Senomix Timesheets

Getting Started with
System Administration

v4.1l

© 2012 Senomix Software Inc.
WWW.Senomix.com




Notice

The information in this reference was current when published. Senomix reserves the right
to revise and improve its products. All documentation is therefore subject to change without
notice.

Copyright

Under copyright laws, the contents of this document may not be copied, photocopied,
reproduced, translated, or reduced to any electronic medium or machine-readable form, in
whole or in part, without prior written consent of:

Senomix Software Inc.

O Copyright 2012 Senomix Software Inc.
1316 Dresden Row

Halifax, Nova Scotia

B3J 2J8 Canada

Trademarks
ExcelO and Microsoft Office XPO are registered trademarks of Microsoft Incorporated.
Trademarked names are used throughout this document. Rather than place a symbol at

each occurrence, trademarked names are designated with initial capitalization. Inclusion or
exclusion is not a judgment on the validity or legal status of the terms.



Table of Contents

1.0 — Purpose Of thiS DOCUMENT .........uuiiiiii e e e e e eeeaeee 1
2.0 — INSLAIALION ... 2
3.0 — Starting SeN0oMIX TIMESNEELS .....cooiiiiiiiiie s 3
4.0 — Logging in to SENOMIX TIMESNEELS ......oiiieiiiiieeecce e e 4
5.0 — Adding a User to SenomiX TIMESNEetS .........ccoovvviiiiiiiiiii e 6
6.0 — TIMESNEET STIUCTUIE ... 11
7.0 - Project Billing Codes and Project Templates ...........c..uviiiiieiiieeieeiiiciee e eeeeeeeiannns 12

ProJECt TEMPIALES......eeeiiei et e e et e e e e e e e e e e e e e e e e eeeeeennnnns 14

When Should Project Templates Be USed?...........coiiiiiiiiiiiiiiiiiieeeeeeee e 15
8.0 — Adding Projects to SenomixX TIMESNEEtS........ccoeviiiiiiiiiiie e 16

IMPOItING PrOJECT DALA ......uuuiieee et e e e e e e e e e e e 18
9.0 — Creating and Managing Project Templates .............ccooiiiiiiiiiiiiiiiii e 19
10.0 — Setting Your Office Week ENdiNg Date ........ccoooiiiiiiiiiiiiiiieeeeeceiieee e 23
11.0 — Using Senomix Timesheets — NeXt SIEPS .....ccooeiiiiiiiiiiiiiieee e 27

12.0 — HAVE QUESTIONS? ... ittt e et e e et e e e et e e e e et e e e e eaaanas 28



Senomix Timesheets Getting Started - Administration

1.0 — Purpose of this Document

This guide provides a reader with an introduction to the administration of Senomix Timesheets
and outlines the basic steps to be taken when first installing and operating the system.

Readers who wish to gain a better understanding of Senomix Timesheets after finishing this

guide are recommended to reference the system documentation for the Administration and
Timesheet Entry applications.
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2.0 — Installation

Once you have downloaded the installer for Senomix Timesheets (either the fully registered or
free evaluation version), you must install the software on a computer for use. If you are just
looking to examine the system’s capabilities through the evaluation version, you can install
Senomix Timesheets on any Windows or Macintosh OS X desktop computer.

To install the software, follow the instructions provided in Section 3 of the Installation Guide.
That document is provided in the .zip archive containing the evaluation version download
package and is also available for reading on the documentation section of the Senomix web
site at this link:

http://www.senomix.com/index.php?page=products&sub=pt docs

If you will be installing Senomix Timesheets on a Macintosh OS X computer, please refer to
the document titled “Macintosh OS X Installation Guide” (included in your Mac OS X download
package).

Once you have installed Senomix Timesheets, continue on to the next section.
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3.0 — Starting Senomix Timesheets

The Senomix Timesheets system consists of a central “Server” program which is used to
collect all timesheet data in your office and separate “Client” applications which are used to
enter timesheet data and administer the system. The “Server” package is installed on a single
computer on your office’s network and is the location at which all timesheet data will be stored
in your office. The individual “Client” applications will be installed on each computer from which
your staff will enter timesheets.

