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1.0 — Purpose of this Document

This guide introduces a reader to the Senomix Timesheets BlackBerry time entry application. It

is assumed the reader is familiar with the Senomix Timesheets desktop application and
frequent references to the desktop system are made in this document.

If you are not yet familiar with Senomix Timesheets, we recommend reviewing the Timesheet
Entry Users Guide available for download on the documentation page of the Senomix web site:

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

2.0 — Installation

The Senomix Timesheets BlackBerry application follows the standard process for BlackBerry
application installation. A detailed overview of how to place the Senomix Timesheets time entry

application on your device can be found in the installation guide included with this software.
That guide is also available for download at the link referenced above.
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3.0 — Overview of Senomix for BlackBerry

As with the desktop Senomix Timesheets system, the Senomix for BlackBerry application
communicates with a central “server” program which is used to collect all timesheet data in your
office. That server program runs on a computer on your own office network, with all data
entered in your BlackBerry device automatically transferred to that computer (so no
synchronization of your device is required).

Son— Office Network |
Employee 2 Senomix

- ——» B

Employee 3

Senomix Timesheets for BlackBerry can be used on any BlackBerry device which supports the
BlackBerry operating system 4.7 or later (with the exception of the BlackBerry Storm O 95*
models , which are not supported).

If you are evaluating Senomix Timesheets for BlackBerry and do not yet have a server program
for your office, the evaluation version of Senomix Timesheets (available for both Windows and
Mac OS X) can be downloaded at no charge from the Senomix web site at:

WWW.Senomix.com

Once that server has been installed and configured for internet access, you will be able to
connect your BlackBerry to the Senomix Timesheets Server as if you were using any other
remote Senomix client application. Information entered in your Senomix BlackBerry application
is automatically saved on your system server so no desktop synchronization is required
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3.1 - Using Senomix Timesheets for BlackBerry

All screens of the Senomix for BlackBerry application can be navigated through either using
your BlackBerry's track wheel, the device’'s keyboard or through a touch-screen. Hotkeys are
available on all system screens, with keys identified with an underlined letter where possible.
For example, on the application’s Main Menu:

Timesheet

Stopwatch
Senomix |
Timesheets| I T
f About W

Each of the available buttons can be activated by either highlighting the button and clicking the
BlackBerry track wheel, tapping the button on your touch-screen, or by typing the hotkey
corresponding with the desired button. As shown above, the “Timesheet” button has been
highlighted and that button can also be activated by clicking the “t” key on your keyboard.

The screen itself can be exited by using your BlackBerry’'s ‘escape’ key:

That key will be referred to in this document as the ‘esc’ key.
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The hotkeys available for each system screen are summarized beneath the first screenshot
provided in each section of this document.

Whenever the Senomix Timesheets application needs you to wait while it communicates with
the Timesheets Server, an hourglass icon will be displayed in the middle of your screen, as with
this system login:

Senomix Timesheets Login

Username: [JARIE
Password: F***

Server IP Address: 4.18.74.46

X Server

Login to

Network Type: | Direct TCP - No APN required

Help

Whenever an hourglass icon appears, please wait a few seconds while your data is loaded or
timesheet information saved. The result of your action will be displayed on-screen once it has
been completed.

Both the Senomix Timesheets Server program and the associated BlackBerry application must
be the same version. For example, if your office has Senomix Timesheets v4.1 installed, your
Senomix Timesheets BlackBerry app must also be a 4.1 version. If the Senomix Timesheets
Server is a different version than your application, an error message will be displayed when you
attempt to log in:

Senomix Timesheets Login

Your office's Senomix Timesheets
Server is not compatible with this
app.

To log in, your server and BlackBerry

app must be the same Senomix
Timesheets version.

Please contact your system
administrator to correct this.

To resolve that block, you should install the Senomix Timesheets for BlackBerry application
which matches your office’s Senomix Timesheets Server version.
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How much network data does Senomix Timesheets use?

The first time the application is started on your BlackBerry, a brief information message will be
shown:

Senomix Timesheets Login

Please note: Being a networked
application, Senomix Timesheets will
use some of the bandwidth under
your BlackBerry service plan.

This will typically be less than Tmb

per month (see the Senomix guide
for details).

As described, Senomix Timesheets uses your BlackBerry's network connection and so will use
some of the bandwidth under your service plan.

