



1.

First option is automated way through which user will be automatically add as employee in
TimelLive, if that particular user is member of corresponding mapped group in Active Directory.

e Using role management in admin options, you can configure TimeLive role mapping
with Active Directory group. User will automatically assigned in that role in TimeLive if
he is member of corresponding group member in active directory.

e For example, if an employee is member of TimeLive User group in [Active Directory],
he will be automatically add as employee in timelive on first login with [User] role in
TimelLive.

e By default, TimeLive come with two TimeLive roles with their active directory
corresponding roles mapping. You can define your AD Group in TimeLive Roles
management page.

1. AD Group [TimeLiveAdministrator] --> map to TimeLive [Administrator]
role.
2. AD Group [TimeLiveUser] --> map to TimeLive [User] role.
Second way is to add all your employee manually in TimeLive. Administrator can define active
directory username of employees during new employee creation. After adding employee with
their active directory username, they can login in TimeLive using their active directory
username and password.

Step by step: Active Directory integration:

TimelLive active directory integration required setup on two places. One is in active directory and
second is defining server parameters in system configuration pages.

Step1l: Changes required in Active Directory:

Here are the steps which are required to be done on active directory side.

1.

IT Administrator should decide first, exactly which Active Directory username will work as
TimeLive Administrator. In this help section, we have assume one AD user with username
[LivetecsIT]

Create a new [TimeLive Service User]. TimeLive APIs will use this username and password
to communicate to Active Directory. Create a service user with name "timeliveserviceuser".



New Object - User

S - T o WS AR - R e e ) W S WU » WS WES @ B 7]

3. Define some password for "TimeLive Service User" and make sure that [Password never
expires] should be checked and [User must change password at next logon] should be
unchecked.

New Object - User




4. Create a new security group [TimeLiveAdministrator] in Active Directory.

New Object - Group B =

% Createin: livetecs2008.com/Users

Group name:
I TimeLiveAdministrator

Group name (pre-Windows 2000):
I TimeLiveAdministrator

Group scope Group type
" Domain local % Security

% Global " Distribution
" Universal

oK Cancel

5. Now assign your user which you want to work as TimeLive Administrator, in
[TimeLiveAdministrator] group. This user will become [Administrator] in TimeLive. Make
sure that this user should have [First Name], [Last Name] and [EmailAddress]
information are filled in Active Directory.



TimeliveAdministrator Properties 2| x|

‘General Members IMemberOfI Managed By |

Members:
Name ] Active Directory Domain Services Folder
2 , Livetecs IT livetecs2008.com/Users

| Add... I Hemove |

ok | Cancel Apply

Step 2: Changes required in Timelive:

On first time execution, after database setup, TimeLive first open [Account Add] page where
user can enter their organization and administrator user information. Do not fill this form if
you are going to setup on [Active Directory] integration.

Open [System Configuration] page (http://timeliveurl/home/systemsetting.aspx), where
you can define system level parameters like active directory integration, database
connectionstring and smtp server.

[More about system setting page]

Select [Active Directory Authentication] checkbox to select your authentication mode as
Active Directory.

Enter "LDAP://YourServerName" in [Active Directory Connection String]. Yourservername
should be replaced with physical server name where Active directory is installed. Please see
below screenshots to get an exact idea of which value will appear where.


file://///192.168.1.14/livetecs/TimeLive/TimeLiveHelp/javascript:void(0);

EE=lz]=]

