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2 Introduction to TimeTracker

TimeTracker, is simple, ready to use Time Sheet software, that enables you to track time spent, on various
project or activities and increase productivity.

With TimeTracker you can centrally and systematically manage timesheet data. It has a simple intuitive
& interesting timescale interface that enables you to quickly enter timesheet in few seconds, You can
track time spent on various projects and task. It has all the essential features to efficiently manage &
track project time and improve productivity.

Time Sheet

Generally professionals work on multiple projects and activities. They charge client on time and material
basis, or on fixed cost. In both cases, it is important to track the actual time spent versus the estimated.

We will see following options
. How to enter My Timesheet

o How to view monthly view
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3 Wizard

Introduction

The wizard screen lets you quickly enter basic details required to create masters. This screen will appear
only once when you login to the system for first time.

The step by step instructions in the wizard guides you to enter master data like Employee, Project, Task
& Holiday List.

Data entered through wizard can be seen in Master screen. You can also further add or modify these
details later in the respective masters.

m Time Tracker Startup Wizard X

Time

Welcome to startup wizard

This wizard will help you create basic master data for your organization
We strongly recommend you to follow each step carefully.
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3.a How to enter data in Wizard

Please note

If you wish to skip this, you can also enter data via respective master screen

I8 Time Tracker Startup Wizard X

Welcome to startup wizard

This wizard will help you create basic master data for your organization
We strongly recommend you to follow each step carefully.

(X) skip

[ Time Tracker Startup Wizard X
s.,

Employee oy

P b

Please enter Employee Name
Enter each employee in new line

John Smith
Rita Singh| ——

Employee Introduction -~
Please enter your employee details first name & last name as given below

John Smith
Rita Singh

() skip previous  Next[p

spinso.com/TimeTracker

The first screen that appears in the wizard is the
welcome screen, it is a start-up screen that gives
brief introduction about the wizard.

Click Next to Continue

In employee wizard you can enter Employee/User
names.

Enter Employee

Sample Data

John Smith
Rita Singh

Click Next to Continue
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Time Tracker Startup Wizard X

Select Define Project

: 1‘\\_
Project \l Select Project Manager

O No Project

@ Define Project < m——

Project Manager [30hn Smith ~]

Enter Projects Name

Please enter Project Name Creative Infotech
Enter each Project in new line | Global Advertising *——

Sample Data

Creative Infotech
Global Advertising

Project Introduction "

If you are working on one or more project(s) you can select the define project option,
Select the project manager

Enter your project name in the below textbox.

* Fach nroiect should he entered in a new line

(%) skip Grreviows  next Click Next to Continue

Time Tracker Startup Wizard x

Select Business Type

Select your business type

I - lect Task Name
Software « ‘Enter each Task in new line
Requirement Analysis General

Architecture Designing Lunch

Coding Meeting

Documentation Payment Follow up

Testing Personal Work

General Support

Implementation

Biling

[Task Introduction ~

Enter your task(s) depending on the work profile

Every task should be entered in a separate line

() skip rrevious  nextp Click Next to Continue

Time Tracker Startup Wizard x

Weekly Select weekly off

From bate To
Please select weekly off

Sunday

[ Monday

[ Tuesday

[ Wednesday

[ Thursday

[ Friday

[ saturday

Weekly Off Introduction ~

Default General Holiday list would be created, but one has an option to create multiple
holiday lists for various locations from the following menu option Organization —>

Master —> Holiday and same can be attached to the employee from the following menu
ontion v

) skp Qrroviows noxtp Click Next to Continue

spinso.com/TimeTracker page O



Time Tracker Startup Wizard

x

Time This is the final screen in wizard.

After clicking on finish, respective master data will be
created.

gﬁ&l’l/é))ou...

We thank you for evaluating our software product TimeTracker

For free support during trial period you can mail us at
trial@spinso.com

After you dlick on finish the selected data would get
generated into the system.

® s Qorovas e[ Click Finish to start entering data in Timesheet.
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4 Timesheet

Timesheet in TimeTracker enables you to capture time spent on various tasks or projects.
Timesheet is simple, user friendly that allows you to record time, quickly and easily.