Senomix Timesheets will typically use less than 1kb of data for each timesheet saved, with the
amount of data transmitted to your BlackBerry on system login depending upon the number of
projects listed in your system. For an office with around 100 active projects, approximately 5kb
of data would be transmitted to your BlackBerry when logging in to the system.

So, how much data would be used under your BlackBerry service plan each month?

Summarizing in ‘plain English’: For a typical office, if you logged in to Senomix Timesheets
every day of the week (Monday through Sunday) and saved a timesheet twice each hour for
every hour you were awake, you would end up using approximately 1 megabyte (mb) of your
BlackBerry data plan’s bandwidth during that month. That works out to about 20% the size of a
typical mp3 song file and is far less than 1% of the data transfer available under a 500mb
BlackBerry service plan.

If you have any questions about the data volume of Senomix Timesheets, please contact us at
support@senomix.com and we will be happy to answer whatever questions you might have.
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4.0 - Logging in to Senomix Timesheets for BlackBer ry

The Senomix Timesheets login process for BlackBerry devices is much the same as for your
Senomix desktop applications. Each user connects to the Timesheets Server with their
assigned username and password, with your office’s server IP address provided for login.

Once your login information has been entered, Senomix Timesheets will remember your
settings and automatically fill in your username, password and server IP the next time you
open the application. You can also set Senomix Timesheets to automatically log you in to the
system (bypassing the Login screen entirely) or to not remember your login password if you
would prefer to enter that information yourself when connecting. Information on configuring
those options can be found in the Preferences screen discussed elsewhere in this document.

Senomix Timesheets Login

Username:
Password:

Server IP Address:

Network Type: | BlackBerry Internet Service

Help

Unlike internal office connections, the “Server IP Address” entered for system login will be the
external IP address of your office’s router or internet access point. BlackBerry devices
connect to your Senomix Timesheets server through t he internet and so your server
computer must be configured for external internet access (as you would do to allow an
employee to access the system from home, a client site or hotel).

If you already have employees connecting to Senomix Timesheets through the internet,
no adjustments will be needed to allow access from your BlackBerry.

Instructions for configuring external access to your Senomix Timesheets server through the
internet can be found in the Installation Guide included with your Senomix Timesheets Server
and also available for download from the documentation page of the Senomix web site:

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

As with the Senomix Timesheets desktop application, once your username, password and
server IP address have been entered, you can click the “Login to Senomix Server” button to
connect to the server. Once your connection has been completed, you will be presented with
the Main Menu screen of the application as described in Section 5.0
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4.1 - BlackBerry Network Type

The only difference between the standard Senomix Timesheets login screen and that used for
BlackBerry is the addition of “Network Type” information. The network type identifies how your
BlackBerry connects to the internet through your carrier’s network.

By default, Senomix Timesheets is set to use the BlackBerry Internet Service (BIS) to handle
your connection. Since almost all service providers have implemented that network service, you
should be able to log in to Senomix Timesheets without needing to specify any other network
type. Simply enter your username, password and Timesheets Server IP address in the login
screen while leaving the network type at “BlackBerry Internet Service” and a connection should
be made to your office’s Senomix Timesheets Server within a few seconds.

If you experience connectivity problems when using the BlackBerry Internet Service
connection type, we recommended you try using the Direct TCP connection option instead.

If you have any questions about connecting to
Senomix Timesheets from your BlackBerry:

Please contact us at support@senomix.com

4.1.1 - Direct TCP Connections

If your service provider does not provide access to the BlackBerry Internet Service (or if you
experience connectivity problems when using BIS), you can connect in to Senomix Timesheets
using Direct TCP. Many modern BlackBerry telecom networks (such as those using CDMA
technology) do not require any information to connect to the internet via Direct TCP, and that
network type (with ‘no APN required’) can be selected through the Connection Type screen.
Clicking the Network Type button from the login screen will open the BlackBerry Network
Settings screen, which presents you with a number of different options to configure your internet
access:

BlackBerry Network Settings

ideggiisny BlackBerry Internet Service

APN Name:
APN Username:
APN Password:

Service Book ID:

Help

Save Close
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Clicking the “Network Type” button on that screen will allow you to select the different types of
network access which are available for BlackBerry devices:

I] Select Connection Type

Direct TCP - No APN required

Direct TCP - APN needed

Direct TCP - APN with authentication
BlackBerry Enterprise Server (BES)
BES - Manual service book selection
Wi-Fi

In almost all cases, if the BlackBerry Internet Service is not available to you, you will want to
select one of the “Direct TCP” options. A selection can be made by scrolling your device’'s
trackwheel and clicking to select your highlighted option.