dvejHome/SystemSeting 2spx Timelive ServiceUser Properties T d |
S b S e
gs | I MemberOf | Diain |  Enviorment |  Sessons | [S:Page T SiTo
Remotecortrol |  Teminal Services Profle | COM+ |
D G- | s oot | ot | Totenes | Onsnaaon |
User logon name:
System Setting Information [timeliveserviceuser I @lvetecs2008.com Ll
Authentication Settings User logon name {pre-Windows 2000):
Authentication Type : ¢ ILIVETECSZW8\ imeliveserviceuser|
System Administration Settings Logon Heurs. ’ | LogonTo.. |
System Admin Password : [— '
System Admin Password Confirm :r_ I”" Unlock acclint
SMTP Settings Accourt bptiond:
oA ey :’Y—o I~ User must change password at néxt logon il
SMTP Username : I— " u change password
SMTP Password : [— v never expires
I~ Store p using reversible encryption ~|
SMTP Port Number : [25
Other Settings & ﬁever /
A Appicatiod LRL: ﬁ End of I Fndf‘ September 04, 2009 L]
* Connection String : p—
Dz I / Al
o - ocfi || Conce T
Active Directory Settings y o
y 2
Active Directory Connection String : | pap. Mivetecszls ;1
Active Directory Domain Name : L IVETECS2003 _
Active Directory Username : [t eliveserviceuser
Active Directory Password : W
Update I

Enter domain name in [Active Directory Domain Name] field. Domain name should be
pre-windows 2000 server name instead of actual domain name.

Enter your [TimeLive Service User] username in [Active Directory Username] field.
Username should be in exact same case which is in Active Directory. Make sure that your
(pre-windows 2000) username and your actual user name are same.

Enter [TimeLive Service User] user's password in [Active Directory Password] field.
Click on [Update] to update these changes.



9. After update, TimeLive will open new account add page.

Provide Your Information

Account Information (Organization Information)

* Organization Name: ILivetecs LLC

Address1 |

Address2 I

Zipcode: I

State /Province: I

City |

* Country [United States =l

Telephone I

Fax I

Default Currency: |US$ |

User Interface Language: IEninsh (United State) Ll

Timezone I {(-7.00) Mountain Time (US & Canada) _v_]
]

= Active Directory userwho is
Login: [LivetecsIT member of Timel iveAdministrator
Group in AD

Login Information (This employee will be "Administrator” of TimeLive A~

*EMail Address: [LivetecsIT@livetecs.com

* Password: I r
* Verify: I

Prefix: IMr. vl

* First Name: [Livetecs

Middle Name: I

* Last Name: [IT

Sign Up I

N T e T P

10. Enter your organization information in top portion.

11. Enter [TimeLive Administrator username] which you earlier assigned in
[TimeLiveAdministrator] group in Active Directory. TimeLive will automatically populate
FirstName, LastName and email address from Active Directory.

12. Enter Active Directory password and verify password of [TimeLive Administrator user].
This should be active directory password of TimeLive administrator user.

13. Enter First Name, Middle Name and Last Name.

14. Click on [Signup] to complete Active directory integration steps.

15. This administrator can now sign-in in TimeLive using his [TimeLive Admin] (LivetecsIT in
above case) active directory username and password.

16. Now administrator can add other employees using [Administration]-->[Employees] option
by specifying AD user name in [User name] field.

17. New employee will be automatically add if they are member AD Group whose mapping is
defined with TimeLive roles.

Note: Migrating from standard authentication to Active Directory
authentication:



1. 1In case, if Active Directory is being setup for switching from already setup standard
authentication to Active Directory authentication, system will redirect to login page directly
instead of account add page. Administrator can login with TimeLive admin user created using
instructions mentioned above.

2. Just make sure that email address of TimeLiveAdministrator user should not be already
defined to some other user.

3. This administrator can now login in TimeLive using his [TimeLive Admin] (LivetecsIT in
above case) active directory username and password.

4. After login, administrator should edit every employee which are already defined in TimeLive
and change value of "username" field from their email address to Active Directory login id.

5. After having Active Directory login id in username field in employee form, employee then will
be able to login using their Active Directory username and Active Directory password with
their data, which they already have in TimeLive.

Active Directory authentication with TimeLive On-Cloud

TimeLive supports single sign-on (SSO) logins through SAML 2.0/W-Federation if you're on the
Professional or Enterprise plans. A SAML 2.0/W-Federation identity provider (IDP) can take many
forms, one of which is a self-hosted Active Directory Federation Services (ADFS) server. ADFS is a
service provided by Microsoft as a standard role for Windows Server that provides a web login using
existing Active Directory credentials.

Requirements

To use ADFS to log in to your TimelLive instance, you need the following components:

o An Active Directory instance where all users have an email address attribute.