We will see following options

4.a How to enter My Timesheet

4.b How to see monthly view
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How to enter

L. 3

Lets see how to enter Timesheet

TimeTracker - 2015 R 11.2 Standard [Admin]

Project Manager  Organization  Admin  Help

Timeshest »

Reports 3

Monthview

Change Password

My Timesheet

Go to Menu

My—Timesheet—Details

Timesheet screen can be broadly divided into 2 sections that is explained below

TimeTracker - 2015 R 11.2 Standard [Admin] - [Time Sheet]

Aug 2020 P

| General

4 August 2020
Mon Tue Wed Thu Fri Sat  Sun
1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16
17 18 19 20 21 2 23

24 25 26 27 28 20 30

Total hrs 0

]
-
A

1. Toolbar to add, edit or delete data

2. Timesheet details can be viewed

spinso.com/TimeTracker

Bl summar J
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Select the time slot by 11.00 to 14.00

You can also drag for selection.

TimeTracker - 2
o My

Project

Click on Add to add the timesheet details

Time Details

4 W b 3
Mew | Save Close

FromTime * [11:00 =35

To Time *

Project |Creative Infotech v| Select Project from the list

Task® Meeting v] Select Task from the list

Description | discussion for new changes

You can also write description for more details

spinso.com/TimeTracker
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Time Details .
B . Click on Save
— %
Mew | Save Close

To Time *
Project |Creaﬁue Infotech
Task * |Meeting

Description | discussion for new changes

You can see Project Summary here

Summary

Sep 2020 D

Project Summary
09:00 Project Name
_ Creative Infotech 3

11:00 Creative Infotech:Meeting:discussion for new changes

— r Task Summa
12:00 v

Task Name

Project details, Task details and Description added for given time slot You can see Task Summary here

spinso.com/TimeTracker page 11



4.b How to see monthly view

Lets see how to see timesheet in month view

TimeTracker - 2015 R 11.2 Standard [Admin]
' Project Manager  Organization  Admin  Help

Monthview

Reports 3

Go to Menu

My—Timesheet—Monthview

Change Password

Month «

Aug 2020

Monday Tuesday Wednesday | Thursday Friday Saturday

27 28 29 30 31 1

7 Hrs
3 4 5 6 7 8

6 Hrs 7 Hrs 6 Hrs 7 Hrs 8 Hrs 8 Hrs
10 13 14 15

4 Hrs 3 Hrs 3 Hrs

17 18 19 20 21 22
24 25 26 27 28 29

As you can see in month view you will get daily total number of hours worked

spinso.com/TimeTracker

-

16

23

30
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5

Reports

Reports include project, task summary and other timesheet reports that give you the overall summary of time spent

in a project or task. The data in report can be filter, group, aggregate and exported to excel.

Reports are described in following 3 steps

5.a

5.b

Introduction of Reports
5.a.1 Export to Excel
5.a.2 Filter

5.a.3 Group

5.a.4 Aggregate

My— Reports

Organization— Reports
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5.3 Introduction of Reports

In Reports you can filter, group, aggregate and export the data to excel for more details.

Lets see how to see Reports

Go to menu
TimeTracker - 2015 R 11.2 Standard [Admin]

Project Manager  Organization ~ Admin

Timesheet 3

Change Password

My—Reports—Report

[ TimeTracker - 2015 R 11.2 Standard [Admin] - [My Report] - X
© My Project Manager  Organization  Admin  Help  Exit -8 X

oo
Export To Excel Options

=My Report View Time In-Out
- My Timesheet

Timesheet (Time In-Out)

Ty 3L e n of = |

Project Sumpar,

- Task Summary®
 Holiday
List

03-2020
03-09-2020
04-03-2020
05-09-2020
07-03-2020
08-08-2020
03-08-2020
10-08-2020

hsssssssnnnnnnns E NN NN NS NN NN NSNS NN NS NN EE NN NN NN NN NN NN NS NN NSNS EEEEEEEEEEEE

1. Toolbar to export data in excel, filter, group and aggregate
2. Report List

3. Data viewer grid

spinso.com/TimeTracker page 14



Lets see how to view report for My Timesheet—Timesheet Details where you will get the list of
Timesheets with Project and Tasks.