The Direct TCP option to select for your device depends upon the network settings for your
BlackBerry carrier. If you do not know which configuration your BlackBerry carrier users to
connect your device to the internet via Direct TCP, please call your carrier's technical support
and ask:

“What Access Point Name (APN) is required to connec  t my BlackBerry to the internet?”

If your carrier tells you that no APN information is required to connect your BlackBerry to the
internet, you can select the “Direct TCP - No APN required” setting.

If your carrier provides you with an APN name but no authentication username or password
information, you will want to select the “Direct TCP - APN needed” option, which will return you
to the Network Settings screen as follows:

BlackBerry Network Settings

| Network Type:™| Direct TCP - APN needed

APN Name:
APN Username:
APN Password:

Service Book ID:

Help

Save Close
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The APN Name field is now enabled and you can enter the APN provided by your carrier at that
location. For example, if your BlackBerry is using the Rogers telecom network, you would likely
be told to enter the APN name ‘internet.com’ like so:

BlackBerry Network Settings

Network Type: = |Direct TCP - APN needed

APN Name: internet.com
APN Username:
APN Password:

Service Book ID:

Help

Save Close

With that information entered, click the screen’s Save button to save that setting and then click
the Close button or use your device’'s escape key to return to the login screen. You will then
see your Network Type changes to your new preference:

Senomix Timesheets Login

Username:
Password:

Server IP Address:

Login to Senomix Server

| Network Type:™| Direct TCP - APN needed

Help

Similarly, if your BlackBerry carrier provides you with an APN Name, Username and Password
(or just an APN username with no password needed), you will want to select the option “Direct
TCP - APN with authentication” and enter the information provided by your BlackBerry carrier in
those fields. For example, if your carrier was Vodafone in the Netherlands, you would likely be
provided with the following information:

BlackBerry Network Settings

Network Type: | |Direct TCP - APN with authenticati

APN Name: blackberry.vodafone.nl
APN Username: vodafone
APN Password: [#ressrs]

Service Book ID:

Help

Save Close

Again, selecting Save and exiting the screen will then set your Senomix login information to that
setting.



Senomix Timesheets Senomix for BlackBerry

4.1.2 - BlackBerry Enterprise Server Connections

If your office would prefer system logins to be handled through a BlackBerry Enterprise Server
(BES) connection, you will want to choose one of the “BlackBerry Enterprise Server (BES)” or
“BES - Manual service book selection” options. The ‘manual service book’ option will only be
used if your BlackBerry device is configured to use more than one different BES connection.
The Service Book ID corresponding to the desired connection can then be entered in the
BlackBerry Network Settings screen as appropriate for your device.

4.1.3 - BlackBerry Wi-Fi Connections

If your BlackBerry is Wi-Fi capable and you would prefer to handle your Senomix Timesheets
connection through your own internet access point, simply select the Wi-Fi option of the network
settings screen and perform your Senomix Timesheets login as usual.

Since a Wi-Fi connection connects your BlackBerry directly to the internet, it provides the fastest
connection available to Senomix Timesheets.

10
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5.0 - Main Menu Screen

Once your BlackBerry login has been completed, you will be presented with the application’s
Main Menu screen:

Timesheet
Stopwatch
S - - Listing
enomixg _
Timesheets B:EEE=
) —
About

Screen Hotkeys

T Opens the Timesheet Entry screen.
S Opens the Stopwatch screen.
L Opens the Timesheet Listing screen.
P Opens the application Preferences screen.
A Opens the application About screen.
esc The BlackBerry keyboard escape key - closes the Senomix Timesheets application.

As with the desktop Senomix Timesheets application, the main menu provides access to all
system screens.

Note that the “Timesheet” and “Listing” buttons will be disabled if your user account is assigned
to be “Stopwatch-only” by your Senomix Timesheets administrator.

11
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5.1 - Timesheet Entry Screen

The Senomix timesheet entry screen for BlackBerry is structured identically to the desktop
application’s timesheet. Although the screen layout is different than the desktop application (to
accommodate the BlackBerry's smaller size), the values displayed and edited in both
applications are the same, as this section will demonstrate. If you are unfamiliar with Senomix
Timesheets, we recommend reviewing the Timesheet Entry Users Guide for the desktop
application before reading this section.