A TimelLive instance with Hosted plans.

o A server running Microsoft Server 2012 or 2008. This guide uses screenshots from
Server 2012R2, but similar steps should be possible on other versions.

o A SSL certificate to sign your ADFS login page and the fingerprint for that certificate.

o If you're using host mapping in your TimeLive instance, an installed certificate for
hosted SSL.

o

After you meet these basic requirements, you need to install ADFS on your server. Configuring
and installing ADFS is beyond the scope of this guide, but is detailed in a Microsoft KB article.
When you have a fully installed ADFS installation, note down the value for the 'SAML 2.0/W-
Federation' URL in the ADFS Endpoints section. If you chose the defaults for the installation,
this will be '/adfs/Is/".

Step 1 - Adding a Relying Party Trust
At this point you should be ready to set up the ADFS connection with your TimeLive instance.
The connection between ADFS and TimelLive is defined using a Relying Party Trust (RPT).
Select the Relying Party Trusts folder fromm AD FS Management, and add a new Standard
Relying Party Trust from the Actions sidebar. This starts the configuration wizard for a new
trust.



http://msdn.microsoft.com/en-us/library/gg188612.aspx

@ Welcome
@ Select Data Source

@ Configure Multifactor
Authentication Mow?

@ Choose Issuance
Authorization Rules

@ Readyto Add Trust
@ Finish

Welcome to the Add Relying Party Trust Wizard

Thig wizard will help you add a new relying party trust to the AD F5 configuration database. Relying parties
consume claims in security tokens that are issued by this Federation Service to make authertication and
authorization decisions.

The relying party trust that this wizard creates defines how this Federation Service recognizes the relyving
party and issues claims to it. You can define issuance transform rules for issuing claims to the relying party
after you complete the wizard.

| < Previous | | Start | | Cancel

1. In the Select Data Source screen, select the last option, Enter Data About the Party

Manually.



Select Data Source

Steps Select an option that thiz wizand will use to obtain data about this relying party:
@ Welcome
() Import data about the relying party published online or on a local network
Select Data Son
_ 3 wouree Use this option to import the necessary data and certfficates from a relying party organization that publishes
@ Specify Display Name its federation metadata online or on a local network.
@ Choose Profile Federation metadata address (host name or URL):
@ Corfigure Cerificate |
@ Configure URL Example: fs cortoso.com or https://www contoso.com/app
@ Corfigure Identifiers ) Import data about the relying party from a file
@ Conﬁgul_'e MUhi‘fﬂdOF Lse thiz option to import the necessary data and certfficates from a relying party organization that has
Authentication Now? exported its federation metadata to a file. Ensure that this file is from a trusted source. This wizard will not

validate the source of the file.

® Choose lssuance

Authorization Rules Federation metadata file location:
® Readyto Add Trust | | Browse...
@ Finish

(®) Enter data about the refying party manually
Lse thiz option to manually input the necessary data about this relying party organization.

| <Previous || MNed> || Cancel |

2. On the next screen, enter a Display name that you'll recognize in the future, and any notes
you want to make.



Specify Display Name
eps Erterthe display name and any optional notes for this relying party.
Welcome Display name:

Select Data Source |
Spaciy Display Name Notes:

Choose Profile [ ]
Corfigure Certificate
Configure URL
Configure |dentifiers

Corfigure Multifactor Il
Authentication Now?

&

Choose Issuance
Authorization Rules

@ Readyto Add Trust
@ Finish

| <Previous || MNed> || Cancel

3. On the next screen, select the ADFS FS profile radio button.



Welcome

Select Data Source
Specify Display Name
Choose Profile
Corfigure Cerfficate
Corfigure URL
Configure Identifiers

Corfigure Muttifactor
Authentication Now?

Choose lssuance
Autherization Rules

Ready to Add Trust
Finish

This wizard uses configuration profiles to aid in creating the relying party trust. Choose the appropriate
configuration profile for this relying party trust.

®) AD FS profile
This profile supports relying parties that are interoperable with new AD FS features, such as
security token encryption and the SAML 2.0 protocol.