If you are running the evaluation version of Senomix Timesheets, the client applications will
have been automatically installed along with the server as part of the evaluation installation
package. To install individual client applications for a registered version of Senomix
Timesheets, see the appropriate sections of the Windows or Mac OS X Installation Guides as
appropriate for your system.

To start the Senomix Timesheets Server  for the evaluation version of the system, click the
green icon installed in the “Senomix Timesheets” folder of your Windows Start Menu:

& Internet Explorer @8 Timesheet Admin

W® MSN Explorer @8 Timesheet Entry

= Remote Assistance @8 Timesheet Reports

(® Windows Media Player w8 Start Tmesheets Server %

o Microsoft Outlook E:'_{ Admin Users Guide.pdf

L"j] Outlook Express E:'_{ Timesheet Users Guide.pdf

Microsoft Word fj_{ Getting Started With Administration.pdf

Microsoft Excel fj_{ Getting Started With Timesheet Entry.pdf
* I Senomix Timesheets b g Uninstall

If running the purchased, full version of Senomix Timesheets, the Timesheets Server will be
started as a Windows Service and a “Start Timesheets Server” icon will hot be present in your
Start Menu. Instructions for starting the Windows Service version of the Senomix Timesheets
Server using your Windows Administrative Tools can be found in the Installation Guide.

To start the Timesheets Server on Mac OS X, click the green Senomix Timesheets Server icon
in the “Senomix Timesheets Server” folder of your Mac OS X installation:

&

Senomix Timesheets Server

Once the server program has been started, a green Senomix Timesheets Server icon will
appear in your Windows system tray or Mac OS X dock:

The Senomix Timesheets Server is Active

l L9 z3im

The Senomix Timesheets server is now active and ready to receive your timesheet data.
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4.0 — Logging in to Senomix Timesheets

To log in to the Administration application of Senomix Timesheets, click the blue “Timesheet
Admin” icon located in your Senomix Timesheets Windows Start Menu:

v
& Internet Explorer @ Timesheet Admin %
w® MsN Explarer 8 Tmesheet Entry
po Remote Assistance @ TimesheetReports
@ Windows Media Player s Start Timesheets Server
Microsoft Outlook EE* Admin Users Guide.pdf
L"’jj Cutook Express [E* Timesheet Users Guide.pdf
Microsoft Word EE* Getting Started With Administration. pdf
Microsoft Excel [E* Getting Started With Timesheet Entry. pdf

k @ Senomix Timesheets kg Uninstall

If using a Macintosh OS X computer, click the blue Senomix Timesheets Administration icon
included with your installation package:

Senomix Timesheets
Administration

If you are using the evaluation version of Senomix Timesheets, a “Welcome” screen will be
displayed which summarizes how to start the server and connect to the system:
X

Welcome to the Evaluation Version
of Senomix Timesheets

To Get Started:

1. Start the server by clicking the "Start Timesheets Server” icon
(A green icon will appear in your Windows system tray).

2. Click either the "Timesheet Entry’, "Admin’ or 'Reports” icons
to start an application.

3. Enter the Username "DEFAULT" and Password 'DEFAULT" to log in
to the system for the first time.

For application use, please refer to the system user documentation
or contact us for help at support@senomix.com

| OK |

After clicking the “Ok” button to close that message, the Login screen will be shown.
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To allow you to configure the system, Senomix Timesheets provides a ‘Default’ user account
which can be used to log in and add your first system user. To log in to the Administration
application with this account, enter the Username “DEFAULT” and password “DEFAULT":

£ Senomix Timesheets : Login g|ﬁ|g|

Username: |DEFAULT

Password:

Server Address: |[127.0.0.1

i}

ok ‘

Cancel ‘

The “Server Address” field holds the network Internet Protocol (IP) address of the computer to
which you will be connecting. If the Senomix Timesheets Server program is running on the
same computer you are using (which will be the case for the evaluation version of Senomix
Timesheets), this value can be left at “127.0.0.1” (that is the ‘localhost’ IP address and tells the
program to connect to the same computer you are using).

