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1.0 - Introduction

This guide has been designed to provide a reader with the information they require to use their
Senomix Timesheets system. You should find the interfaces in the Timesheets application to

be intuitive and easy to use, with the available tool tip text providing additional information
where a clarification may be required.

To get started, we recommend reviewing the sections within this guide in their order of
appearance. For quick reference, a section titled How Do 1...? can be found near the end of

this document and describes how a number of common functions for this application may be
performed.

If you require further information about any aspect of the system's functionality, feel free to
contact us by e-mail at support@senomix.com



Senomix Timesheets Timesheet Application
Users Guide

2.0 - Application GUI Overview
Screen Navigation

To move between screens and screen objects within the Timesheets application, you can either
use your mouse to select or activate objects, or you can move between objects by using the
'Tab' and 'Shift-Tab' keyboard keys to move forward or back between objects displayed on-
screen.

You can also activate toolbar buttons by using that button's associated mnemonic. An object is
identified as having a mnemonic if one of the letters in its label is underlined (for example, on
the Main Menu screen the Settings toolbar button has an underlined letter 'S', indicating that
that letter is the button's mnemonic). To activate a screen object through it's mnemonic, you
must hold down the 'Alt' keyboard button while pressing the underlined letter of the object to
activate. For example, to enter the Timesheet screen from the Main Menu screen, you would
type 'Alt-T' at the Main Menu.

The cursor and space bar keys can also be used to select and activate objects within the

application. If preferred, you can perform all functions in the Timesheet application by using
only the keyboard.

Application Exit

All Senomix Timesheets applications can be exited at any time simply by clicking the ‘X’ box
found at the top-right corner of the system screen:

Clicking that box will close the application and disconnect you from the Timesheets server, just
as if you had logged off by using the ‘Exit’ button on the application’s main menu screen. Other
windows exit commands, such as using the left-corner menu’s ‘Close’ option or entering ‘Alt-F4’
from the keyboard, will also properly shut down the application from your current location.
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Example Billing Codes

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 may 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
biling 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
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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.
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Tool Tip Text

Tool tip text can be activated by holding the mouse cursor over an item of screen text for a few
seconds. If tool tip text has been provided for that item, a highlighted text box containing a brief
description of the object's functionality will appear. For example, when holding the mouse
cursor over the Project column header on the Timesheet screen, the following tool tip will
appear:

Prl:t%[:’t Activity

The available Projects to which time may be hilled —

i > | [Vacafion > T

Network Error and Warning Messages

Server Shutdown Warning

If the administrator of Senomix Timesheets is planning to shut down the system server, they can
send a warning message to all system users. If you see this message:

Warning!

Your Administrator is about to shut down the Senomix Timesheets Server.

Please save your work and exit this application immediately.

Lo

You should save your work and exit the Senomix Timesheets application as soon as possible.
Server Shut Down

If the administrator of Senomix Timesheets has shut down the system server, the following
message will be displayed:

Warning!

Your Administrator has shut down the Senomix Timesheets server. Your connection is now closed.

Click "0K" to close this application.

| ox |

As noted, your connection will have been lost and clicking the “Ok” button will close the
Timesheet Entry application.
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Server Busy

If the Timesheets Server is busy creating a report, you will be presented with this error if you
attempt to perform a data action (such as logging in or saving a timesheet):

6 The Timesheets Server is busy creating a Report. Wait a moment and try again.

ok |

As noted, the server is temporarily waiting while a report is being created and you will be able to
re-try your request in a few moments. Most reports only require a few moments of database
access time for creation, so this message should rarely (if ever) be seen.
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3.0 - System Screens

This section describes the contents and functionality of the individual screens within the
Timesheets application.

3.1 - Login Screen

This is the first screen presented when the Timesheet application is started.

* Senomix Timesheets : Login E“E|E|

Username:

Password:

Server Address: |(127.0.0.1

Ok Cancel

To proceed past this screen, you must enter the Username and Password registered for your
account in the Timesheets User Administration screen. For the first time using the system, you
must also enter into the Server Address text field the Internet Protocol (I.P.) address on which
the Timesheets Server is located. See Section 3.13 (Application Settings Screen) for
instructions describing how the Login screen can be set to default for a single system user.

The 1.P. address must be entered in the standard "111.111.111.111" format and will be
automatically saved by the application for future use once you have successfully logged in.
After you have logged in for the first time, you should find the server's |.P. address already
displayed in the Server Address text field and should only ever need to re-enter this number if
the |.P. address of the Timesheets Server has changed or if your application is updated.

If your office would prefer to assign a permanent domain name to the computer running the
Senomix Timesheets Server, that DNS domain name can also be used for the Server Address
on login.

If you do not know the I.P. address of the computer on which the Timesheets Server is
running, open an MS*DOS command prompt window (under the Windows Start Menu icon
"Programs -> Accessories -> Command Prompt") on the computer running the Timesheets
Server and enter the following for Windows XP or 2000: "ipconfig"

And then hit the enter key.
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In the information displayed, you should see an item labeled "IP Address" with a set of numbers
formatted as "xXxx.xxx.xxx.xxx" (for example, "192.168.1.5"). That number is the IP Address of
the computer you ran the command from and should be entered in the Server Address field of
the login screen. If the server is operating on the same computer you are using, you can also
enter the |.P. address “127.0.0.1", which is your computer’s ‘local’ network address.

Once you have entered your information in the required fields, a login request can be sent by
clicking the 'Ok’ button. When the login succeeds, you will be presented with the application's
Main Menu after all application data has been transferred from the server.

If your account has been de-activated by an administrator, you will be presented with this
message:

@ That Account Is Inactive. Contact Your System Administrator To Gain Access.

Lok |

In such a case, you should contact your system administrator to have your user data updated to
permit access to the application.

Finally, should you be presented with the error:

Unable to Connect to the Server
Please check that:
- The Timesheets Server is running.
- You have entered the server computer's IP address correctly.
- The server computer’s IP address has not changed.
- There is not a router or firewall blocking access to the server computer.

If this problem persists, contact your office’s system administrator.

| ox |

As noted, you should ensure that the I.P. address of the Timesheets Server has been correctly
entered into the Server Address field and confirm with the administrator that the Timesheets
Server is currently running at that address. If the problem persists, you should contact your
system administrator to confirm that the computer is correctly connected to the company's
network and is not being blocked by firewall or anti-virus software.
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3.2 - Main Menu Screen

After you have successfully logged into the system, you will be presented with the Timesheet
Entry application's Main Menu:

All system screens can be accessed through this interface, with the available options to be
found in a button-bar on the right side of the screen. These buttons have the following
functionality:

Timesheet Opens the Timesheet screen which permits the entry and editing
of the current week’s Timesheet.

Stopwatch Timer Opens the Senomix Stopwatch screen which allows you to
automatically record effort hours while you work.

Timesheet List Opens the Timesheet Listing screen which permits the review
and editing of past and future week’s timesheets.

Management Opens the Management Sub-Menu, from which actions such as
Expense Claim entry or the Off-Week Filing of timesheets can be
performed.
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Settings Opens the System Settings screen which enables you to enable
or disable tool tip text.
About Opens the System About screen, which provides information

about the application and the company to which it is registered.
Exit Exits the system.

If you attempt to enter the Timesheet Listing screen, but no Timesheets are currently listed for
you in the system, the following information message will be displayed:

To enter a Timesheet for the current system-wide week ending date, click the Timesheet menu
button. To make a future Timesheet to cover an upcoming or missed past week, use the Off-
Week Filing button off of the Management sub-menu (as described elsewhere in this
document).

As noted in Section 2.0, the ‘X’ box found on the top-right corner of all system screens can also
be used to exit the system at any time:

Please note: If your user account has been set to have “Stopwatch Access Only”, the
Timesheet and Timesheet List buttons will be disabled and not available for your use.

10
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3.3 - Timesheet Entry Screen

The Timesheet Entry screen enables you to create or edit a Timesheet for the system-wide
Week Ending Date set by the Timesheets system administrator and is reached by clicking the
"Timesheet" pushbutton on the Main Menu screen.

The Screen elements and toolbar buttons displayed on this screen are as follows:

Name Indicates the Last and First names of the Employee currently
logged into the Timesheet application and to which the displayed
Timesheet is assigned. This value is hon-editable.

Emp. No. Indicates the Employee Number of the Employee currently logged
into the Timesheet application and to which the displayed
Timesheet is assigned. This value is non-editable.

Week Ending Indicates the Week Ending Date corresponding to the currently
displayed Timesheet and is displayed in the space to the top-right
of the screen’s toolbar buttons.

Project Indicates the column of Project billing codes used for a given
Timesheet entry.

11
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Indicates the column of Activity billing codes used for a given
Timesheet entry. Each Activity is related to its corresponding
Project billing code.

Indicates the column of Task biling codes used for a given
Timesheet entry. Each Task is related to its corresponding Project
and Activity billing codes.

A checkbox indicating whether or not the timesheet line is to be
considered Billable.

Indicates the days of the week, Saturday through Friday, for the
Timesheet Week Ending Date indicated by the Week Ending data
field, with the day of the month for each weekday displayed
immediately below the weekday heading.

Each row under a given day's column corresponds to a given set of
Project, Activity and Task billing codes to identify the account to
which the listed hours have been applied.

The total row and column values indicate the total hours billed to a
given set of Project, Activity and Task billing codes or the total
hours billed for a given day of the week.

Exits the screen and returns you to the Main Menu or (as
described in Section 3.5) the Timesheet Listing screen.

