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1.0 – Purpose of this Document 
 
This guide will provide you with an introduction to the entry and editing of weekly timesheet 
records in Senomix Timesheets. 
 
If you are using the evaluation version of Senomix Timesheets , please see the “Getting 
Started With Senomix Timesheets - Administration” guide for instructions on installing the 
system in your office and creating your first user and project records. 



Senomix Timesheets Getting Started - Timesheet Entry 
 

 

2 

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

 
 
The screen is set in a grid layout, with the hours worked for each day of the week entered under 
a column titled with each day's name.  The project, activity and task columns identify the billing 
code under which that work was performed, with the hours entered on each line noted as being 
billable or non-billable according to your checkbox settings. 
 
The activity and task billing codes available for selection depend on the 'parent' billing code 
selected before them in a timesheet line.  The activity billing codes available will change 
depending upon the project selected, and the tasks available will depend upon the activity.  For 
example, if the user has selected the Project "P342 - Widget Co. Project" and the Activity 
"Database Development” in the evaluation version of the system, the following task options 
would be made available for selection: 
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3.0 – Logging in to Senomix Timesheets 
 
To log in to the Timesheet Entry application of Senomix Timesheets, click the amber 
”Timesheet Entry” icon located in your Senomix Timesheets Windows Start Menu: 
 

 
 
If using a Macintosh OS X  computer, click the amber Senomix Timesheet Entry icon included 
with your installation package: 

 
 
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: 
 

 
 
If you are using the evaluation version of Senomix Timesheets, be sure to first start the 
Timesheets Server program (by clicking the green “Start Timesheets Server” icon) before 
attempting to log in to the system.  The Timesheets Server program must be running on one of 
your office’s computers before a system login can be performed.  After clicking the “Ok” button 
to close the evaluation version’s ‘Welcome’ message, the Login screen will be shown. 
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As described in the Getting Started Guide for System Administration (which you will want to 
read first if you are planning to be a system administrator), a user account will be created for 
each employee in your office who uses Senomix Timesheets.  To connect to the system to 
save your own timesheets, you will enter in the login screen the username and password for 
your own user account. 
 
A ‘Default’ user account is provided in the evaluation version of Senomix Timesheets which can 
be used to log in to the system for a trial if you have not yet created a user account for yourself.  
The username and password for that default account are “DEFAULT” and “DEFAULT”: 
 

 
 
The “Server Address” field holds the network Internet Protocol (IP) address of the computer to 
which you will be connecting for timesheet entry.  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). 
 
If the Timesheets Server is installed on a different computer in your office, enter the IP address 
of the computer on which the Senomix Timesheets Server program is running. 
 
With that information entered, click the “Ok” button.  You will then be connected to the Time 
Entry Application of Senomix Timesheets. 



Senomix Timesheets Getting Started - Timesheet Entry 
 

 

5 

4.0 – Entering and Saving a Timesheet 
 
After you have logged in to the Time Entry Application of Senomix Timesheets, you will be 
presented with the Main Menu screen: 
 

 
 
The timesheet screen can be reached from this menu by clicking the “Timesheet” button 
located at the top of the screen’s button bar: 
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When first opened, the Timesheet screen provides you with a blank timesheet in which you can 
enter your information: 
 

 
 
You will see your name and employee number listed at the top of the page, along with the week 
ending date of the current week.  The timesheet record shown after clicking the main menu 
“Timesheet” button will always be the record for the current week of your office.  Past 
timesheets can also be reviewed and edited elsewhere in the time entry application, with 
instructions on that process provided in the Timesheet Entry Guide included with your system. 
 
When the timesheet screen is empty, the only available data entry option is the selection box in 
the project column of the timesheet's first row. 
 

 
 
To select an item from that combo box, you can either click the down-arrow on the right-hand 
side of the combo box, use your keyboard's cursor keys to open the selection box, or you can 
type the first character of the project code of interest to automatically select that item.  If more 
than one billing code entry starts with a given letter, repeatedly typing the same letter will select 
each of the billing code options which start with that letter in the alphabetical order in which they 
are listed. 
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For example, if using the test data provided with the evaluation version of Senomix Timesheets, 
you can choose the option ‘Administration' to select that project: 
 

 
 
Notice that once a project has been selected, the hours fields are enabled for all days of the 
week to allow you to enter hours worked corresponding to that billing code.  The ‘Bill’ checkbox 
is also enabled and set ‘on’ to indicate the work entered on this new line is to be considered 
billable.  On the next row, the project combo box is enabled to permit you to select another 
billing code for your timesheet. 
 
Since the activity combo box was enabled, this indicates that further detail is available for the 
Administration project.  In this example, we will select the ‘Vacation’ option: 
 

 
 
Since the task combo box remains disabled for the activity selection 'Vacation', it indicates that 
no further detail can be entered for that billing code activity. 
 
As this particular item will not be billable work, we will also click the Bill checkbox to ‘off’: 
 

 
 
To move to the next row of the timesheet, you can either click the second project combo box 
with your left mouse button, tab to the timesheet entry grid and use the up and down-arrow 
cursor keys to move between rows, or you can move to the next row by repeatedly typing the 
'Tab' keyboard key until the project combo box is selected. 
 