With that information entered, click the “Ok” button. You will then be connected to the
Administration Application of Senomix Timesheets.
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5.0 — Adding a User to Senomix Timesheets

After you have logged in to the Administration Application of Senomix Timesheets, you will be
presented with the Main Menu screen of the program:

[ Senomix Timesheets : Administration

User n&min

Project Admin

Create Report

Query Records

Configuration

The first thing you will want to do is create an Administrative User account which you can use
to configure your system. Click the “User Admin” button located at the top of the displayed
button bar. A brief warning message will be displayed:

The Default User account is still active.
The Default user should be removed as soon as
you have entered an administrative user of your own.

As shown, this message warns you that the Default account (which you used to log in to the
system) is still active and should be removed once you have created an administrative user of
your own. Since the username and password of that Default account is available to anyone
who might read this manual, this warning message will be displayed as a reminder until the
Default user account is deleted (which we will be doing in a few moments).
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After clicking the “Ok” button to close the Default User warning message, the User
Administration screen will be displayed:

As shown, the only user in place is the Default account which you used to log in to the system.
You will now create a new user account which you can use to administer the system.

To start, click the “New” button. That will empty the screen and prepare it for a new record:
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To create your new Administrative User record, enter your own information in the data fields
provided (those which are shaded light-blue are mandatory, with all other details optional) and
click the Administrator checkbox to “On™:

By clicking the Administrator checkbox on, you will be allowing the created user record to use
the Timesheet Administration application.

Once you have entered your user information, click the “Save” toolbar button to add the record
to the system. If you are working with the evaluation version of Senomix Timesheets, you will
also be presented with a warning message informing you that you have reached the limit of
your license (which, for the evaluation version, is capped at two users):

Click the “Ok” button to continue.

Your new user record will now be in place and available for use in the system. For example,
after adding information for Marie Curie and clicking the Save toolbar button, you would see the
following details after clicking the table window row to highlight the record:

Note that the “Administrator” checkbox is ticked to “On”. This indicates that the created user
record will be able to log in and use the Administration application.
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Quick Tips

To allow a system user to approve the timesheets of other employees from the Timesheet
Entry application, you can assign users to their scope of responsibility using
the “Assigned Users” button on this screen.

You can also limit the projects which an employee can view on their timesheets
and expense claims by using the “Assigned Projects” button.

More information about User and Project assignment can be found in the
Administration Application Users Guide.

Now, you want to remove the “Default” user from the system. To do this, you will first log out of
Senomix Timesheets and reconnect with the User account you have just created.

To disconnect from the Administration Application, you can click the red “X” at the top-right
corner of the screen or you can exit to the Main Menu screen and click the “Exit” button. Once
you have disconnected, click the blue “Timesheet Admin” icon again and log into the system
with your new user account’s Username and Password.

Once you have logged in and are on the Main Menu screen once more, click the “User Admin”
pushbutton to enter the User Administration screen. As before, you will be presented with the
“Default Account still active” warning:

Click the “Ok” button to close that message. You will now be on the User Administration screen
again, but this time connected through your own user account.
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To Delete the Default user, click the “DEFAULT” user record’s row on the screen’s table
window. The user will now be shown as highlighted on the screen, as follows:

Now, click the “Delete” toolbar button. The following warning message will be shown:

As you do want to permanently delete the Default user (and not keep it for future reference),
click the “Yes” button to remove the record.

You have now created an administrative user account, deleted the Default user, and are ready
to start adding your own Projects to the system. Before you do that though, we’ll review the way
in which Projects, Activities, Tasks and Project Templates relate to each other within Senomix
Timesheets.

10
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6.0 — Timesheet Structure

A single Senomix Timesheet follows the structure of a traditional paper-based timesheet:

A grid layout can be seen, with the hours worked for each day of the week entered under a
column titled with that day's name. Those hours in turn are assigned in each row to a set of
billing codes listed in the project, activity and task columns to identify the account under which
that work was performed, with a “Bill” column indicating with a checkbox whether or not the work
entered on that line is to be considered billable or non-billable.