Clears all hours and billing codes listed on the Timesheet to
present you with a fresh Timesheet.

Opens the Comment Entry dialog box, which enables you to attach
a comment to the selected Timesheet entry.

Sets the displayed Project, Activity and Task billing codes as the
default billing codes to be automatically displayed for the currently
logged in user. Once set, these defaults will appear to you for
each week's Timesheet and can be changed by you at any time.

Saves the timesheet in the system’s database.

To the right of the timesheet entry grid is a scroll bar which permits
you to view timesheet entries which lie above or below the visible
screen. Should more than ten timesheet entries be listed in the
table, the scroll bar will display an indicator bar which can be
moved up or down to adjust the entry grid as desired.

12
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Move Row Up / Down The arrow buttons located at the bottom-left corner of the screen
can be used to move a selected timesheet row up or down in the
timesheet grid. Once you have selected a timesheet row, you can
either click these buttons to move the row’s data, or you can use
the key combinations alt-up-arrow or alt-down-arrow to make that
adjustment using your keyboard.

Sort The sort button located at the bottom-left corner of the screen will
automatically sort the displayed timesheet rows in alphabetical
order based upon the text displayed for the individual billing codes.

Round Entries Rounds the displayed timesheet entries to the nearest five, six, ten,
fifteen or thirty minutes as specified in the system Settings screen.

If the option “No Rounding” is selected, the “Round Hours” button
will not be made available on the Timesheet Entry screen.

As with a regular paper Timesheet, this screen is presented in a standard grid layout with the
hours worked for each day of the week entered under a column titled with that day's nhame. In
each row of the Timesheet, the hours worked are assigned to a set of Timesheet billing codes to
identify the account under which that work was performed. The values listed in the Project,
Activity and Task columns are descriptions of the individual billing codes selected for use in the
Timesheet, with the checkbox provided in the Bill column indicating whether or not work entered
in the timesheet line is to be considered billable or non-billable. The example billing codes used
within this section and throughout this document are included as default values with the
evaluation version of the Senomix Timesheets application.

The grid layout for the days of the week is set to be based upon the week ending day of the
Timesheet, such that the last day displayed for the grid falls on the week ending day for that
recorded week. For the timesheet displayed above, the week ending day is Friday, July 15",
2011. If the week ending day were set to be the Sunday of that week (that is, Sunday, July
17"), the timesheet entry grid would instead be displayed as follows:

The remainder of this document will continue with example Timesheets which use a week
ending day Friday.

The “Identifier” for a billing code (that is, the internal project identifier provided before the “ —“ in

a drop-down combo box selection) can be set for display of the Project being selected, or for all
of the Projects, Activities and Tasks available for selection. You can choose whether or not an

13
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identifier is displayed on the timesheet by adjusting your preferences in the System Settings
screen (as described in Section 3.13).

For example, in the timesheet shown, the Identifier for all Activities under Project P342 — Widget
Co. Project would be listed as follows:

But with the Identifiers set to be displayed, the drop-down would show instead:

If the identifiers used in your office have a different alphabetical order than the full description of
the billing codes they identify, the codes will be displayed in the combo box selection list in
alphabetical order to ensure easy selection regardless of the display preference chosen.

Also note that if a displayed element doesn’t quite fit into the combo box’s display area, an
ellipsis “...” will be shown at the end of the selected text to indicate that some of the code’s
description is not visible. To see the full description of the text, simply click on the combo box
down-arrow (as shown) and the selected option will be highlighted in the list and its text
displayed in full.

14
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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 you to
record time in as little or as much detail as needed. As the available Activity and Task billing
codes will change depending upon the Project selected for a given Timesheet entry, so too will
the contents of an individual Activity or Task combo box.

For example, selecting the Activity column for a Timesheet entry row which has selected the
Project of "P342 - Widget Co. Project", the following options would be provided by the example
data:

Should the Activity "DBDEV - Database Development" be selected from the combo box, the
following Task options would then be made available for your selection:

Each of which can be selected from the combo box in that row.

If no options are available for a given Activity or Task, the corresponding combo box will be
disabled, as is shown for the general ADMIN / VAC ( Administration / Vacation) Project and
Activity Timesheet entry. If you find that you require a Project, Activity or Task which is not
listed on your Timesheet, you can contact the administrator of your Timesheets system to
request that a new entry be made for the billing code you require.

15
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All actions in the Timesheets application can be performed using only the keyboard, with mouse
use optional.

Entering a New Timesheet

When first entered, 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 elsewhere in this document.

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.

16
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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 the 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.

For example, if using the test data provided with the evaluation version of Senomix Timesheets,
you can choose the option 'ADMIN - 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 Billable
checkbox is also enabled and set to be ‘on’ by default, indicating that the work entered on that
line is to be considered billable. The project combo box on the next row is also enabled to
permit you to select another billing code for your timesheet. Since the activity combo box was
also 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 ‘P342 - Widget Co. Project’ is selected:

17
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The activity combo box is enabled along with the hours entry fields, indicating that an activity
can also be selected for the P342 Project. For this example, we’'ll select the 'Design’ option
from the list:

As this work is to be considered Billable, we will leave the Bill checkbox clicked ‘on’. Then,
using the tab key, the screen's focus will be moved to the column '‘Mon 11th', where the number
7 is entered to indicate that 7 hours of effort were expended for this billable 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.
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To clear a row of timesheet data, simply 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.

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.
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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:

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.
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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:

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 Section 3.6
of this 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.

If your office uses the QuickBooks accounting package and you would prefer a certain
Timesheet Comment not be exported to QuickBooks on your office’s time export, add the text
‘nogb’ to either the start or end of the timesheet comment to flag it as non-exportable. This
flagging text is case-insensitive and so can be entered as NOQB, NoQb, nogb, etc. as suits
your preferences. For example, the following comment would not be included as a QuickBooks
Note when a QuickBooks Export was created for your office:
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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 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 until the record is approved (and locked) by your office’s administrator.
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Setting Defaults

If you find you are entering the same or similar information on your Timesheet each week, you
can save your selected billing codes for use in a future week's Timesheet by clicking the Set As
Default toolbar button.

After that button has been clicked, the following message will appear:

Indicating that the defaults for the Timesheet have been set to the billing codes which were
displayed. Using the example Timesheet entered above, when the Week Ending Date changes
to the next week, you will be presented with the following blank for entry when you re-enter your
Timesheet:
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If only some billing codes are required for a given week, you can ignore any unneeded billing
codes and enter in hours only where necessary. For example, if you saved the following hours
for the above Timesheet template:

The timesheet would be saved and appear in the timesheet database as follows:
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But would be displayed in the weekly Timesheet Entry screen using your previously saved
default template:

Although only the billing codes of interest will have been saved to the database, your defaults
will remain in place throughout the week to allow the entry of data over multiple days. Any
hours saved to the database which do not fit within a default template will be displayed
immediately following any set defaults.

Rounding Timesheet Hours

If your office has set an increment for “Hours Rounding” (as described under the Settings
Screen of the Administration Application Users Guide), a “Round Entries” button will be provided
at the bottom of the timesheet to round all displayed hour entries to a given time increment:

If your administrator has decided to set “Hours Rounding” to “No Rounding”, this button will not
be displayed.

When clicked, this button will (after confirmation) round all displayed timesheet entry hours to

the nearest amount noted as your office’s time increment. This time increment is set in the
Administration Application’s Settings screen and can be five, six, ten, fifteen or thirty minutes.
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For example, if your office has set “Hours Rounding” to be the nearest fifteen minutes and your
timesheet appears as follows after a day of using the stopwatch timer:

Clicking the “Round Entries” button will prompt you for confirmation:
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With a click of “Yes” on that dialog providing the following result:

As shown, all entries are automatically rounded on this timesheet to the nearest 15 minutes
(0.25 of an hour). Hours are rounded up or down to the closest time increment, with the
exception of hours entries which are less than the noted increment amount -- which will always
be rounded up. This ensures that entered hours will not be rounded down to zero: Entered
time will always be recorded to at least your office’s minimum billing increment.

For example, in the timesheet above, 0.1 hours have been noted for GUI Design. On rounding,
this figure is adjusted upwards to the minimum billing increment for this office of 0.25 hours.
Conversely, the figure of 2.8 hours for Documentation has been rounded down to an even 2.75
hours.
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Adjusting Timesheet Rows

Once timesheet data has been entered, the individual rows of the timesheet grid can be
manually moved up or down to suit your preferences. To provide a simple ‘one click’ tool for
sorting information in a timesheet, you can also click the “Sort” button to automatically place
your timesheet rows in alphabetical order.

For example, this set of timesheet entries:

Would be re-arranged as follows after clicking the “Sort” button:
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Timesheet rows can also be moved up-or down individually by selecting the row of interest and
using the keyboard keys alt-up-arrow and alt-down-arrow to reposition the entries.

Note: As mentioned under “Setting Defaults”, the rows of a Timesheet Entry screen will always
be re-sorted to match your saved timesheet default template. If you would like your timesheet
row adjustments to apply to all entered timesheets, be sure to either save a new default
template to match your selected row ordering (by clicking the “Set As Default” toolbar button), or
clear your timesheet default template to ensure your timesheet will not be re-sorted the next
time you use the Timesheet Entry screen.