=My Report View

E| My Timesheest

| l-Timesheet (Time In-Out)
"rimesheet Elmmar
: :
% BRoisd SeTvmarv ey
i ieTask Summary
=] Holiday

Lo List

Click on Timesheet Details

Current month data will be populated

My - Timesheet Details

From Date & [Fl0102-2020 ~| To [E30-02-2020 | EI Em
H

From Time To Time Mo of Hrs Worked
14:00

01-09-2020 Lunch 13:00

Description

03-09-2020 Essel Grodp Implementation 16:00 20:00 softwareimple...
04-09-2020 Global adwve

04-09-2020 Everest Reflity

Documentation 16:00 19:00
Testing 11:00 15:00

1
01-09-2020 Essel Group Coding 14:00 18:00 4 Codingforweb...
01-09-2020 Creative Infotech | Architecture De... ' 10:00 13:00 3
02-09-2020 Everest Reality Documentation 10:00 14:00 < Documentation...
02-09-2020 Lunch 14:00 15:00 1
02-09-2020 Global Adwvertising Meeting 15:00 19:00 £ Meeting forweb...
03-09-2020 Creative Infotech | Requirement An... 11:00 15:00 4

4

3

3

website testing

Data is showing in the data viewer grids

spinso.com/TimeTracker page 15



5.a.1 Export to Excel

Lets see how to export the data to excel

TimeTracker - 2015 R,
o My

Project Ma

= My Report Wiew

Export Report X

Data exported to Excel ! Filename:
Ch\Temp\TimeTracker\TimeTrackerTimesheet
Details_01-10-2020_15_52_57.xls

gelayout  Formulas  Data  Review

o, ud - -
X i

P — B B P & E| ey O
E® Copy ~ ] Fn-

Paste s | B T U - [El<| - A Merge & Center - | =2~ % » | @ £8 Fc‘m.ﬁ onal Formatas Cell nsest Delete Format | 0 [~ Sort& Find &

- ormatting = Table ™ Styles * - i - Filter - Select =
Clipboard ] Font ~ ~ Number 1 Styles cells Editing
AL ~ N £ | Date
H J | K | L | M | N o

1
2 01052020 Lunch 13:00 1
3 |01-09-2020 Essel Group Coding 14:00 4 Coding for Website
4 (01052020 | Creative Infotech | Architecture Design 10:00 3
5 10:00 a Documentation for Company Profie
§ (02052020 Lunch 14:00 i
7 (02032020 | Global Advertsing | Meeting 15:00 a Mesting for website
g (03092020 Creative Infotech |Requrrement Analys 11:00 a
g |03-08-2020 Essel Group Implementaton | 16:00 4 software implemenation
4 |04-09-2020 Global Advertising |Documentation | 16:00 3
419 |04-09-2020 EverestReality  Testing 11:00 4 website testing
42 05032020 Lunch 14:00 1
13 05092020 Essel Group Requrrement Analys 15:00 a
14 05092020 Creative Infotech | Architecture Design 11:00 3 company profile
45 (07082020 EverestReality Implementation  10:00 a Software at HO
16 07092020 Global Advertising | Rgaurement Analys 15:00 a Adut for new product
47 (08092020 Creative Infotech ing 10:00 a
4g |08-09-2020 Essel Group Rilquirement Analys 15:00 4
4g |09-09-2020 EverestReality | Cbding 10:00 4 Software
g 09092020 Global Advertising | tding 1500 4 Website
21|10092020  EverestRealty  |Sipport 15:00 a
27 |10092020  Essel Group Cheumentation  10:00 a
3 =

Click on Export To Excel

Click on OK

Data is exported to Excel

spinso.com/TimeTracker
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5.a.2 Filter

Lets see how to filter the data

‘acker - 2015 R 11.2 Standarn
Org

Project Manager

i) 2 .