The activity and task billing codes are each dependent upon the ‘parent’ billing code selected
before them in a timesheet entry. This provides a hierarchy of billing codes to enable an
employee to indicate their logged time in as little or as much detail as required for their work.
The available activity and task billing codes will change depending upon the project selected for
a given timesheet entry. For example, if the user has selected the Project "P342 - Widget Co.
Project" and the Activity "DBDEV - Database Development”, the following task options would be
made available for selection:

11
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7.0 - Project Billing Codes and Project Templates

Senomix Timesheets billing codes can be adjusted to fit the level of precision required for time
tracking of each employee. Depending upon the responsibilities of an individual working on a
project, this can result in time being tracked on a task-by-task basis or simply by project if a
particular activity or task cannot be identified for a person’s work.

Senomix Timesheets billing codes can accommodate both static projects which use the same
billing codes year-after-year, or for development and system maintenance environments in
which project requirements must be quickly addressed as they emerge. Considering an
example project for the creation of an inventory tracking system, an initial set of billing codes
might be created as follows:

Project

Inventory Tracking Project

Activity Task
Planning Scope Definition
User Interviews
Analysis Documentation

Time Estimates

User Interviews

Workflow Analysis

Design (Interface)

Documentation

GUI Layout

GUI Look-and-feel

User Interviews

Design (Database)

Data Conversion Planning

Documentation

Stored Procedures

Table Structure

Development - Interface

Data Export Screen

Inventory Screen

Main Screen

User Screen

Development - Database

Data Conversion

Query Optimization

Stored Procedures

Table Structure

Testing

Acceptance Testing

Bug Tracking

System Testing

Unit Testing

Implementation

Installation

Troubleshooting

User Training

Bug Fixes

Data Export Screen

Inventory Screen

DB - Stored Procedures

DB - Table Structure

Main Screen

User Screen

12
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Project

Activity

Task

Inventory Tracking Project

Management

Client Meetings

Conflict Resolution

Hardware Procurement

Scheduling

Software Procurement

Staff Meetings

Time-tracking

Documentation

System Documentation

User Documentation

Admin

Client Meetings

Staff Meetings

Administration

General Office Admin.

Sick Time

Statutory Holiday

Vacation

Scheduled Vacation

Time Off In Lieu of Overtime

If an activity or task required a more precise tracking of time later in a project, a new set of
billing codes could be created to accommodate that change in complexity. Considering the
tasks listed above, if additional detail was required in the tracking of time for the "Development -
Interface”, "Data Export Screen" task, a new activity could be created in place of that task:

Project

Activity

Task

Inventory Tracking Project

Development - Data Export

Data Conversion

Data Encryption

Data Extract Design

Database Interface

Engine Development (C++)

GUI Development (Delphi)

Web Interface (Perl)

In this example, the task for Data Export Screen development has been expanded in detail to
reflect the complexity of the work and better aid a manager and their staff in tracking the effort
expended towards its completion.

13
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Project Templates

The activities and tasks of Senomix Timesheets projects can be managed through one or more
project template records. A project template is a record whose activities and tasks can be
assigned to one or more different projects but is not referenced directly as a project itself.

When a project template’s activity and task records are adjusted, the changes made to that
template will apply immediately to all projects assigned to use it. This provides you with a
centralized way to manage the timesheet options for dozens, hundreds or thousands of projects
at once without requiring numerous edits to each project affected by a billing code change.

For example, if the inventory tracking project described above had been created as a project
template and assigned to a few dozen projects, the changes made to the Development — Data
Export task would be applied to all projects at once without any other changes needed by the
administrator of the system.

Showing this in a diagram, project templates allow multiple projects to ‘point to’ the same, single
set of activities and tasks:

14
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Whereas a set of standard projects (often created through a project copy action) will each have
their own set of individual activity and task records:

Although the activities and tasks are still named identically after performing a project copy, each
set of billing codes are created and edited independently, making the management of your
Senomix projects more difficult over time. In addition, copying projects increases the size of
your system data as your project count grows since each set of activities and tasks are
recorded as distinct records in your office’s Senomix database when a project is copied (rather
than being recorded in a single, centrally-managed set of templates). Over many years of use,
this increase in database size can potentially slow down your system login. To avoid this,
project templates should be used in place of ‘project copy’ whenever possible.

When Should Project Templates Be Used?

Project templates should be used for all projects in your office which have a similar structure.

In addition to providing centrally managed sets of billing codes, project templates keep the
size of your office’s system data small  and ensures login to Senomix Timesheets will remain
fast as hundreds or thousands of projects are recorded in your database over the years.