For this second entry, the Project ‘Widget Co. Project' is selected: 
 

 
 
The activity combo box is enabled along with the hours entry fields and Bill checkbox, indicating 
that an activity can also be selected for the Widget Project.  For this example, we’ll select the 
'Design' option from the list: 
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Then, using the tab key, the screen's focus is moved to the column 'Mon 11th', where the 
number 7 is entered to indicate that 7 hours of effort were expended for this work: 
 

 
 
Note that the billing code combo boxes of the active row are shaded a light blue colour, with the 
heading day of the week for the selected hours field also highlighted with a blue box.  This row 
and column highlighting provides a visual reference to help you quickly identify the area of the 
timesheet which has focus. 
 
The row and column totals are also automatically updated to take into account the new hours 
entry.  Those totals provide a guide to confirm the correct number of hours have been entered 
for your timesheet.  When the timesheet is saved, any numbers which have not been provided 
with a decimal value (such as the '7' just entered) will be automatically set to a '.0' to correspond 
with any fractional hours (such as '3.5' or '2.25') which may be entered. 
 
To clear a row of timesheet data, select the blank option from the project billing code in the row 
to be cleared.  This can be done by either using the mouse pointer to select the billing code 
blank, or by selecting the row’s project combo box and pressing the space bar. 
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Using the example just entered, selecting the blank option from the project combo box would 
produce this result: 
 

 
 
With the row of data now cleared and the Total row and column updated to reflect the change.   
 
If you enter a weekly timesheet with 14 or more timesheet lines, when you reach the end of your 
timesheet, as shown in this example (which also displays the ‘identifier’ attribute of each project, 
as can be set in your application preferences):  
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Upon selecting the project billing code in the last row of the timesheet grid, a new entry row will 
be automatically added to the bottom of the grid to provide space to record your work: 
 

 
 
Once the new entry row has been added to your timesheet, the table scroll bar will display an 
indicator bar showing where the timesheet display is focused with respect to the entry grid.  In 
the example shown, the empty grey space above the blue tinted bar indicates that more 
timesheet entries can be viewed by using the scroll bar to move the timesheet entry grid up.  
New timesheet rows will continue to be added to the timesheet for as many entry spaces as you 
need.  As each new project billing code is selected, additional rows will be added to the grid and 
the scroll bar will automatically adjust to indicate the current timesheet view: 
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Adding Timesheet Comments 
 
To attach a comment to a timesheet entry, select the hours field of interest and either click the 
“Add Comment” toolbar button, type the ‘enter’ key, or right-mouse-click the hours entry field.  
Once any of those actions have been performed, a Comment Entry dialog box will be displayed: 
 

 
 
Up to 5,000 characters can be added to a timesheet comment, with each entry of the timesheet 
able to hold a comment of its own. 
 
Comments can be used to provide whatever additional information you would like to save.  For 
example, if you discovered that an additional billing code would be helpful for a project, that 
detail could be provided in an attached timesheet comment: 
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To apply the comment to the timesheet entry, click the ‘Ok’ button on the dialog box or use the 
key combination ctrl-Enter to close the dialog.  Once the comment has been added to the entry, 
the entry field will be coloured a light-green shade to indicate that there is associated text, as in 
this example: 
 

 
 
That text can be read by opening the comment dialog box again, or by using tool tip text by 
holding the mouse cursor over the timesheet entry field of interest: 
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Timesheet comments can also be viewed in a Comments report generated either by clicking the 
“Get Comments” button on the read-only Timesheet Details screen (as described in the Time 
Entry Users Guide) or by generating a Comments report in the Administration application. 
  
To remove a comment from a timesheet entry, open the Comment Entry dialog box and clear 
the contained text by either using the delete key or the “Clear” button provided in the dialog.  
Once the text has been cleared in the Comment Entry dialog, click the “Ok” button to apply the 
change and clear the comment from the selected timesheet entry. 
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Saving a Timesheet 
 
After entering your timesheet information: 
 

 
 
You can save your record by clicking the “Save” toolbar button.  After clicking that button, the 
following message will appear once your record has been saved: 
 

 
 
This indicates that the timesheet entry process has been completed, with your entered 
timesheet information now saved on the server.  If you are using the evaluation version of 
Senomix Timesheets, an information message will be displayed after saving a weekly timesheet 
for the first time to indicate the number of timesheet weeks remaining in your evaluation: 
 

 
 
If you would like to change your timesheet, just re-enter the Timesheet screen and adjust your 
hours as you would like.  After clicking the Save toolbar button again, your changes will be 
saved on the server.  A timesheet can be updated and re-saved as many tim es as you 
would like  (even in the evaluation version) until the record is approved and locked by your 
office’s administrator.  
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5.0 – Using Senomix Timesheets – Next Steps 
 
At this point, you have learned how to log in to the timesheet entry application, enter a weekly 
timesheet for your user account and save that information on your office’s Senomix Timesheets 
Server.  Many other options are available for the entry, editing and review of your timesheet 
information, such as the automatic recording of time with the Senomix Stopwatch: 
 

 
 
Expense claims can also be entered much like your weekly timesheets: 
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Information about these options is provided in the Timesheet Users Guide included with your 
system and also available for download from the documentation page of the Senomix web site. 
 
All system documentation can be referenced directly from that page, which is 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 I..? ” also available towards the end of 
those guides.  The “How Do I..? ” 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. 
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6.0 – 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. 