Timesheet Restrictions
Rows Must be Distinct

If a Timesheet is completed with two identical sets of billing codes (that is, two Timesheet entry
rows with the exact same Project, Activity, Task and Billable state values entered), the following
error message will be displayed:

Once 'Ok’ is clicked, the cursor will then highlight the Project column of the first row on which
the duplicate value was entered, with both duplicate rows highlighted with a yellow background
colour. For example, two entry rows have been added to this timesheet for Widget Co. Project’s
Analysis - Documentation - Billable task:
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Rather than have two separate timesheet rows for that work, the task’s work for that week
should instead be entered in one row. In this example, moving the 4.5 hours noted on
Wednesday to the first of the duplicate rows (and removing the second) will correct the entry:

Two different timesheet lines can have the same Project, Activity and Task information entered
if the lines have a different Billable state. For example, if the 3 hours entered on Wednesday for

Project Scheduling were determined to be non-billable, that information could be entered on a
different line as follows:

A Maximum of 24 Hours

If you save a Timesheet with more than 24 hours listed for a given day, the following error
message will be displayed:

Once 'Ok’ is clicked, the source of the error can be identified by examining the Total row at the
bottom of the screen to identify the day on which more than 24 hours are present.
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No More than Two Decimal Places are Permitted

If a Timesheet hours entry has been saved with greater than two decimal-places of precision
(for example, 3.255 hours), the following error message will be displayed:

Once 'Ok’ is clicked, the cursor will then highlight the Hours field in which the precision error has
been made.

A Comment Cannot be Entered Alone

If any entry in the timesheet hours grid has a comment but no associated hours, the following
error message will be displayed:

Once ‘OK’ is clicked, the cursor will highlight the hours field which is missing an hours entry.
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3.4 — Senomix Stopwatch Screen

The Senomix Stopwatch allows you to automatically record time as a background process on
your computer. Once the stopwatch has been started, your time will be automatically
incremented on the server for the selected billing code every 36 seconds (0.01 of an hour).

The screen elements and toolbar buttons displayed on this screen are as follows:

Project Indicates the Project to bill time to.

Activity Indicates the Activity to bill time to.

Task Indicates the Task to bill time to.

Record As Billable Time Indicates whether the time should be recorded as being billable or
non-billable.

Start Recording Time / The stopwatch’s start/stop button. When clicked, this button will

Stop Recording Time toggle the automatic recording of time to the selected billing code.

Hours For This Session A non-enterable field which displays the number of hours which

have been recorded since the stopwatch “Start Recording Time”
button was last clicked. In the example shown above, the “Client
Interview” task selected had 0.03 hours accumulated prior to the
stopwatch having been stopped.
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Hours For This Work A non-enterable field which displays the number of hours which
Today have been booked to the selected code for the entire day. In the

example shown above, 2.23 hours have been recorded to the
“Client Interviews” task for today.

All Hours Recorded For A non-enterable field which displays all hours which have been
Today recorded in your timesheet for the current day.
Hide Stopwatch When clicked, this button will send the stopwatch timer to your

System Tray, hiding it from view while the stopwatch continues to
work as a background process.

Edit Comments While the stopwatch is active, you can click this button to add or
edit a comment associated with the selected billing code for this
day.

Exit Exits the stopwatch and returns you to the Main Menu screen.

The Senomix Stopwatch screen allows you to automatically record effort hours as a background
process on your computer, with the hours placed into your timesheet for later review. The
Project, Activity and Task combo boxes act in the same manner as that described for the
Timesheet Entry screen, with all active billing codes available for selection. Whether or not
work is to be recorded as Billable or Non-Billable is determined from the checkbox provided.

Once the stopwatch has been set to record time, the billing code selection combo boxes and

billable checkbox will be disabled, the start/stop recording button will be shaded red and will
read “Stop Recording Time”:
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This serves to lock the stopwatch to the selected billing code, with the screen now automatically
recording time to the indicated task. If you would like to change the task to which the time is
being billed, you can click the “Stop Recording Time” button to halt recording:

And then select the new task to which you would like to bill time. Clicking the “Start Recording
Time” button again will once more lock the billing code selection combo boxes and record time
to the indicated work.

The stopwatch will increment the time passed every one-hundredth of an hour (every 36
seconds), with the stopwatch rounding up or down to the nearest one-hundredth when recording
is stopped. The number of hours recorded since you last clicked the “Start Recording Time”
button is noted in the “Hours For This Session” data field, with all time recorded to a given task
for that day noted in the “Hours For This Work Today” field. In the example shown above,
Tycho Brahe has recorded a total of 2.23 hours to the Client Interviews task for today, with 0.03
hours recorded for the last session of recorded time. For all of today, Tycho has recorded 5.73
hours of time so far, as noted in the “All Hours Recorded For Today” field.

If the stopwatch is active when you attempt to exit the screen or close the application, you will
be presented with a warning message:

As noted, exiting the stopwatch screen will halt the automatic recording of time. If you would
like to hide the stopwatch window and have the application continue to record time in the
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background, click the “Hide Stopwatch” button to send the screen to the system tray instead, as
described below.

If an administrator accidentally approves and locks a timesheet while the stopwatch is recording
time, you will see this error message:

In such a case, contact your office’s system administrator to request that your timesheet be
unlocked to allow you to continue to record time.
Editing Comments

If you would like to attach a comment to the time which is currently being recorded by the
stopwatch, you can click the “Edit Comments” button to open a comment entry dialog box:

As in the Timesheet Entry screen, you can edit comment text as you would like.

Once the “Ok” button has been clicked, the comment text will be automatically saved to your
timesheet for the selected Project, Activity, Task and Billable state. Comments can be edited in
this screen later as you record time, or the text can be reviewed and changed on your
timesheets as described in Section 3.3.

Please note: If your user account has been set to have “Stopwatch Access Only”, the Edit
Comments button will be disabled and not available for your use.
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Assigning a Timestamp to Recorded Hours

If the “Timestamp Entry Comments on Stopwatch Start/Stop” checkbox of the Application
Settings Screen is set to ‘on’, a timestamp will be recorded in the comment for the stopwatch’s
effort hours whenever the stopwatch is started or stopped. For example, if the stopwatch
timestamp was enabled, a timestamp like the following start stamp would be displayed when
editing the comment for an active stopwatch session:

Comments can then be added after the timestamp as you would like:

And, once the stopwatch has been stopped, a second timestamp would be assigned to indicate
the time at which the recording session was stopped:
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If the stopwatch session is resumed later that day, additional start and stop timestamps will be
appended to the comment to track that time, as with this example of revisiting the above work
for an additional five minutes later that same day:

As with other timesheet comments, stopwatch timestamps will be assigned only to the hours
relating to the project work being recorded, with distinct timestamps recorded for different work
on different days. The comments created by these timestamps can also be viewed or printed by
generating a Timesheet Comments report.

If your user account has been set to have “Stopwatch Access Only”, timestamps will always be
saved in your timesheet comments, but the text will not be available for your review.

Running Stopwatch In The Background

At any time, you can click the “Hide Stopwatch” button to send the stopwatch to your computer’s
system tray. The screen will continue to actively record time or remain idle as you have set.

If the stopwatch is not recording time, the stopwatch icon will appear unshaded in the Windows
system tray and the tooltip text of that icon will show that the Senomix Stopwatch is not currently
recording time:

The stopwatch screen can be restored from the system tray either by either double-clicking the
stopwatch icon or by right-clicking the image and selecting the “Restore Senomix Stopwatch”
menu item:
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If the Senomix Stopwatch has been set to record time before it has been minimized, the
stopwatch icon will be shaded a light green colour:

With the icon’s tooltip displaying the billing code to which the stopwatch is now recording time:
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3.5 - Timesheet Listing Screen

The Timesheet Listing screen allows you to review Timesheets which are currently stored for
you in the system. A Timesheet of interest can be examined in detail and, if not yet approved,

updated by you.

The screen elements and toolbar buttons displayed on this screen are as follows:

Employee No.

Employee Name

Week Ending Dt

Submitted Date

Indicates the Employee Number of the Employee corresponding to
the selected Timesheet and is non-editable.

Indicates the Last and First names of the Employee corresponding
to the selected Timesheet and is non-editable.

Indicates the Week Ending Date of the selected timesheet in the
format DD / MON / YYYY and is non-editable.

Indicates the date and time on which the selected Timesheet was
submitted and is non-editable.
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Timesheet Id

Status

Last Update User

Last Update Date

Exit

Timesheet Details

Prev

Next
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Indicates the uniquely identifying Timesheet Id which is used by
the Timesheets system to track the Timesheet within the database.
This value is non-editable and generated by the system itself.

Indicates the current edit status of the selected Timesheet. A
value of “Pending” or “Disapproved” indicates that you can change
the Timesheet's contents by clicking the “Timesheet Details”
toolbar button. A value of “Approved” indicates that the Timesheet
has been approved and locked from further changes by an
administrative user.

Indicates the username of the last user to change the Timesheet'’s
contents. If the Timesheet has a status of “Approved”, this value
will indicate the administrative user who Approved the Timesheet.

Indicates the date and time on which the last update of the
Timesheet's contents occurred. If the Timesheet has a status of
“Approved”, this value will indicate the date and time on which the
approval was performed.

Exits the screen and returns you to the Main Menu screen.

A pushbutton which leads to the read-only Timesheet Detall
screen.

Once a Timesheet record has been selected, all Timesheet entries
(that is, the Project, Activity, Task and Hours values submitted by
an employee as their weekly Timesheet) associated with that
Timesheet can be viewed by clicking this button.

Selects the Previous Timesheet record displayed in the lower table
window of the screen.

Selects the Next Timesheet record displayed in the lower table
window of the screen.