June 25th Timesheet for M. Curie

Project - Activity - Task - Bill Thu, 24th Total
Administration
Meetings m| 05 3.0

|
|
|
InGen - Innovation Studies |
Quality Assurance |
|
|
|
|

4.0 4.0
System Testing ||
Administration
Vacation ] 8.0
|
Total: | 8.0 | |32.0]

e e

Screen Hotkeys

P Opens the Select Project screen for the current timesheet row

A Opens the Select Activity screen for the current timesheet row

T Opens the Select Task screen for the current timesheet row

B Toggles the timesheet row checkbox to be Billable or Non-Billable.

Enter | Opens the Comment Entry screen for the focused timesheet cell.

Shift- | Saves the timesheet.
Enter

esc Closes the screen.

12
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As shown above, the Timesheet Entry screen on the BlackBerry will display one day of
timesheet data at a time, although all timesheet days are available for viewing from this screen
by scrolling to the left or right.

Each row and column corresponds with the timesheet as would be seen on the Senomix
desktop application. For example, opening the timesheet shown above in the standard desktop
Timesheet Entry application would display the following:

As can be seen, the highlighted row for InGen’s Quality Assurance - System Testing task is
displayed on the BlackBerry, with the same timesheet column (for Thursday, June 24™) focused
for each. As shown by the checkmark in the screen’s ‘Bill’ column, the work for InGen’s System
Testing task is noted as being Billable, with the general Administration work for Meetings and
Vacation stored as Non-Billable.

The black scrollbar displayed on the right-hand side of the screen will show your relative

position in the timesheet, with the example above indicating that the user has almost reached
the bottom of their entered timesheet, with the sixth of seven rows highlighted.

13
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The timesheet day of focus can be changed on the BlackBerry by spinning your device’s scroll
wheel to the left or right, with the row selected by scrolling up or down. For example, scrolling to
the top-right corner of the timesheet will bring you to the empty cell for the Aperture Science -
Analysis - Client Interviews task:

Effort hours for a day can be entered through the numeric keyboard on your device (just as you
would enter a phone number), with the decimal available through your device’s alt-m key. In
this example, an additional two hours were spent in client interviews:

Timesheet comments can be added to an entry by selecting the timesheet field of interest and
typing the enter key on your BlackBerry keyboard. As with the desktop system, up to 5,000
characters of descriptive comment text can be entered in this screen:

14
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Once completed, your comment can be accepted either by clicking the ‘Ok’ button or by typing
shift-Enter on your device’'s keyboard:

The editing or entry of your comment can also be cancelled by either using your device’s ‘esc’
key or by clicking the ‘Cancel’ button. After accepting your Timesheet Comment, you will be
returned to the Timesheet Entry screen:

As with the desktop system, the hours entry field which contains the newly entered comment will
now be shaded green to indicate that a timesheet comment is present for those hours.

To save your entered timesheet data, you can either select and click the ‘Save’ button of the
screen or type shift-enter on your BlackBerry device’'s keyboard. The hourglass cursor will
appear to inform you that the application is communicating with your office’'s Senomix
Timesheets Server, with an acknowledgement of your record save appearing soon after:

15
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After saving your record, you can continue to edit your timesheet or exit the screen as you
would like. Saving your timesheet immediately stores your data on your office’s Senomix
Timesheets Server, so no synchronization is required between your BlackBe rry and
desktop systems -- once an edit has been saved on your Senomix BlackBerry application, it will
be immediately stored in your office’s Timesheets Server and be available for review or use in
system reports. To cancel any changes to your timesheet, simply click the ‘Close’ button or
type the esc key on your device’s keyboard. After confirming you wish to discard the changes
made to your timesheet:

You will then be returned to the application’s Main Menu screen.

If, when saving your timesheet, you see this message rather than an indication of success:

16
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It means that Senomix Timesheets could not contact your BlackBerry service provider’s telecom
network to save your timesheet data. This can happen if your provider's network is temporarily
congested, or if the connection quality to your BlackBerry device is poor (for example, if
underground or deep within a signal-blocking building). Waiting a few moments and attempting
your timesheet save again will normally resolve this issue.