() AD F5 1.0and 1.1 profile
This profile supports relying parties that are interoperable with AD FS 1.0and 1.1

| <Previous || MNed> || Cancel

4. On the next screen, leave the certificate settings at their defaults.




(v Add Relying Party Trust Wizard [

Configure Certificate

Steps Specify an optional token encryption cerfficate. The token encryption certificate is used to encrypt the
@ Welcome claims that are sent to this relying party. The relying party will use the private key of this cerificate to
decrypt the claims that are sent to it. To specify the certfficate. click Browse..
@ Select Data Source
@ Specify Display Name e
. - Subject:
@ Lhooss e Effective date:
@ Configure Certificate Expiration date:
@ Configure URL
Wiew ... Browse... Remave
@ Configure Identifiers
@ Configure Muttifactor

Authentication Now?

Choose Issuance
Authorization Rules

@ Readyto Add Trust

@

@ Finish

| < Previous || Mext > || Cancel |

5. On the next screen, check the box labeled Enable Support for the WS-Federation
Passive Protocol. The service URL will be https://subdomain.livetecs.com/, replacing
{subdomain} with your TimelLive's subdomain. Note that there's no trailing slash at the
end of the URL.



Configure URL

Steps AD FS supports the WS-Trust, WS-Federation and SAML 2.0 WebS50 protocols for relying parties.

@ Welcome W5-Federation, SAML, or both are used by the relying party. select the check boxes for them and specify the
URLs to use. Support forthe WS-Trust protocol is always enabled for a refying party.

@ Select Data Source
[+ Enable suppart for the WS-Federation Passive protocol

The WS-Federation Passive protocol URL supports Web-browser-based claims providers using the

@ Specify Display Name

@ Choose Profile W5-Federation Passive protocal.

@ Configure Certificate Refying party WS-Federation Passive protocol URL:

@ Configure URL |hﬂps:fﬁ%ubdomain}.live¢ec.s.ccm

@ Configure |dentifiers Example: https:/ s contoso.com/adfs/s/

@ Conﬁgure Multi-fador
Authentication Now? [] Enable support for the SAML 2.0 Web5S0 protacal

@ Choosg |5_5'-'a”‘:e The SAML 2.0 single-sign-on {S50) service URL supportz Web-browser-based claims providers using the
Authorization Rules SAML 2.0 WebS30 protocal.

@ Readyto Add Trust Relying party SAML 2.0 550 service URL:

@ Finish |

Bxample: https://www contoso.com/adfs s/

6. On the next screen, add a Relying party trust identifier of subdomain.livetecs.com,
replacing subdomain with your TimeLive subdomain.

Configure Identifiers

Steps Relying parties may be identified by one or more unique identifier strings. Specify the identifiers for this relying

@ Welcome party trust.

@ Select Data Source Relying party trust identifier:

@ Specify Display Name | | Add

@ Choose Profile Bxample: https://fs.contoso .com.adfs/servicesArust

@ Configure Certfficate Relying party trust identifiers:

@ Configure URL subdomain. livetecs com
@ Configure ldentifiers

@ Configure Multifactor

Authertication Now?

Choose |ssuance
Authorization Rules

@ PReadyto Add Trust
@ Finish

<Previous | | MNet> || Cancel




7. On the next screen, you may configure multi-factor authentication but this is beyond the
scope of this guide.

Steps Corfigure multifactor authentication settings for this relying party trust. Multifactor authentication is required if
@ Welcome there is a match for any of the specified requirements.
@ Select Data Source
@ Specify Display Name Muttifactor Authentication Global Settings
® Chaose Profile Requirements Users/Groups Mot configured
@ Configure Cerificate Device Net corfigured
® Configure URL Location Mot configured
@ Corfigure Idertifiers
@ Configure Multifactor
Authertication Now?
@ Choose |ssuance
Autharization Rules

@ Readyto Add Trust

Frich ® | do not want to corfigure muttifactor authentication settings for this relying party trust at this time.
@ Fini

() Configure muttifactor authertication settings for this relying party trust.