In the lower table window, the column titled “Approved” will indicate with a checkbox whether or
not a given Timesheet has been approved and locked from further edits. In the example shown,
the Timesheets for the weeks ending July 8" and 15" have been locked by the administrative

user Ada Byron.

Since any Timesheet which is non-approved can be edited by you, this screen provides you with
the ability to change your past (or future) Timesheet information. Past Timesheets can be
modified to correct errors and future Timesheets can be entered ahead-of-time to cover cases
such as an upcoming period of vacation or travel (see the Off-Week Filing screen in Section 3.9

for more details).
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All data fields on this screen are non-editable. If you would like to examine the details of a
particular Timesheet, you can select the record of interest from the table window and then click
the “Timesheet Details” toolbar button to be brought to the Timesheet Detail screen.

If a Timesheet to which you wish to make changes has been Approved, you should contact the
administrative user listed as having approved the Timesheet to request that the record be
disapproved to permit your changes.

Ordering Listed Timesheets
The order in which Timesheet records are displayed in the listing screen can be toggled
between chronological and reverse chronological order by clicking the column header labeled

“Week Ending Date”. The grey arrow beside the column header text indicates the order in
which the records are displayed.
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3.6 - Timesheet Detail Screen

The Timesheet Detail screen provides you with the ability to review the contents of a Timesheet.
The screen is reached through the "Timesheet Listing" screen by clicking the Timesheet Details
toolbar button, with the detail screen then showing the contents of the Timesheet which was
active on the Timesheet Listing screen at the time the Timesheet Details pushbutton was
clicked. As with the Timesheet Entry screen, entries which have Comments attached to them
will be indicated by a light-green shading of the corresponding data field.

The Timesheet elements and toolbar buttons displayed on this screen are as follows:

Name Indicates the Last and First names of the Employee corresponding
to the displayed Timesheet and is non-editable.

Emp. No. Indicates the Employee Number of the Employee corresponding to
the displayed Timesheet and is non-editable.

Week Ending Indicates the Week Ending Date of the displayed Timesheet in the
format DD / MON / YYYY and is non-editable.

45



Senomix Timesheets

Project

Activity

Task

Sat - Fri

Total

Exit

Get Printable

Get Comments

Edit Timesheet

Scroll Bar
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Indicates the column of Project biling codes used for a given
Timesheet entry.

Indicates the column of Activity billing codes used for a given
Timesheet entry. Each Activity is related to its corresponding
Project billing code.

Indicates the column of Task biling codes used for a given
Timesheet entry. Each Task is related to its corresponding Project
and Activity billing codes.

Indicates the days of the week, Saturday through Friday, for the
Timesheet Week Ending Date indicated by the Week Ending field.

Each row under a given day's column corresponds to a given set of
Project, Activity and Task billing codes to identify the account to
which the listed hours have been applied.

The total row and column values indicate the total hours billed to a
given set of Project, Activity and Task billing codes or the total
hours billed for a given day of the week.

Exits the screen and returns you to the Timesheet Listing screen.

Obtains a printable spreadsheet of the Timesheet which can be
printed for signature if a physical Timesheet is required by your
office.

If enabled, generates a Comments report which displays all
comments included with the timesheet in a printable format. If no
comments are associated with the selected timesheet, this button
is disabled.

Turns the Timesheet Detail screen into an editable Timesheet (as
described in Section 3.3, Timesheet Entry Screen). If the
Timesheet is set as “Approved”, this button will be disabled.

To the right of the timesheet grid is a scroll bar which permits you
to view timesheet entries which lie above or below the visible
screen. Should more than ten timesheet entries be listed in the
table, the scroll bar will display an indicator bar which can be
moved up or down to adjust the entry grid as desired.

This screen provides you with the ability to examine a Timesheet's entries or obtain a printable
copy of the displayed Timesheet or comments. All data displayed is read-only and available

only for reference purposes.
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Comment descriptions can be read through use of tool tip text:

Or by creating a printable Comments report by clicking the “Get Comments” button, such as the
following:

If the Timesheet is not Approved (as indicated on the Timesheet Listing screen), the toolbar
button Edit Timesheet will be enabled. Clicking the Edit Timesheet button will load the
displayed Timesheet into the Timesheet Entry Screen. For example, with the screen shown
above, clicking the Edit Timesheet toolbar button would present you with the following edit
screen:

If you have specified a default template for your timesheet, the timesheet data will be arranged
to fit that template when selected for edit (as with the regular Timesheet Entry screen). If the
default template has changed, this may result in the timesheet data changing rows in the
timesheet grid to match your latest default template. You can then modify the Timesheet's
contents (as described in detail in Section 3.3) and re-save or cancel you changes as you would
like. Upon exiting this edit screen, you will be returned to the Timesheet Listing screen, where
you can select another Timesheet for review.
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If a Project, Activity or Task has been inactivated by an administrator, it will still be displayed in
the detail screen if it was saved in a timesheet prior to that inactivation. Within the editable
Timesheet Entry screen itself, that inactivated code will be available for viewing only in the
timesheet entries which were previously saved, with the inactive code located at the very bottom
of the combo box selection list for the corresponding Project, Activity or Task. This allows you
to re-save a timesheet which had previously recorded time to those inactivated items, but does
not permit the entry of new timesheet lines corresponding to the inactive code.

If your require access to an inactivated billing code to record your work, you should contact the
administrative user of your Senomix Timesheets system and request that the Project, Activity or
Task be re-activated for use.

Obtaining a Printed, Signable Timesheet

If your office or client site requires a physical, signed copy of a Timesheet, a printable timesheet
can be generated at any time by clicking the Get Printable toolbar button of this screen. Once
this toolbar button has been clicked, a formatted report will be created and automatically opened
in your choice of web browser or Microsoft Excel. The resulting file can then be printed or
saved to disk as required. For example, the timesheet listed above would create the following
print-ready HTML report after the “Get Printable” toolbar button had been clicked:

As this is a report which may be provided to clients at remote work sites by employees, the
Single Employee Timesheet does not include any Timesheet Entry Comments in the printed
report. The Project, Activity and Task values shown will also be formatted to display (or not
display) the respective Identifier values to match the preferences of your timesheet screen at
the time it was printed.

As described in Section 3.13, you can change your application settings to default output of the
printable timesheet to Microsoft Excel or your choice of web browser for printing.
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3.7 - Time Estimates Screen

The Time Estimates screen allows you to record the estimated amount of effort hours which
your work is believed to require for completion. This information can be used to plan upcoming
work and inform your manager of points of concern. The collected effort hours can also be used
by a manager or administrator to generate reports (as described in the Administration
Application Users Guide) which provide an Estimates vs. Actuals overview of project work
accomplished.

The Screen elements and toolbar buttons displayed on this screen are as follows:

Project Indicates the column of Project biling codes used for a given
Estimate entry.

Activity Indicates the column of Activity billing codes used for a given
Estimate entry. Each Activity is related to its corresponding Project
billing code.

Task Indicates the column of Task biling codes used for a given

Estimate entry. Each Task is related to its corresponding Project
and Activity billing codes.
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Hours Indicates the estimated hours which the employee believes will be
required to complete the work identified by the preceding Project,
Activity and Task billing codes.

It is this information which is used to generate the Employee
Estimates described under the Administration Application reports.

Comments An optional entry field which an employee can use to provide a
detailed explanation (up to 1,000 characters) for the provided
estimate hours. As with the entry of Timesheet Comments, a
multi-lined dialog box for entry of this comment can be called by
clicking the field with the mouse (or using the ‘tab’ key to gain
focus) and hitting the ‘enter’ key.

Exit Exits the screen and returns you to the Main Menu.

Clear Clears all estimates listed to present you with a fresh estimate
listing. This will clear ALL estimates you have entered.

Get Printable Provides you with a printable report listing your displayed
estimates and comments

Submit Estimates Submits the entered estimate hours, comments and billing codes
as your provided “estimate to complete” values and saves that
information in the system's database.

Scroll Bar To the right of the estimate entry grid is a scroll bar which permits
you to view estimate entries which lie above or below the visible
screen. Should more than 17 estimate entries be listed in the
table, the scroll bar will display an indicator bar which can be
moved up or down to adjust the entry grid as desired.

Individual Estimates are entered much like Timesheet Entries, with a Project, Activity and Task
level of precision chosen for the billing code of concern, an hours value provided to give the
“estimate to complete” and an optional comment available to provide further detail about the
estimate given. You can add as many time estimates as you would like, with each estimate
uniquely identified by the Project, Activity and Task provided.

The hours noted for each estimate entry should represent your personal “best guess” estimate
for the amount of time (in hours) you believe will be required to complete the work indicated.
Each user's estimates are recorded within the system database and can be used by an
administrator to compare estimated hours against effort recorded to date to identify potential
project bottlenecks or schedule conflicts.

The estimate screen always displays the latest estimates for your work, with historical
information overwritten whenever you submits your latest estimate information.
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To add a comment to an estimate, you can either enter text in the comment data field, or hit the

‘enter’ key within that field to be presented with a multi-line comment entry dialog box, as
follows:

Once estimates have been entered, you can click the ‘Submit Estimates’ toolbar button to save
the entries to the system database. Estimates can be submitted as many times as you would
like and (depending upon a project’s plan for work) should be updated on a regular schedule to
ensure the project’'s manager remains aware of any issues related to the work to be completed.