A ‘project copy’ action should only be performed to help set up a new project template or to
create custom activity and task lists if your office performs only a few large-scale projects each
year. For simplicity, long-term projects which will only be referenced once in your system (such
as projects for recording in-house administration or vacation time) should be created without
using a project template. All other work should reference your office’s own set of project
templates.

15



Senomix Timesheets Getting Started - Administration

8.0 — Adding Projects to Senomix Timesheets

Having reviewed the structure of Projects in Senomix Timesheets, you are now ready to create
a project record for your own use.

The Project Administration screen can be reached from the Main Menu by clicking the “Project
Admin” button:

If you are using the evaluation version of Senomix Timesheets, you will already see two
example project records present after entering that screen:

The “Administration” and “Widget Co. Project” records have been provided as an example of
how projects can be structured for you in the system. As with creation of your own
administrative user record in the previous sections, you can also create a project record of your
own by clicking the “New” toolbar button to prepare the screen for a new record and then
entering data in the appropriate fields. After clicking the “Save” button, you will see your new
project record displayed in the screen’s lower table window, like this example of “My Project”:

16
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The Identifier attribute of each Project, Activity and Task record can store a unique identifier
used by your office for tracking your work. For example, a project number assigned by your
office could be entered for each Project record’s Identifier attribute. In the data provided with
the Senomix Timesheets Evaluation (shown above), the project number “P342" has been
assigned to the Identifier of the “Widget Co. Project”. If an Identifier value is not required by
your office, you can enter a number, letter or abbreviation for the work as you would like.

Each of the Project, Activity and Task administration screens can be set to order the records
displayed in the table window either by the record’s Identifier or by the Description, with the
ordering of choice indicated by an upward-pointing arrow in the column header. To change
whether records are listed in Identifier or Description-order, click the column header which suits
your preference for record ordering.

17



Senomix Timesheets Getting Started - Administration

Activities for each of your projects can be reached by clicking the blue “Activities” button after
first selecting the project of interest from the lower table window. For example, after selecting
the “Widget Co. Project” and clicking the blue “Activities” button, you would see all activities
associated with that project:

Similarly, you can select any activity record and see its associated tasks by clicking the blue
“Tasks” button on that screen.

Importing Project Data

Projects, activities and tasks can also be imported directly from the QuickBooks accounting
package or from an import file generated by your office’'s database system. Instructions for
performing that import can be found in the Administration Application Users Guide.

18
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9.0 — Creating and Managing Project Templates

Instead of creating activity and task records for each of your office’s projects, you can create a
template of activities and tasks which you can reuse for many projects at once. Project
templates are created and managed in the same way as regular projects, with templated
activities and tasks applied to as many different projects as you would like. Offices which bill to
multiple projects using the same activity and task structure will find it easiest to manage their
system through the use of project templates.

You can create as many different project templates as you need to record the different types of
work in your office and can also create custom projects with their own individual activities and
tasks. Both templated and standard projects can be used together within Senomix Timesheets
and both behave the same way in system timesheets and reports, so your staff will not need to
concern themselves with how you have chosen to implement your project records.

To manage project templates in your office, click the blue “Templates” button located on the
Project Administration screen (as shown earlier, the Project Administration screen is reached
by clicking the “Project Admin” button off the Main Menu). This will open the Template
Administration screen:

As with the user and project records you created before, to create a new template for your
office click the “New” toolbar button to prepare the screen for a new record and then enter the

19
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Description name for your template. After clicking the “Save” toolbar button you will then see
your new template available for selection in the lower table window, as with this example of “My
Project Template™

As with the project you created earlier, you can then add activities or tasks for that template by
selecting the template of interest, clicking the blue “Activities” button and then adding whatever
activities and tasks you would like that template to provide:

20
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To assign your template to a project, return to the Project Administration screen and select the
project record which you would like to assign the template to. In this case, you will select the
“My Project” record created as an example in the previous section:

A template can be assigned to this project by clicking the “Set Template” button, selecting the
appropriate template in the list box dialog which appears, and then clicking the “Ok” button to
close the dialog:

21
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The project will now be shown as using the selected template, with the “Template Used” data
field displaying the name of the template:

Once a template has been set for the project, click the “Save” toolbar button to save your
change to the project record. All of the activities and tasks created for that template will now be
visible under that project for system timesheets and reports.