You can also configure multi-factor authentication settings for this relying party trust by navigating to the
Authentication Policies node. For mere infermation, see Configuring Authentication Paolicies.

| <Previous || MNet> || Cancel |

8. On the next screen, select the Permit all users to access this relying party radio button.



Choose Issuance Authonzation Rules

Steps Issuance authorization rules determine whether a user is pemmitted to receive claims for the relying party.

@ Welcome Choose one of the following optiens for the initial behavior of this refying party’s issuance authorization rules.

@ Select Data Source ®) Pemit all users to access this relying party

® Specify Display Name The issuance authorization rules will be configured to permit all users to access this relying party. The relying

® Choose Profile party service or application may stil deny the user access.

@ Configure Certificate () Deny all users access to this relying party

@ Configure URL The issuance authorization rules will be configured to deny all users access to this refying party. You must
later add issuance authorization rules to enable any users to access this relying party.

@ Configure ldentifiers

@ Configure Multifactor

Authertication Now? You can change the issuance authorization rules for this relying party trust by selecting the relying party trust
and clicking Edit Claim Rules in the Actions pane.

Choose |ssuance

Authorization Rules

@ Readyto Add Trust

@ Finish

| <Previous || MNet> || Cancel |

9. On the next two screens, the wizard will display an overview of your settings. On the final
screen use the Close button to exit and open the Claim Rules editor.



%] Add Relying Party Trust Wizard -
Finish

Steps The relying party trust was successfully added to the AD FS configuration database.

Wel

sieome “You can modify this relying party trust by using the Properties dialog bow inthe AD FS Management snap-n.
Select Data Source
Specify Display Name
. Open the Edit Claim Rules dialog for this relying party trust when the wizard closes
Choose Profile
Configure Certificate
Configure URL
Configure ldentifiers

Configure Muttifactor
Authertication Now?

@ Choose |ssuance
Authorization Rules

@ Readyto Add Trust
@ Finish

Close

Step 2 - Creating claim rules
Once the relying party trust has been created, you can create the claim rules and update the
RPT with minor changes that aren't set by the wizard. By default the claim rule editor opens
once you created the trust. If you want to map additional values beyond authentication



lssuance Transform Rules | lssuance Authorization Rules | Delegation Authorization Rules |

The following transform rules specify the claims that will be sent to the relying party.

Order  Rule Mame lssued Claims

Add Rule... | | Edit Rule... | | Femove Rule...

1. To create a new rule, click on Add Rule. Create a Send LDAP Attributes as Claims rule.



w7 Add Transform Claim Rule Wizard -

Select Rule Template

Steps Select the template for the claim rule that you want to create from the following list. The description provides
@ Choose Rule Type details about each claim nule template.
@ Conrfigure Claim Rule Claim rule template:

Send LDAP Attributes as Claims ]

Claim rule template description:

Using the Send LDAP Attrbute as Claims rule template you can select attributes from an LDAF attribute
store such as Active Directory to send as claims to the relying party. Multiple attributes may be sent as
multiple claimz from a single rule using this rule type. For example, you can use this nule template to create
a rule that will extract attribute values for authenticated users from the displayMame and telephoneMumber
Active Directory attributes and then send those values as two different outgoing claims. This rule may also
be used to send all of the user's group memberships. f you want to only send individual group
memberships, use the Send Group Membership as a Claim rule template.

e | Mext > || Cancel |

2. On the next screen, using Active Directory as your attribute store, do the following:

1. In 1st row, under the LDAP Attribute column and Outgoing Claim Type, select E-Mail
Addresses from Drop-down list.

2. In 2nd row, select Given-Name from Drop-down list.

3. In 3rd row, select Surname from Drop-down list.



Configure Rule

Steps
@ Choose Rule Type
@ Configure Claim Rule

You can corfigure this rule to send the values of LDAP attributes as claims. Select an attribute store from
which to extract LDAP attributes. Specify how the attributes will map to the outgeing claim types that will be
issued from the rule.