If you submit an empty estimates screen (after clic king the ‘Clear’ toolbar button), all of
your estimates will be deleted from the system data  base.
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Entered estimates can also be referenced by employees themselves, with a printable report of
your estimates available by clicking the “Get Printable” toolbar button. This printed copy of your
estimates can then be retained for historical reference or printed hard-copy for use in project
meetings:

A detailed description of the use of Time Estimates within the context of system reports and
project management can be found in the Administration Application Users Guide.
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3.8 - Management Sub-Menu Screen

The Management Sub-Menu screen provides you with access to options such as expense claim
entry and off-week timesheet filing and can be reached from the Main Menu.

The buttons on this screen have the following functionality:

Expense Claim

List Claims

Approve
Timesheets

Time Estimates

Opens the Expense Claim screen which allows the entry of a
new Expense Claim.

Opens the Expense Claim Listing screen which allows the review
and editing of previously entered expense claims.

Opens the Timesheet Approval screen, which allows a manager
to review and approve the timesheets of individuals placed in
their scope of responsibility.

Opens the Time Estimates screen which permits the entry and
editing of your “estimates to complete” for your work.
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Off-Week Filing Opens the Create Past Or Future Timesheet screen. This
enables you to create a future Timesheet so that you can file
your time in advance to cover a billing period for which you are
planning to be out of the office (for example, when on vacation or
travel) or to create a timesheet missed in a previous week.

Back Exits the screen and returns you to the Main Menu screen.

If you attempt to enter the Expense Claim Listing screen and no Expense Claim records have
been entered by you, the following information message will be displayed:

To enter a new Expense Claim, click the Expense Claim button.

Similarly, if you click the Approve Timesheets button and either have no system users assigned
to you for management (as described under the User Administration Screen notes in the
Administration Application Users Guide) or have already approved all timesheets awaiting your
review, the following message will be displayed to you:
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3.9 - Off-Week Filing Screen

The Off-Week Filing screen provides you with the ability to create a blank timesheet to cover a
billing period ahead of or behind the current system Week Ending Date. Once a blank
timesheet has been created, it can then be edited in the “Timesheet Listing” screen (as
described in Section 3.5).

The screen elements and toolbar buttons displayed on this screen are as follows:

Week Selection A set of five radio buttons which indicate the week for which the
timesheet is to be created. The numbers one through five indicate
which week before or after the current week ending date the
timesheet is to be created for.

The current Week Ending Date is noted on the label to the right of
the button selections; which in this case is January 21% 2011.

After/Before Selection Two radio buttons used to indicate whether the timesheet to be
created covers a period before or after the current week ending
date (so, in the past or future).

Exit Exits the screen and returns you to the Main Menu screen.

Create Record Creates a blank Timesheet for the indicated Week Ending Date.
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This screen provides you with the ability to create a blank timesheet up to five weeks in the past
or future of the current Week Ending Date, with that date noted in the screen label to the right of
the week(s) selection buttons. Once you have selected the number of weeks in the future or
past for which you wish to create the Timesheet, you can click the Create Record toolbar button
to create the timesheet.

For the example shown, you would be requesting that a new Timesheet be created for one
week after the Week Ending Date of January 21%, 2011 -- that is, January 28", 2011. After the
Create Record button has been clicked, you would be presented with the following confirmation
message:

If you clicked “Yes”, a blank Timesheet for the indicated Week Ending Date would be created in
the database for you, with the following confirmation message displayed:

After clicking the Ok button, you would then be returned to the Create Future Timesheet screen,
where you could select another future week or exit the screen as desired. Since a timesheet
now exists for the week following the current Week Ending Date, the radio button option for ‘one
week after’ the current Week Ending Date will be disabled, as shown:
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Only weeks for which timesheets are not yet present will be available for selection, with all other
week options greyed out and disabled. Since timesheets will already have been created for
each week you have saved your time in the past, you will almost always see all past timesheet
options for ‘weeks before’ greyed out and disabled, as in this example:

Conversely, if a previous week’s timesheet has been missed, you will see that option enabled

and available for selection, as in this example with time entry for the two previous weeks having
been missed:

If you need to create a timesheet more than five weeks in the past or future, contact your
office’s Senomix Timesheets Administrative user to have that person create a record for you
with the required Week Ending Date.
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3.10 - Expense Claim Entry Screen

The Expense Claim Entry screen enables you to create a new or edit an existing Expense Claim
and is reached by either clicking the “Expense Claim” button on the Management Sub-Menu
screen or the “Edit Claim” button on the Expense Claim Detail screen.

The Screen elements and toolbar buttons displayed on this screen are as follows:

Name Indicates the Last and First names of the Employee currently
logged into the Timesheet application and to which the displayed
expense claim is assigned. This value is non-editable.

Claim Date Indicates the date provided for the expense claim. This is typically
the date on which the expense claim is entered in the system but
can be changed to fit whichever date you would prefer.

This date must occur on or after the individual dates provided for
the expense claim items. For example, in the screen shown
above, the Claim Date has been entered as January 31%, 2012,
with the entry items in the claim noted as being between January
24™ 2012 and January 28", 2012.

58



Senomix Timesheets

Project

Activity

Task

Expense Type

Item Date

Item Description

Bill

Amount

Vendor

Timesheet Application
Users Guide

Indicates the column of Project biling codes used for a given
expense claim entry.

Unlike a Timesheet, an expense claim can have many entries
which share the same Project, Activity and Task values.

Indicates the column of Activity billing codes used for a given
expense claim entry. Each Activity is related to its corresponding
Project billing code.

Indicates the column of Task biling codes used for a given
expense claim entry. Each Task is related to its corresponding
Project and Activity billing codes.

Indicates the type of expense which the individual expense claim
entry represents. Expense Types are added and edited using the
Administration application and can define any type of expenses
recognized by your office.

An option of “<< NONE >>" is also available if none of the provided
Expense Types apply to your entry (Note: If you will be importing
expense claim records into QuickBooks Vendor Bills, an Expense
Type must be selected here -- a value of ‘none’ will not be
accepted by QuickBooks).

Indicates the date of the individual expense claim item.  This
would typically be the date on which the expense was incurred.

Indicates the details of a given expense claim entry. Each Item
Description provides space for 1,000 characters and must be
provided for the expense claim entry to be acceptable.

A checkbox indicating whether or not the expense claim item is to
be considered Billable.

The cash amount of the individual expense claim item.

This value can be positive, negative or zero-value as appropriate
for the particular expense claim item.

For example, a cash credit provided in advance for a business trip
could be entered as a negative number to indicate cash already
provided to cover the noted expenses. Similarly, a zero-value
could be entered to indicate items which were received for no cash
outlay but which the user would like to indicate as received (for
example, gifts received on a trip).

Indicates the Vendor from which the expense claim items were
received. If no particular Vendor is to be applied to a given
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expense claim, the value of “<< NONE >>" can be selected (Note:
If you will be importing expense claim records into QuickBooks
Vendor Bills, a Vendor must be selected here -- a value of ‘none’
will not be accepted by QuickBooks).

Total The sum total of all expense claim item amounts.

Exit Exits the screen and returns you to the Management Sub-Menu or
(as described in Section 3.8) the Expense Claim Listing screen.

Clear Clears all items listed on the Expense Claim screen, allowing you
to replace a previously saved record with new data.

If an expense claim record was already saved and is being edited
by you, this button clears the edited claim to allow the re-entry of
data. If you then click the ‘Save’ button, the newly entered data will
replace the expense claim which was being edited.

To create a new expense claim, return to the Management Sub-
menu screen and click the “Expense Claim” button. The ‘Clear’
button will not create a new expense claim record.

Save Saves the expense claim on the Senomix Timesheets server as it
was entered. After the record save has been completed, the
screen will be closed and return you to the Management Sub-Menu
or (as described in Section 3.8) the Expense Claim Listing screen.

Scroll Bar To the right of the expense claim entry grid is a scroll bar which
allows you to view expense claim entries which lie above or below
the visible screen. If more than six expense claim items are listed
in the table, the scroll bar will display an indicator bar which can be
moved up or down to adjust the entry grid as desired.

The Expense Claim Entry screen operates much like the Timesheet Entry screen, with billing
codes used to identify the Project (or specific Activity or Task, if such detail is required) to which
a given expense is applied, and Expense Type and Vendor selections allowing description of
the type of expense being recorded

For a detailed explanation of how the billing codes of this screen can be used, refer to the
Timesheet Entry screen in Section 3.3.

As with Timesheet entry, an Expense Claim item can be noted as being billable or non-billable,
and there is no limit to the number of entries which can be included. As new rows are required
for entry they will be automatically added to the end of the table window, with the scroll bar
allowing the display of rows as required.

The minimum amount of detail required for an entry row to be acceptable is a billing code
Project selection, an Expense Type, an Item Date, an Item Description and an Amount.
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It is expected that amounts for individual expenses are listed on different entry rows, with tax
amounts entered separately for reporting purposes. For example, the cost of a hotel stay could
be entered as follows, with a separate line provided to indicate an amount for a Goods and
Services Tax applied to the base amount of that expense:

Amounts entered under those different expense types could then be reported on by using the
Expense Claim reports tools available in the Administration and Reports applications (as
described in the Administration Application Users Guide).

Note: It is assumed that an Expense Claim will be entered using a company’s native
currency , with any required currency conversion noted with an additional Description entry in
the claim (e.g. “Receipts for Hotel Accommodation and Rental Car were converted from U.S.
dollars to Canadian at a rate of 1.0435”). Negative amounts can also be reported in the
Expense Claim to account for claim-reducing items such as the pre-payment of an Expense
Claim, as shown here:

In this case, the amount entered is neither billable nor applicable to a given expense type. The
entered line has “<< NONE >>”" selected for the type of expense, with the Bill. checkbox left un-
ticked.