22
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10.0 — Setting Your Office Week Ending Date

To ensure Senomix Timesheets matches the calendar of your office, you will want to set the

Week Ending Date of the system to match your own office’s week ending day. Starting at the
Main Menu screen again, click the “Configuration” button:

This will open the Configuration Sub-Menu screen:

23
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On that screen, click the “Settings” button. This will open the Settings screen:

From the Settings screen, click the blue “Week Ending Date” button. This will open the Week
Ending Date Administration screen:

This screen displays the date which Senomix Timesheets will set as the end of your timesheet
week. When the “Auto-Update” checkbox is clicked on, the system will automatically move
forward to the next timesheet week once the displayed date has passed. So, once you have
set the end of your week in Senomix Timesheets, the system can be left to manage itself.

24
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If your timesheet week end falls on a Friday, no changes are necessary: You will see the
system already set to your current timesheet week and can move on to the next section.

If your timesheet week falls on a day other than a Friday, you will want to set the system to
reflect your current timesheet week. To do this, you can either enter the date directly in the
day, month and year data fields, or you can click the Calendar button to the right of those fields
and select the day directly.

For example, if your office’s week end falls on a Saturday, you would want to select the
upcoming Saturday date in the date selection dialog box:

And then click the Ok button on that dialog. You will then see the “New Date” fields set to that
selected day:

25
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With your timesheet week’s date set and the “Auto-Update” checkbox set on, click the “Save
Changes” toolbar button to set your current timesheet week.

After clicking that button, a confirmation message will be displayed:

After confirming you have set the correct week end for your timesheets, click the “Yes” button.
A confirmation message will then be displayed:

After clicking the “Ok” button on that message box, the Week Ending Date Administration
screen will be closed. With your office’s week ending date now set, you should never need to
use the Week Ending Date Administration screen again.

Your Senomix Timesheets System is now ready to accept timesheets for your office.

26
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11.0 — Using Senomix Timesheets — Next Steps

At this point, you have installed Senomix Timesheets, created an administrative user of your
own, set the system-wide week ending date and familiarized yourself with the basics of creating
and managing project records. You are now ready to move on to the user guide documents for
the Timesheet Entry and Administration applications.

As with all Senomix Timesheets documentation, those guides can be referenced directly from
the documentation page of our web site, available through this link:

http://www.senomix.com/index.php?page=products&sub=pt docs

The user guides are also installed along with the evaluation version of Senomix Timesheets
and can be opened at any time from their associated Windows Start Menu links.

If you have installed Senomix Timesheets on a Macintosh OS X computer, these documents
can be found in the Documents folder included in your downloaded installation package.

Detailed descriptions of each system screen can be found in the different sections of those
documents, with a quick reference section titled “How Do |..? " also available towards the end of
those guides. The “How Do 1..? " section provides a summary description of many common
system functions such as saving a timesheet, generating a report or approving a timesheet
record, and walks you through the process of performing those activities with step-by-step
instructions.

For your next step , we recommend reading the Getting Started With Timesheet Entry guide.
That will describe for you the process of entering time through the Timesheet Entry screen
(where you will see the project and project template records you created in the earlier parts of
this document). Instructions for other timesheet entry features, such as the Senomix
Stopwatch (which will automatically record time for you as a background process), can be
found in the Timesheet Application Users Guide. After reviewing the Getting Started Guides,
you may find it easiest to simply click through the various Senomix Timesheets screens to
familiarize yourself with the system and reference the user guide documentation as you find it
helpful.

27
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12.0 — Have Questions?

If you have any questions while learning to use your new system, you can contact Senomix by
e-mail at support@senomix.com or you can call us at our Halifax office during (North
American Eastern Time) office hours to speak directly with someone familiar with the system.

Our phone number, e-mail addresses and an online contact form can be reached through the
Contact page of our web site:

http://www.senomix.com/index.php?page=contact

We hope you find Senomix Timesheets a helpful addition to your office and welcome any
suggestions you might have as to how the system could better serve you in the future.
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