Claim nule name:
|{Eln:.'l‘~.|ame}
Rule template: Send LDAP Attributes as Claims

Aftribute store:
|A.c:ti\re Directony W
Mapping of LDAP attributes to outgoing claim types:
I;E:E_“;Mre;bme (Select or type to Outgaing Claim Type (Select or type to add mare)
[ E-Mail-Addresses (| E-Mail Address v
Given-Name v [Given Name
Sumame v || Sumame
- ] ]

4. Click on Finish to save the new rule.

You still need to adjust a few settings on your relying party trust. To access these settings,
select Properties from the Actions sidebar while you have the RPT selected.

In the Advanced tab, switch from SHA-1 to SHA-256 and click OK.




Maonitoring | |dentifiers | Encryption | Signature | Accepted Claims |
Orgarization | Endpaints I Proxy Endpoints | Motes | Advanced

Specify the secure hash algorthm to use far this relying party trust.

Secure hash algorithm: | SHA-256

Step 3 - Configuring User settings with LDAP
In Active Directory, User attributes should be identical to LDAP Attributes,

1. First Name is Given-Name (Mandatory)
2. Last Name is Surname (Mandatory)
3. Email is E-mail-Address (Mandatory)



1. Properties _

Member Of | DialHn I Environment | Sessions
Remaote control | Remote Desktop Services Profile | COM+
General | Address | Accourt | Profile | Telephones I Organization
LE' 1
Eirst name: |Gi1.ren-|'~.|ame | Initials:
Last name: |Sumame |
Digplay name: |TEEt |
Description: | |
Cffice: | |
Telephone number: | | | Cither ... |
E-mail: |Err|ai| Address| |
Web page: | | | Cither... |
OK || Camcel || Moply | Heb

Step 4 - Configuring TimelLive
After setting up ADFS, you need to configure your TimelLive instance to authenticate using
SAML. You'll use your full ADFS server URL with the SAML endpoint as the SSO URL, and the
login endpoint you created as the logout URL.
After you're done, the Security page in the TimeLive admin interface (Admin Options >
Preferences > Security) should look like this:

Application Preference

Organization General Preferences Invoice Satup Time Off Satup Expense Satup Timeshest Setup

Authentication Information
Enable Single sign-on (SS0): |+

(® SAML SS0 URL:| {SAML 550 URL}

You need to provide SAML SSO URL Here. You should now have a working ADFS SSO
implementation for your TimelLive.




LDAP Integration with Timelive

What is LDAP how to use it:

LDAP directory service is based on a client-server model. One or more LDAP servers contain the data
making up the LDAP directory tree or LDAP backend database. An LDAP client connects to an LDAP
server and asks it a question. The server responds with the answer, or with a pointer to where the
client can get more information (typically, another LDAP server).

No matter what LDAP server a client connects to, it sees the same view of the directory; a name
presented to one LDAP server references the same entry it would at another LDAP server. This is an
important feature of a global directory service, like LDAP.

Configuring LDAP Authentication

You can configure TimeLive to authenticate the requester login with the LDAP. This provides you an
advantage of not having to remember too many passwords. For this, you should configure LDAP
authentication, then any password change that is made in the LDAP will also reflect in TimeLive. So
the requesters can login using the login name and password of the system.

System Setting Information

Authentication Settings

Authentication Type : ODefault Authentication DActive Directory Authentication ®0pen LDAP Authentication
System Admini ¢, . S —— = 5
\ Fénﬁgﬁamn Configuration i
|
Configuration  Server | Connection | Option | ssL/mLs | Configuration | Server Connecton | option | ssu/ms |
SHMTP Settings Anonymous
Server name or [P =17 165 1.1 User DN eneManager,dcwm: g [
Password = [esmsxes ey | ¥ Store passw
Server port e [ 339 ¥ Use default port
Use SSL port
c @
Server SSL port 636 IV Use default port Yer: L1t
UseTLS
C Yes & No (TLS is only use
Version ©on non SSL por!
Other Settings e3c2 Base DN ldc=maxcrc,dc=com Guess value
Live/
Test connection
Test connection
Initial Catalog=TimeLiveWILDAP;Persi
Ok ] Ca'wd___l ;Password=#TimeLivePassword1| ok cabdh
Open LDAP Settings
& * LDAP Host:| JAMES-PC
) *1DAPPort: 389
* LDAP Base DN:| dc=maxcrc,dc=com —
= LDAP Username: | cn=Manager;dc=maxcrc,dc=com -+
* LDAP Password: [*=*==* e

LDAP Host must be specified exactly the same as Server Name or IP used in LDAP configuration
(As shown in above picture) as well as fill LDAP Port with same port used in LDAP configuration and
LDAP Base DN should match with Base DN of LDAP configuration. After giving same LDAP username
and password, Click update. LDAP Integration is now configured with TimeLive Account. LDAP users
can also now login with there already assigned user names and passwords.