After you have entered the detail for your Expense Claim, click the green Save toolbar button to
save the record. After your record save has been completed, the following confirmation
message will appear:

This indicates that the Expense Claim entry process has been completed, with the entered
Expense Claim information now saved on the server. Once you click the “Ok” button, the
Expense Claim Entry screen will exit and return you to either of the Management Sub-Menu or
Expense Claim Listing screens, depending upon whether you entered a new Expense Claim or
edited an old.

If you wish to change your Expense Claim entries, you need only enter the Expense Claim
Listing screen and select your claim from the available listings in the table window (as described
in Section 3.11). An Expense Claim can be updated as many times as you would like until the
administrator of the system approves the claim (and so makes it non-editable).
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Expense Claim Restrictions
A Project, Expense Type, Item Date, Description and ~ Amount must be provided
If an expense claim item is missing one of its mandatory detail elements, a corresponding error

message will be displayed when attempting to save the record. For example, if an Expense
Type was left blank for an entry, the following message would appear:

Once ‘OK’ is clicked, the missing expense claim item will be selected for your adjustment.

No More than Two Decimal Places are Permitted

If an Expense Claim Amount is entered with more than two decimal places of precision (for
example, 125.399), the following error message will be displayed:

Once 'Ok’ is clicked, the cursor will then highlight the Amount field in which the precision error
has been made.

Entry Dates Must Occur On or Before the Claim Date
The dates provided for the individual expense claim entry items must occur on or before the
date provided for the expense claim itself. For example, if an expense claim item was set with a

date of January 23" 2012, with the claim itself being listed with a Date before that time of
January 10", 2012, the following error message would be displayed:

Once ‘OK’ is clicked, the cursor will then highlight the Claim Date to allow correction of that
information.
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3.11 - Expense Claim Listing Screen

The Expense Claim Listing screen enables you to review all Expense Claims currently stored for
you in the system. An Expense Claim of interest can be examined in detail and updated if
desired.

The screen elements and toolbar buttons displayed on this screen are as follows:

Employee No. Indicates the Employee Number of the Employee corresponding to
the selected Expense Claim and is non-editable.

Employee Name Indicates the Last and First names of the Employee corresponding
to the selected Expense Claim and is non-editable.

Claim Date Indicates the date entered for the Expense Claim record and is
non-editable.
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Indicates the uniquely identifying Expense Claim Id which is used
by the Senomix system to track the Expense Claim within the
database. This value is non-editable and generated by the system
itself.

Indicates the current edit status of the selected Expense Claim. A
value of “Pending” indicates that the expense claim has not yet
been approved by an administrator. A value of “Disapproved”
indicates that the claim has been rejected by an administrator.

Indicates the username of the last user to change the Expense
Claim's contents. If the Expense Claim has been disapproved
(and has not yet been re-edited by another user), this value will
indicate the administrative user who rejected the claim.

Indicates the date and time on which the last update of the
Expense Claim’s contents occurred. If the Expense Claim has a
status of “Disapproved” (and has not yet been re-edited by another
user), this value will indicate the date and time on which the claim
rejection was performed.

Exits the screen and returns you to the Main Menu screen.

A pushbutton which leads to the read-only Expense Claim Detail
screen.

Once an Expense Claim record has been selected, all Expense
Claim entries (that is, the Project, Activity, Task, Details, Base and
Tax amount values submitted by an employee for their claim)
associated with that Expense Claim can be viewed by clicking this
button.

Selects the Previous Expense Claim record displayed in the lower
table window of the screen.

Selects the Next Expense Claim record displayed in the lower table
window of the screen.

All data fields on this screen are non-editable. If you wish to examine the details of a particular
Expense Claim, select the record of interest from the table window and then click the “Details”
toolbar button to be brought to the Expense Claim Detail screen.

Ordering Listed Expense Claims

The order in which Expense Claim records are displayed in the listing screen can be toggled
between chronological and reverse chronological order by clicking the column header labeled
“Claim Date”. The grey arrow beside the column header text indicates the order in which the

records are displayed.
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3.12 - Expense Claim Detail Screen

The Expense Claim Detail screen provides you with the ability to review the contents of an
Expense Claim. The screen is reached through the "Expense Claim Listing" screen by selecting
a record of interest and clicking the Details toolbar button.

The expense claim elements and toolbar buttons displayed on this screen are as follows:

Name Indicates the Last and First names of the Employee corresponding
to the displayed expense claim.

Claim Date Displays the Claim Date provided for the expense claim record.

Project Indicates the column of Project billing codes used for a given
expense claim entry.

Activity Indicates the column of Activity billing codes used for a given
expense claim entry. Each Activity is related to its corresponding
Project billing code.

Task Indicates the column of Task biling codes used for a given

expense claim entry. Each Task is related to its corresponding
Project and Activity billing codes.
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Indicates the type of expense which the individual expense claim
entry represents.

Indicates the date of the individual expense claim item.

Indicates the details of a given expense claim entry. Each Item
Description provides space for 1,000 characters and must be
provided for the expense claim entry to be acceptable.

A checkbox indicating whether or not the expense claim item is
considered Billable.

The cash amount of the individual expense claim item.

Indicates the Vendor from which the expense claim items were
received.

The sum total of all expense claim item amounts.

Exits the screen and returns you to the Expense Claim Listing
screen.

Gets a printable, signable copy of the expense claim, as described
below.

Turns the Expense Claim Detail screen into an editable expense
claim (as described in Section 3.10, Expense Claim Entry Screen).
If the Expense Claim has been “Approved”, the record is locked
form further edits and this button will be disabled.

To the right of the Expense Claim entry grid is a scroll bar which
permits you to view Expense Claim entries which lie above or
below the visible screen. If more than six Expense Claim entries
are listed in the table, the scroll bar will display an indicator bar
which can be moved up or down to adjust the entry grid as desired.

This screen provides you with the ability to examine an expense claim's entries or obtain a
printable record to submit with the given claim’s receipts. All data displayed is read-only and
available only for reference purposes.

If the expense claim has not yet been Approved, the toolbar button Edit Claim will be enabled.
Clicking the Edit Claim button will load the displayed expense claim into the Expense Claim

Entry screen.
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For example, with the screen shown above, clicking the Edit Claim toolbar button would present
you with the following edit screen:

You can then modify the expense claim’s contents (as described in detail in Section 3.10) and
save or cancel your changes as desired. Upon exiting this edit screen, you would be returned
to the Expense Claim Listing screen, where you can select another expense claim for review.

If a Project, Activity, Task, Expense Type or Vendor has been inactivated by an administrator
(or otherwise blocked from use), it will still be displayed in the detail screen. Within the editable
Expense Claim Entry screen itself, that inactivated code will be available for viewing only in the
expense entries which were previously saved, with the inactive code located at the very bottom
of the combo box selection list for the corresponding Project, Activity, Task, Expense Type or
Vendor. This allows you to re-save a claim which had previously recorded elements to those
inactivated items, but does not permit the entry of new elements corresponding to the inactive
code.
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Obtaining a Printed, Signable Expense Claim

If your office or client site requires a physical, signed copy of an Expense Claim, a printable
claim can be generated at any time by clicking the Get Printable toolbar button of this screen.
Once this toolbar button has been clicked, a formatted report will be created and automatically
opened in your choice of web browser or Microsoft Excel. The resulting file can then be printed
or saved to disk as required.

For example, the expense claim listed above would create the following print-ready HTML report
after the “Get Printable” toolbar button had been clicked:

The Project, Activity and Task values shown will be formatted to display (or not display) the
respective ldentifier values to match the preferences of your expense claim screen at the time it
was printed.

As described in Section 3.13, you can change your application settings to default output of the
printable expense claim to Microsoft Excel or your choice of web browser for printing.
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3.13 - Application Settings Screen

The Application Settings screen provides you with the ability to change the settings of your
account and is reached by clicking the "Settings" pushbutton on the Main Menu screen.

The Application Settings elements displayed on this screen are as follows:

Server Address

Enable Tooltips

Display
Identifier for
Projects

Indicates the I.P. address of the Timesheets Server to which you are
currently connected. This field is non-editable and displays the I.P. address
in the standard xxx.xxXx.Xxx.xxx format.

This check box enables you to turn the Tool Tips feature of the Timesheet
Application On or Off. A check mark in this box, as shown in the example,
indicates that Tool Tips are currently set to On and will be displayed if you
pause your mouse pointer over a screen element with associated Tool Tip
text.

Sets your preference for displaying a Project billing code’s identifier along

with the code’s full description in combo box selection lists. If set to off, only
the full description of the Project will be shown.
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Sets your preference for displaying an Activity or Task billing code’s
identifier along with the code’s full description in combo box selection lists.
If set to off, only the full description of the Activity or Task will be shown.

As described in Section 3.4 (Senomix Stopwatch), if this checkbox is set ‘on’
the Senomix Stopwatch will record a timestamp in the comment associated
with its timesheet entry hours whenever the stopwatch is started or stopped.

This checkbox enables you to set the currently logged in account as the
default for your computer. A checkmark in this box indicates that the
application is defaulted to connect to the Timesheets Server with your
current account and will not display a login screen when the application is
started. With this checkbox On, when the “Timesheet Entry” icon is clicked
in your Windows Start Menu to launch the application, the program will start
at the Main Menu screen and not display a Login screen.