‘o Excel Options

Click on Options

eport View

cer - 2015 R 11.2 Standard [Admin]

Project Manager  Organization

=2
wcel | Options

Click on Filter
art Wi
imes|
imes
imesheet Summai

Group

Aggregate

Filter option added

From Date [Ep1-0s-2020 ~| To [F30-08-z020 ~| [@] E

[l Bl = &l
01-09-2020 Lunch 14:00 1
01-09-2020 Essel Group Coding 14:00 18:00 4 Coding forweb.
01-0%-2020 Creative Infotech = Architecture De.. 10:00 13:00 3
02-09-2020 Everest Reality Documentation 10:00 14:00 4 Documentation...
02-09-2020 Lunch 14:00 15:00 1
02-0%-2020 Global Advertising Meeting 15:00 19:00 Bl Meeting for web
03-09-2020 Creative Infotech Requirement An. 11:00 15:00 4

Select data from drop down list

My - Timesheet Details

FromDate  [Hlotos20z0f-| To [Hzewos-zozo ~|[e| [IE

Ta From Time To Time No of Hrs Worked Description

01-09-2020 Lunch
01-09-2020 Essel Group Coding
01-09-2020 Creative Infotech  Architecture De
02-09-2020 Everest Reality  Documentation
02-09-2020 Lunch

02-09-2020 Global Adwvertising Meeting
03-09-2020 Creative Infotech | Requirement An...

Coding farweb

Documentation

Meeting forweb

1
F
3
F
1
4
4

spinso.com/TimeTracker page 17



Data is filtered for Global Advertising

From Date [EA1o1-05-2020 |

o [Eisoosmm ] (o] 2N

Global Adwvertising
Global Adwertising
Global Adwvertising
Global Adwvertising
Global Adwertising
Global Adwertising

My - Timesheet Details

Task From Time [To mime | mo of Hrs worked | Description
7] ] ] ]

Meeting
Documentation
Requirement Analysis
Cading

Cading

Coding

200
00
00
=00
=00
=00

200 Meeting for web
200

200 Advt for new pr
=00 Website

=00

=00

As you can see we filtered data for Global Advertising. Lets see how to use multi filter with more

column.

You can select multi filter for Task

[Eloiesmmm =] w [Elxmwsm= -] (< |IEE

Global Advertising
Global Advertising
Global advertising
Global Advertising

Meeting
Documentation
Requirement Analysis
Coding

Coding

Coding

My — Timesheet Details

Mo of Hrs Worked Description
. Bl

Meeting forwweb

Adut For new pr.
website

bbb bwdy

As you can see we have filtered Global Advertising data for Coding

[Floios=o20 ~| To ||Z|3049720*L|E| EN

[al Global Advertising
Global advertising
Global advertising
Global Adwertising

My - Timesheet Details

From Time To Time No of Hrs Worked Description

15:00
10:00
10:00

12:00 Website
14:00
14:00

spinso.com/TimeTracker
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5.a.3 Group

Group option makes it easy to organize and view huge data in reports

- 2013 R 11.2 Standard [Adm

ject Manager
-

Options

Filter

Organizatio

Click on Group

01-09-2020
01-09-2020
02-09-2020

Essel Group

Everest Reality

Creative Infotech  Architecture De.
Documentation

02-08-2020 Lunch

02-08-2020
03-08-2020
03-09-2020
04-09-2020
04-09-2020
05-09-2020

Essel Group

Essel Group

[+

Project

Global Advertising Meeting

Creative Infotech  Requirement An
Implementation
Everest Reality  Testing
Global Advertising Documentation

Requirement An

To Time Mo of Hrs Description

IR N T i S

Project :

Project : Ewerest Re

lity {5 items)

H & [ [

Project : Glabal Advertising {6 items)

01-09-2020 Architecture De...

03-09-2020 Requirement An...
05-09-2020 Architecture De...
. 08-00-2020 Meeting

Project : Eszel Group !5 items)

Click on + to expand and view details

10:00
11:00
11:00
10:00

Description

15:00 4
14:00 3 company profile
14:00 4

Pro;ect: Everest Reahg !5 items)

spinso.com/TimeTracker

Project : Global Advertisingsﬁ items)

Coding forweb

Documentation...

software imple.
website testing

Eg. Project

Mesting forweb...