Mobile Apps

Introduction to TimelLive Mobile App.

With the advancement of technology and increase in the use of mobile phones, everyone is looking for ways they
can bring the business in their hands. Many of the tasks were performed but building the timesheet for the projects
was very difficult. If one is unable to complete the job in the official hours then the maintenance of the extra hours
worked outside the office hours was not possible. TimeLive facilitate Timesheet mobile application to overcome this
problem and to give the freedom of managing timesheet wherever an employee is.

Time tracking using TimeLive Mobile App.

Timesheet gives the opportunity to track the time against the projects and Tasks. The updates in the records are
circulated in the complete circle of the team involved in the project and notification through the e-mail is also sent.
Before TimelLive, it was very difficult to coordinate with other members of the project and a rapid change was
witnessed with the introduction of the application.

Now the timesheet can be updated and managed anywhere by using the mobile application.

Download TimelLive Mobile Time Tracking For Android & iPhone

Capture your time against your clients, projects, and tasks while on the go.

1. Empower employees to work seamlessly across all devices — desktop, tablet, and
smartphone.

2. Allows your field staff to enter time against jobs that have been assigned to
them.

3. Timesheets are updated automatically in TimeLive web and assigned to their

associated jobs.

Timesheet comments as easy as in the web browser.

Easily enter time against the selected projects, tasks and activities.

Enter data just once and it reflects on all devices and web timesheet.
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The application requires downloading (Android / I0S), once done it is connected with the account, and
any changing in the entries and records are automatically updated on the account. Then from whichever
device the employee login, the updated information.

Setup:
After the installation of TimeLive App on your mobile, please launch Mobile App and go to Settings (ICON) before
attempting to login.


https://play.google.com/store/apps/details?id=com.timelive2
https://itunes.apple.com/us/app/timelive/id913262062?ls=1&mt=8

Test Connection

Save Settings

Under Settings, Change URL to http://timelive.livetecs.com, and change Email ID, masked characters with

your Login Credentials.
You can Test Connection for credentials confirmation. Save Settings after Test confirmation.

TimelLive Android App Entries:

After the successful login to TimeLive App, user will be prompt with 3 options, as shown below.



Main Menu E}

Timesheet Entries:

User can easily make time entries and submit Timesheets from mobile.



Timesheeat Tirme Entries

Submit TimeSheet

Add Time Entry

To make new TimeEntry, user need to click Timesheet from Menu and click on "+" Sign.
Select Date on first row

2. Select Project from 2nd row Drop-Down
3. Select Task From 3rd row Drop-Down
4. Select Time from analog screen clock



5.

After filling the last description field, click "Save" button

Expense Entries:

User can easily input & submit Expense entry from their mobiles.

To make new Expense Entry, user need to click Expenses from Menu and click on "=".

1.
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Select Project from first Drop-Down

Select Expense Type from 2nd Drop-Down
Fill the Expense Description

Select the Expense Date

Select the option of Reimburse and Billable
Select Mode of Payment from Drop-Down
Select Currency in which payment was made
Input Amount spent in the next row

Extra charges/taxes will be calculated automatically according to expense se
parameters

10. After filling the last field, click "Save" Button

To submit saved Expense Entry, user need to click on Expense sheet and click Submit Expense

Sheet.



Expense List

Submit Expense Sheet

Timesheet Entries:
After the successful login to TimeLive App, user will be prompt with 5 options, as shown below.

Main Menu E)

(C) .

Gy»gim



User can easily input/submit Timesheet & Expense entry from their mobiles.