To present the login screen (and allow the application to be switched
between users on the same computer), this checkbox should be set to Off,
as is shown here.

Opens the Change Password dialog box, allowing you to change your
account’s login password.

This Report Default option will set all system reports to default to HTML
formatted output when available. For single printable timesheets, this
selection will result in a printable timesheet opened for display in your choice
of web browser.

This Report Default option will set all system reports to default to XML
formatted Excel Spreadsheet output when available. For single printable
timesheets, this selection will result in a printable timesheet opened for
display in Microsoft Excel.

This Report Default option will set all system reports to default to
unformatted text output when available.

Opens the Report Colour Settings screen to allow you to adjust the report
colour output.

When selected, this option sets Senomix Timesheets to display HTML

formatted reports in the Microsoft Internet Explorer web browser whenever
HTML report output is selected for viewing.
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When selected, this option sets Senomix Timesheets to display HTML
formatted reports in the Firefox web browser whenever HTML report output
is selected for viewing. The Firefox web browser must first be installed on
your system for output to be displayed in that application. If Firefox is not
installed, an error message will be displayed to you at the time of report
generation if this option is selected for report output.

When selected, this option sets Senomix Timesheets to display HTML
formatted reports in the Google Chrome web browser whenever HTML
report output is selected for viewing. The Google Chrome web browser
must first be installed on your system for output to be displayed in that
application. If Google Chrome is not installed, an error message will be
displayed to you at the time of report generation if this option is selected for
report output.

This pushbutton is used to save the Settings displayed on-screen. When
this button is clicked, any changes made to the application settings will be
saved to the database and you will be returned to the Main Menu screen.

This pushbutton is used to cancel any changes made to the Application
Settings and return you to the Main Menu screen.

Changing Your Password

Clicking the Change Password button will open Change Password dialog box, as follows:

To change your user account’'s password, enter your current password in the “Old Password”
data field and then enter the new password you would like in both the “New Password” and
“Confirm” data fields. Once you have entered that information, click the “Ok” button to set your
system password to the new value you have chosen.
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3.14 — Report Colour Settings Screen

The Report Colour Settings Screen allows you to customize the colour in which system reports
are displayed, with four system colour presets provided for selection.

The elements displayed on this screen are as follows:

Red /
Green /
Blue

Text /
Background

Report Colours

The numeric Red, Green and Blue fields, displayed in three columns down
the screen, reflect the “RGB” settings for each of the available colour
settings. These settings can be adjusted directly within the fields to change
a system colour, or can be set by clicking one of the available Colour
Selection buttons.

Each column of Red, Green and Blue fields is set on a row which
corresponds with the Text or Background colour of the respective report
element. By adjusting the RGB values in a Text or Background row, the
associated report element colour can also be changed.

This column displays a preview of the RGB colours selected by you, with the
text within each row’'s element describing the area in which the colour will be
displayed (for example, “Title Line” indicates the colours which will appear in
a report’s title). As values are changed in the row’s Red, Green and Blue
fields, the colour of the text and background in these preview fields will
adjust to match your selection.

72



Senomix Timesheets

Colour
Selection
Button

Excel
Colour
Selection
Button

Colour Preset:
Default Settings

Colour Preset:
Easy Reading

Colour Preset:
Excel
Compatible
Colour Preset:
Greyscale

Save Changes

Exit

Timesheet Application
Users Guide

When clicked, the Colour Selection Button opens a Colour Selection dialog
box from which you can select a report colour to use. Once a colour has
been selected, its corresponding screen element in the “Report Colours” row
will change to match that colour, with the Red, Green and Blue values also
changing to reflect the “RGB” value of the colour selected. The Colour
Selection Dialog is described later in this section.

When clicked, the Excel Colour Selection Button opens a Colour Selection
dialog box specifically for selecting colours compatible with Microsoft Excel.
As with the Colour Selection Button, once a colour is chosen in the dialog,
the Red, Green and Blue fields will adjust to reflect the selected RGB value.
The Excel Colour Selection Dialog is described later in this section.

When clicked, the Default Settings colour presets button will set the selected
report colours back to the system default HTML-compatible blue-shade to
which reports are set on the initial installation of Senomix Timesheets.

When clicked, the Easy Reading colour presets button will set the selected
report colours to a palette which is less harsh than a plain black-and-white
text report, and displays a colour highlight for the report ‘foundation’
background. This makes some potentially cluttered reports (such as the
Project Estimates report with Employee information breakdown) easier to
read by highlighting data rows which are surrounded by blank space.

When clicked, the Excel Compatible colour presets button will set the
selected report colours to a palette which fits the 40 colours compatible with
Microsoft Excel.

When clicked, the Greyscale colour presets button will set the selected
report colours to a greyscale shading ideal for use with black and white laser
printers.

This pushbutton is used to save the colour settings displayed on-screen.
When this button is clicked, any changes made to the application settings
will be saved to the database and you will be returned to the calling screen.

Exits the screen without saving any user changes to the report colours.

As mentioned above, report colours can be adjusted by either entering RGB values directly into
the Red, Green and Blue fields which correspond with a report colour, or the colour can be
selected through one of the Colour Selection dialog boxes.

Report colour settings are saved on your PC, so all office users can adjust their report output to
fit their own personal colour preference.
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To select one of 16+ million colours for display on an HTML report, the Colour Selection dialog
can be called as follows:

Through this dialog, you can select one of the 216 web-safe colours by selecting your
preference in the upper colour grid, or they can alternately enter a value in the Red, Green and
Blue fields to enter one of the 16+ million colours which can be displayed in a compatible web
browser. However a colour choice is made, the selected colour will be previewed in the
“Selected Colour” preview box below the colour selection grid.

If you are creating reports using Microsoft Excel v ersions earlier Microsoft Office 2007,
the RGB colours selected for report output may not appear as you expect and the Excel
Standard Colours selection dialog box should be used instead. This dialog displays the 40
colours which are compatible with Microsoft Excel spreadsheets, as follows:

If your office is familiar with advanced palette-setting features for Microsoft Excel, you can also
use the main Colour Selection dialog for setting report colours or enter the RGB value your
office uses in the provided Red, Green and Blue value fields. If a colour is selected which is not
compatible with Microsoft Excel (that is, any colour other than the 40 provided in the Excel
Standard Colours dialog box), Excel will translate that colour to what it believes is the closest
approximation of the shade in its 40-colour palette if a custom palette has not been specified.

As that automatically translated colour may not be what you expect for MS Excel versions
earlier than 2007, it is best to only use the Excel Standard Colours when setting system colours
for use with those earlier versions. Your Microsoft Excel documentation will describe in detail
how to set custom colour palettes for your office if you would prefer output which is more
colourful.
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3.15 - About Screen

The About screen provides basic information about the version of the Timesheet system as well
as the company to which the software is registered. The screen is reached by clicking the
"About" button on the Main Menu screen.

The Screen elements displayed on this screen are as follows:

Exit Exits the screen and returns you to the Main Menu screen.
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3.16 - Timesheet Approval

The Timesheet Approval screen allows a manager to approve the timesheets of individuals
placed in the scope of their responsibility (as described in the Administration Application Users
Guide Section 5.3 under the heading “Assigned Users”).

The screen itself operates much like the Timesheet Listing screen, with all non-approved

timesheets for employees assigned to the user listed in the table window. The screen is
reached by clicking the "Approve Timesheets" button on the Management Sub-Menu screen.

The screen elements and toolbar buttons displayed on this screen are as follows:

Employee No. Indicates the Employee Number of the Employee corresponding to
the selected Timesheet.

Employee Name Indicates the Last and First names of the Employee corresponding
to the selected Timesheet.

Week Ending Dt Indicates the Week Ending Date of the selected timesheet in the
format DD / MON/YYYY.
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Indicates the current edit status of the selected Timesheet (either
“Pending” or “Disapproved” -- “Approved” records are not displayed
on this screen).

Indicates the uniquely identifying Timesheet Id which is used by
the Timesheets system to track the record within the database.
This value is non-editable and generated by the system itself.

Indicates the username of the last user to change the Timesheet's
contents. If the Timesheet has a status of “Disapproved”, this
value will indicate the administrative user who Disapproved the
Timesheet.

Indicates the date and time on which the last update of the
Timesheet's contents occurred. If the Timesheet has a status of
“Disapproved”, this value will indicate the date and time on which
the disapproval was performed.

Exits the screen and returns you to the Management Sub-Menu.

Opens the read-only Timesheet Detail screen, allowing you to
review the selected timesheet prior to approval.

Prompts you to approve the selected timesheet record.

Selects the Previous Timesheet record displayed in the lower table
window of the screen.

Selects the Next Timesheet record displayed in the lower table
window of the screen.

Only timesheet records which are awaiting approval will appear in this screen.

To review a timesheet prior to approval, select the record of interest and click the “Details”
screen. The timesheet will then be opened in a read-only timesheet details screen, as with the
Timesheet Listing screen, allowing you to review the record’s contents.

To approve a timesheet, select the record to approve and click the green “Approve” toolbar
button. After clicking that button, a message prompt will appear:
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If you are ready to approve the timesheet, click “Yes”. Once your approval has been registered
on the system server, a confirmation message will appeatr:

After clicking the “Ok” button, you will then be returned to the Timesheet Approval screen to
continue your review of the available timesheets.