If you find that you are often seeing the “Your BlackBerry’s network could not be reached”
message, you may be able to resolve the issue by logging into Senomix Timesheets using a
different network connection from your app’s login screen. For example, if you are having
connectivity difficulties when using the “BlackBerry Internet Service” option, trying a connection
using the “Direct TCP” option for login instead may provide you with a higher quality link to your
telecom service provider.

5.1.1 - Entering a New Timesheet

As in the desktop application, entering a new timesheet for a week will present you with a blank
screen for your use:

If editing your current week’s timesheet, the screen will automatically focus on today’s day, as
with this example of entering time for Monday, June 28".

All fields on the timesheet are shaded grey, indicating that hours cannot yet be entered on the
timesheet. As with the desktop application, a Project must be select for a given timesheet row
before time can be entered on the timesheet, or before the ‘Billable’ checkbox can be set.

The Project, Activity or Task to select for a given timesheet row are accessed through your

device’s hotkeys, with the letters ‘p’, ‘a’ and ‘t’ used for those selections. Typing ‘p’ on the
example timesheet shown here will open up the Project Selection screen:

17
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As with the desktop system, only project, activity and task records which have been noted as
being ‘active’ will be available for selection in these screens.

To select a project, you can either use your device’s scroll wheel or enter text in the highlighted

field to jump to a given selection. For example, typing ‘c’ in the text field will jump to the first
entry beginning with that letter:

18
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Text matching will be performed to whatever detail you enter in the edit field:

So, if you have a number of similarly named projects or project identifiers, you can type a type a
partial name to jump to the record of interest.

To select the highlighted project, you can either click your device’s scroll wheel or use the enter
key on your BlackBerry keyboard. Selecting a project will return you to the Timesheet Entry
screen, as with this selection of Aperture Science:

Once a project has been selected, the hours entry fields for that row will be enabled and allow
the entry of effort hour data. As with the desktop application, a timesheet row will automatically
be set to be Billable, as noted by the checkmark to the left of the hour entry field. That Billable
state can be toggled on or off as you would like by using the ‘b’ key on your device’s keyboard.

19
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Just like the selected project, activity and task records can also be chosen for the timesheet row
by using the ‘a’ and ‘t’ keys on the keyboard. In this example, we’ll select an Analysis activity:

And Client Interviews task:

And enter hours for the time completed for this day:

As can be seen, the total hour values for the selected row and column are immediately
updated, along with the total hours entered for the week.

20
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As with the desktop system, activity and task records can be left blank, with a ‘Select None’
option provided to clear a billing code once entered. Selecting a blank project:

will also clear and disable the selected timesheet row, just as would occur on the desktop
Senomix Timesheets system:

In a new timesheet, five blank rows are initially provided for time entry. However, your
timesheet can have as many rows as you would like

As with the desktop system, when a project is selected on the bottom blank row of a timesheet:

21
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A new blank timesheet row will automatically be added to the bottom of your screen:

and the currently selected ‘bottom’ row will be moved up to the middle of your display, as
shown.

22
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5.1.2- Timesheet Defaults

If you have set a default timesheet template on your desktop Senomix Timesheets system,
those defaults will also be loaded when you enter a timesheet on your BlackBerry. Defaults will
provide you with a set of pre-populated timesheet rows, allowing you to define projects,
activities, tasks and billable states which you expect to regularly use for your timesheet without
needing to enter that information in your BlackBerry's timesheet screen first. For example,
saving the following defaults on your desktop timesheet:

Would present you with those pre-populated rows on your BlackBerry timesheet:

Instructions on how to set timesheet defaults can be found in the Timesheet Entry Users Guide.

23
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5.1.2- Timesheet Restrictions

All restrictions and checks for timesheet data on the desktop system are also present on your
BlackBerry's application.

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 when saving:

As in the desktop timesheet entry system, the duplicate billing code rows will be highlighted
with a yellow colour, with the focus placed upon the first duplicate row when the ‘Ok’ button is
clicked on the error message, as with this example of entering two separate rows for the
Aperture Science - Analysis - Documentation task:

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 3.0 hours noted on
Thursday to the first of the duplicate rows (and removing the hours in the second row) will
correct the entry and allow the timesheet to be saved:

24



Senomix Timesheets Senomix for BlackBerry

A Maximum of 24 Hours

When saving a Timesheet, if the record has 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, which in this
case is Friday:

25
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No More than Two Decimal Places are Permitted

If a Timesheet hours entry has been submitted 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:

26
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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:

27
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Locked Timesheet

If the current week’s timesheet has been approved by your Senomix administrator and locked
from any further edits, all hour entry fields will be disabled, as in this example:

It will not be possible to make any edits to an approved timesheet, and clicking the ‘Save’
button will display an error message:

If you need to change a timesheet which has been locked, contact your office’s Senomix
Timesheets administrator to request that your record be temporarily disapproved to allow your
changes to be made.