Data would be grouped

To group data you can drag
and drop the column in
“Drag column header...” Section
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5.a.4 Aggregate

Aggregate can be used to summarize the data such as Average, Count, Maximum, Minimum & Sum

- 2U12 K | 1L standard |[Admi

dject Manager  Organizatio

2
Options
Filter
Group

Click on Aggregate

iesheet Summal

X | Project x| Task
01-09-2020 Creative Infotech Architecture Designing
03-0%-2020
05-09-2020
08-09-2020

Creative Infotech Reguirement Analysis

Creative Infotech Architecture Designing

Creative Infotech Meeting

X | From Time | To Time >

Formula option added

No of Hrs Worked

X | Description

company profild

Click on Formula icon and select Sum

e > | Project > | Task = | From Time = | To Time = | No

01-09-2020 Creative Infotech Architecture Designing - 10:00
03-09-2020 Creative Infotech Reguirement Analysis 11:00
05-0%-2020 Creative Infotech Architecture Designing © 11:00
08-09-2020 Creative Infotech Meeting 10:00

¥ | Project

01-08-2020 Creative Infotech Architecture Designing + 10:00

03-09-2020 Creative Infotech Requirement Analysis  11:00
05-09-2020 Creative Infotech Architecture Designing | 11:00
08-09-2020 Creative Infotech Meeting 10:00

13:00
15:00
14:00
14:00

13:00
15:00
14:00
14:00

rked = | Description
| Select Summaries =
[] Awverage
[ Count
] Maximum
] Minimum
1 Sum F
| oK | | Cancel |

company profil

R FU .Y

Grand Summaries

spinso.com/TimeTracker

Summary of Hours Worked
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5.b My Reports

In My—Reports you can view your data also you can filter, group, aggregate and export the excel for

more details.

Lets see how to see My-Reports

[ TimeTracker - 2015 R 11.2 Standard [Admin]

Project Manager

Timesheet

Change Password

piEEEEEEEEEEEEEEEEEEEER
Ll My Report
= My Report View
= My Timesheet
- Timesheet (Time In-Out)
Timesheet Summary
Timesheet Details
Project Summary
i Task Summary
£ Holiday
- List

Organization  Admin

»

’ Report l

Go to menu

My—Reports—Report

Time In-Out

FromDate  |[Z101092020 ~| To [s0us2020 ~| [@] [

Date Time In Time Out

01-08-2020 10:00
02-08-2020 10:00
11:00
11:00
11:00
10:00
10:00
10:00
10:00
10:00
10:00

No of Hours Worked

18:00
13:00
20:00
19:00
19:00
19:00
19:00
19:00
19:00
14:00
14:00

This is report list and now we will see more details about report list

spinso.com/TimeTracker
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My-Reports List

My Timesheet

Timesheet (Time In-Out)

You will get the list of Timesheet with Time In and Out for current month with following fields.
Date, Time In, Time Out & No Of Hours Worked

Timesheet Summary

You will get the summary of total hours worked for current month with following fields.
Date & Total Hours Worked

Timesheet Details

You will get the details of Timesheet with following fields.
Date, Project, Task, From Time, To Time, No Of Hours Worked & Description

Project Summary

You will get the Projectwise Timesheet with following fields.
Date, Project & No of Hours Worked

Task Summary

You will get the Taskwise Timesheet with following fields.
Date, Task & No of Hours Worked

Holiday

List
You will get the list of Holidays with following fields.

Holiday List Name, Date, Name & Description
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Organization-Reports List
Timesheet

Time In-Out

You will get the list of Timesheet with Time In and Out for all employee with following fields.
Date, Employee, Time In, Time Out & No Of Hours Worked

Timesheet Summary

You will get the summary of total hours worked for all employee with following fields.
Date, Employee & Total Hours Worked

Timesheet Details

You will get the details of Timesheet for all employee with following fields.
Date, Employee, Project, Task, From Time, To Time, No Of Hours Worked & Description

Project Summary

You will get the Projectwise Timesheet for all employee with following fields.
Date, Employee Name, Project, No of Hours Worked & Cost

Task Summary

You will get the Taskwise Timesheet for all employee with following fields.
Date, Employee Name, Task, No of Hours Worked & Cost

Holiday

List
You will get the list of Holidays with following fields.

Holiday List Name, Date, Name & Description

Master

Employee
You will get the list of Employees with following fields.
Name, Address, Mobile No., Email ID & Login Name

Task

You will get the list of Tasks with following fields.
Task & Description

Project
You will get the list of Projects with following fields.

Project & Description

Holiday

You will get the list of Holidays with following fields.
Holiday List & Description
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