Timesheeat Time Entries

Submit TimeSheet

Add Time Entry

To make new TimeEntry user need to click on "=" Sign under Timesheet.
1. Select Date on first row

2. Select Project from 2nd row Drop-Down
3. Select Task From 3rd row Drop-Down
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Select Time from analog screen clock
After filling the last description field, click "Save" button

Expense Entries:

User can easily input & submit Expense entry from their mobiles.

Expense Sheets

To make new Expense Entry, user need to click Expenses from Menu and click on ne,

1.
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Select Project from first Drop-Down

Select Expense Type from 2nd Drop-Down
Fill the Expense Description

Select the Expense Date

Select the option of Reimburse and Billable
Select Mode of Payment from Drop-Down
Select Currency in which payment was made
Input Amount spent in the next row

Extra charges/taxes will be calculated automatically according to expense se
parameters

10. After filling the last field, click "Save" Button

To submit saved Expense Entry, user need to click on Expense sheet and click Submit Expense

Sheet.



Expense List

Submit Expense Sheet

Timesheet & Expense Approval:

User can Approve / Reject Timesheet / Expense of his subordinates from mobile.
To do that user needs to click Timesheet / Expense Approval from Main Menu, and click on Approve / Reject

after check box selection.

Approver can select multiple Timesheets / Expense at a time for Approval / Rejection.

Approval

D N A, VU Jonn Bensor USD 91%¢(







F.A.Q.

Disabling Pop-Up Blockers

To ensure full functionality of the application, you should disable pop-up blockers for the TimeLive
website. To allow pop-ups for TimeLive website:

e Microsoft Internet Explorer:

a. Select Tools > Pop-up Blocker > Pop-up Blocker Settings.
b. Enter the TimeLive URL in the field provided.
c. Select the Add button, and then the Close button, and then the OK button.

e Mozilla Firefox:

. Select Tools > Options.

. Select the Content icon.

. Select the Exceptions button next to the Block pop-up windows check box.
. Enter the TimeLive URL in the field provided.

. Select the Allow button, and then the Close button, and then the OK button
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e Other pop-up blocking application

Refer to that application’s documentation for information on how to disable pop-up
blocking for a specific site.

Settings required on Internet Explorer 7

Because of recent security changes in Internet Explorer 7, these settings are required for exporting
reports in IE7.

Instructions required to be done in IE7:

From the [Tools] menu - top right on IE7 - select [Internet Options].

Select the [Security] Tab.

Select the [Internet Zone] (click the globe on the left).

Hit [Custom Level] button (bottom of dialogue box)

Scroll down to the [Downloads] section and find the [Automatic prompting -for file downloads]
setting and set it to [Enable], then click on [OK].



Security Settings - Internet Zone @

Settings

(O Prompt
|@] Script ActiveX controls marked safe for scripting™
(O Disable
(3) Enable
e e~
$# Downloads
18# Automatic prompting for file downloads
(O Disable
®
1&# File download
(O Disable
(3) Enable
[8® Font download
(O Disable
(3) Enable

() Dramnt

< i

*Takes effect after you restart Internet Explorer

Reset custom settings

Resetto: | Medium-high (default) ¥ }

[ Reset... J

| o

Cancel

J [

]

Frequently Logout Issue By Users

SYMPTOMS: Timelive user's can experience frequently logout.
CAUSE: There are many possible causes for this problem. This article addresses one possible cause:
session data that is lost because of antivirus software activity.
This problem can occur when antivirus software scans the Web application files. During the scanning
process, the antivirus software may mark the Global.asax, the Web.config, and/or the Machine.config
files as modified. This modification prompts the Microsoft .NET Framework restart the Web application.
If the session data is stored in-process, all session data is lost whenever a Web application is
restarted.

RESOLUTION:

To resolve this problem, use following method:

Configure your antivirus software so that it does not scan .asax and .config files.
http://kbalertz.com/316148/Session-Variables-Intermittently-Applications.aspx



http://kbalertz.com/316148/Session-Variables-Intermittently-Applications.aspx
http://kbalertz.com/316148/Session-Variables-Intermittently-Applications.aspx