Once a timesheet has been approved, it will be removed from the table window. For example, if
approving the timesheet selected for Tycho Brahe in the screen shot above, on returning to the

screen after approval you would see the record has been removed, with only records for
Johannes and Geoff awaiting approval:

Once all listed timesheets have been approved, you will be informed that no further records
remain:

And the Timesheet Approval screen will be closed.
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4.0 - How Do I...7?

This section has been provided to serve as a quick reference for tasks which are commonly
performed by this application. A summary of these tasks is provided under the headings listed
here, with detailed descriptions of the respective system screens and their functionality to be
found in elsewhere in this document.

Enter a Timesheet

To Enter a Timesheet for the current system-wide Week Ending Date:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Timesheet”. The Timesheet Entry screen will be displayed;
Check that the Week Ending Date of the Timesheet you wish to enter matches the value
shown in the data field named “Week Ending”;

Follow the instructions in Section 3.3 to enter your Timesheet information;

Click the “Save” toolbar button;

A message box will appear indicating that your Timesheet has been successfully saved.

Set the Senomix Stopwatch to Automatically Record T ime

To set the Senomix Stopwatch to automatically record time as a background process:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Stopwatch Timer”. The Senomix Stopwatch screen will be
displayed;

As described in Section 3.4, select the billing code to which you would like to record time
and click the green “Start Recording Time” button;

The system will now be automatically recording time to the billing code you have
specified. You can now either leave the stopwatch on-screen or click the “Hide
Stopwatch” button to send the screen to your Windows system tray.

Set a Default Timesheet Layout

To save a Timesheet'’s billing code settings to be used from one week to the next:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Timesheet”. The Timesheet Entry screen will be displayed;
Follow the instructions in Section 3.3 to select the set of Project, Activity and Task billing
codes which you wish to have set as your default Timesheet template from week-to-
week.

Click the “Set As Default” toolbar button;
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A message box will appear indicating that your Timesheet defaults have successfully
been set.

Change or Enter a Previous Week’s Timesheet

To change or enter a Timesheet from a previous week (for example, to cover a period of time
you were out of the office):

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Timesheet List”. The Timesheet Listing screen will be
displayed, listing all Timesheets registered for you in the system;

Select the Timesheet to change from the lower table window of the Timesheet Listing
screen. If the Timesheet you wish to change is not listed in that screen, create the
timesheet as described for the Create Past Or Future Timesheet screen;

Confirm that the Timesheet is not approved and locked from further edits by checking
the data field named Status to see that it reads “Pending” or “Disapproved” and not
“Approved”. If the Timesheet is Approved, request that your system administrator
disapprove the Timesheet to unlock it;

Once the Timesheet to be edited has been selected and confirmed to be non-approved,
click the “Timesheet Details” toolbar button. The Timesheet Detail screen will appeatr;
Review the Timesheet displayed to confirm it is the Timesheet you wish to change.
Click the “Edit Timesheet” toolbar button. The Timesheet Entry screen will be displayed;
Follow the instructions in Section 3.3 to enter your Timesheet information;

Click the “Save” toolbar button. A message box will appear indicating that your
Timesheet has been successfully saved.

Create a Future Timesheet

To create a Timesheet which covers a future billing period (for example, to cover an expected
period of vacation or travel when you anticipate being out of the office):

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Management”. The Management Sub-Menu screen will be
displayed;

Click the button labeled “Off-Week Filing”. The Create Past Or Future Timesheet screen
will be displayed;

Note the Week Ending Date displayed on the screen and, using the Week(s) buttons,
select the number of weeks after the displayed Week Ending Date for which you wish to
file your timesheet in advance;

Click the “Create Record” toolbar button;

A confirmation message will appear which notes the date for which the Timesheet is to
be created. Confirm that the date is correct and click the ‘Yes' button on that
confirmation message box;

A message box will appear which indicates that your Timesheet has been created. Click
“Ok” on that message box to return to the Create Past Or Future Timesheet screen;
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Click the “Exit” toolbar button to return to the Management Sub-Menu screen; click the
‘Back’ button to return to the Main Menu screen;

Click the button labeled “Timesheet List”. The Timesheet Listing screen will be
displayed;

You will see a Timesheet record with the Week Ending Date just entered listed in the
lower table window of the listing screen. Select that Timesheet and click the “Details”
toolbar button. The Timesheet Detail screen will appear, with all billing code fields on
that screen shown to be blank;

Click the “Edit Timesheet” toolbar button. The Timesheet Entry screen will be displayed;
Follow the instructions in Section 3.3 to enter your Timesheet information;

Click the “Save” toolbar button. A message box will appear indicating that your
Timesheet has been successfully saved.

Create a Missed Past Timesheet

To create a Timesheet which covers a billing period you have missed:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Management”. The Management Sub-Menu screen will be
displayed;

Click the button labeled “Off-Week Filing”. The Create Past Or Future Timesheet screen
will be displayed;

Note the Week Ending Date displayed on the screen and, using the Week(s) buttons,
select the number of weeks before the displayed Week Ending Date for which you wish
to file your timesheet;

Click the “Create Record” toolbar button;

A confirmation message will appear which notes the date for which the Timesheet is to
be created. Confirm that the date is correct and click the ‘Yes’ button on that
confirmation message box;

A message box will appear which indicates that your Timesheet has been created. Click
“Ok” on that message box to return to the Create Past Or Future Timesheet screen;
Click the “Exit” toolbar button to return to the Management Sub-Menu screen, click
‘Back’ to return to the Main Menu screen;

Click the button labeled “Timesheet List”. The Timesheet Listing screen will be
displayed;

You will see a Timesheet record with the Week Ending Date just entered listed in the
lower table window of the screen. Select that Timesheet and click the “Details” toolbar
button. The Timesheet Detail screen will appear, with all billing code fields on that
screen shown to be blank;

Click the “Edit Timesheet” toolbar button. The Timesheet Entry screen will be displayed;
Follow the instructions in Section 3.3 to enter your Timesheet information;

Click the “Save” toolbar button;

A message box will appear indicating that your Timesheet has been successfully saved.

Note: If you would like to create a timesheet for a period which is more than five weeks in the

past, you will need to contact your Senomix Timesheets administrator to create that record for
you in the Administration application.
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Approve Timesheets for Employees Who Report to Me

If you have had system users assigned to you for timesheet approval (through the Assign Users
option in the User Administration screen of the Administration application), you can review and
approve the timesheet records for those individuals by following these steps:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Management”. The Management Sub-Menu screen will be
displayed;

Click the button labeled “Approve Timesheets”. The Timesheet Approval screen will be
displayed (listing all non-approved timesheets for individuals in your scope of
responsibility), or the message “There are no timesheets awaiting your approval” will be
shown if no timesheets are available for your approval,

Using the Timesheet Approval screen (as described in Section 3.16 of this guide),
review the timesheets of interest to you and click the green “Approve” button when you
are ready to grant your approval. After following the message prompts which appear,
the timesheet will then be approved (or disregarded) as you have selected. Once a
timesheet has been approved, it will be removed from the list of timesheet records
awaiting your approval.

Submit an Expense Claim

To Submit an Expense Claim:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed. Click the button labeled “Management”. The Management Sub-Menu screen
will be displayed;

Click the button labeled “Expense Claim”. The Expense Claim Entry screen will be
displayed;

Follow the instructions in Section 3.10 to enter your Expense Claim information;

Click the “Submit Claim” toolbar button;

A message box will appear indicating that your Expense Claim has been successfully
submitted.

Get a Printed, Signable Copy of a Timesheet

To obtain a signable, printed hard-copy of a Timesheet:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Timesheet List”. The Timesheet Listing screen will be
displayed, listing all Timesheets registered for you in the system;

Select the Timesheet you wish to print from the lower table window of the Timesheet
Listing screen;
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Click the “Details” toolbar button. The Timesheet Detail screen will appear;

Click the “Get Printable” toolbar button. A print-ready copy of the selected Timesheet
will then be displayed in your web browser or Microsoft Excel as determined by your
application preferences.

Change My Password

To change your Senomix Timesheets account password:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Settings”. The System Settings screen will be displayed;

Click the button labeled “Change Password”. The Change Password dialog will be
displayed;

Enter your current password in the “Old Password” data field;

Enter the new password you would like in both the “New Password” and “Confirm” data
fields. Your new password must be four or more characters in length;

Click the “Ok” button. Your system password will now be set to the value you have
chosen.

Set the System to Automatically Log In With My Acco  unt

To have the Timesheet Entry application automatically log in to the Server with your username
and password and not display a login screen:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Settings”. The Application Settings screen will be displayed,;
Click the “Set Auto Login” checkbox to On and click the “Save Changes” button. The
Application Settings screen will close and return you to the Main Menu screen;

The application will now be set to automatically log into the system with your username
and password the next time you start the program.
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Record a Timestamp When | Start and Stop the Stopwa  tch

To have the Senomix Stopwatch automatically record a timestamp to indicate when a time
recording session was started and stopped:

Log into the system (As described in Section 3.1). The Main Menu screen will be
displayed;

Click the button labeled “Settings”. The Application Settings screen will be displayed,;
Click the “Timestamp Entry Comments on Stopwatch Start/Stop” checkbox to On and
click the “Save Changes” button. The Application Settings screen will close and return
you to the Main Menu screen;

The Senomix Stopwatch will now be set to automatically record a timestamp to the
timesheet entry comments whenever the stopwatch is started or stopped.

Set Reports to Automatically Open in Microsoft Exce I

To set system reports to automatically open in Microsoft Excel, adjust your report output
preference in the Application Settings screen (as described in Section 3.13).
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