28
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5.1.3 - Timesheet Limit for Evaluation

If you are using an evaluation version of Senomix Timesheets to trial this software, you can
enter up to ten weeks of timesheets on the system server until your trial expires. Once ten
timesheet records have been entered, a trial expiration message will appear if you attempt to

add any further records to the system:

If you see this message, please contact us at sales@senomix.com to purchase a license for
your office. After your license has been applied to your Senomix Timesheets Server, you can
continue to use your BlackBerry time entry application as before.
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5.2 - Stopwatch Screen

The Stopwatch Screen allows you to automatically record time as you work and operates with
the same functionality as the desktop application’s stopwatch.

If you are unfamiliar with Senomix Timesheets, we recommend reviewing the Timesheet Entry
Users Guide for the desktop application before reading this section.

Screen Hotkeys

P Opens the Select Project screen for the stopwatch.
A Opens the Select Activity screen for the stopwatch.
T Opens the Select Task screen for the stopwatch.
B Sets the Billable state to indicate whether the work is to be Billable or Non-Billable.
S Starts or Stops the stopwatch time recording.
C Edits the stopwatch comment.
esc Closes the screen.
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The Senomix Stopwatch screen allows you to automatically record effort hours as a
background process on your BlackBerry, with the hours placed into your timesheet for later
review. The Project, Activity and Task selection buttons act in the same manner as the hotkeys
used on the Timesheet Entry screen, with all active billing codes available for your selection.
The Billable or Non-Billable state of the work can also be set either by selecting the checkbox
with your device's trackwheel, or by using the ‘b’ key on your device to toggle the Billable
checkbox on or off. Once the stopwatch has been set to record time, the billing code selection
buttons and billable/non-billable checkbox will be disabled, the start/stop recording button will
be shaded red and will read “Stop Recording Time”:

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 and billable state selection options 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 “Time This Session” data field, with all time recorded to a given
task for that day noted in the “Time This Work Today” field.  Similarly, the “Time All Work
Today” field displays all effort hours entered to date for the current day, regardless of the task
to which that work has been billed.
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5.2.1 - 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:

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

timesheet as described above.

Note that the “Edit Comments” button will be disabled if your user account is assigned to be
“Stopwatch-only” by your administrator.

5.2.2 - Assigning a Timestamp to Recorded Hours

If the “Add Timestamp to Stopwatch Comment” checkbox in the Preferences 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:
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Comments can then be added after the timestamp as you would like:

And, once the stopwatch has been stopped, a second timestamp will be assigned to indicate
the time at which the recording session was halted:

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 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.

Note that timestamps will always be set for your stopwatch if your user account is assigned to
be “Stopwatch-only” by your administrator.

5.2.3 - Running Your Stopwatch In The Background

The Senomix Timesheets application will continue to operate in the background of your
BlackBerry if you switch away from the program on your device to compose an e-mail, use the
internet or perform other tasks. The system will continue to record time or remain idle as you
have set.

If you make a phone call while the stopwatch is actively recording time, the screen will continue
to record time during your call and update the hours on the Senomix Timesheets Server once
you have disconnected from your conversation.
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5.2.4 - Timesheet Limit for Evaluation

If you are using an evaluation version of Senomix Timesheets to trial this software, you can
enter up to ten weeks of timesheets on the system server until your trial expires. Once ten
timesheet records have been entered, a trial expiration message will appear if you attempt to

open the stopwatch for a new week:

If you see this message, please contact us at sales@senomix.com to purchase a license for
your office. After your license has been applied to your Senomix Timesheets Server, you can
continue to use your BlackBerry time entry application as before.
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5.3 - Timesheet Listing Screen

The Timesheet Listing screen allows you to review the past six months (or future, if you have
filed time in advance) of entered timesheets and open those records for review or editing.

Screen Hotkeys

enter | Opens the selected Timesheet for review.

esc Closes the screen.

As shown, timesheet records which have been approved and locked from further edits will
display the text ‘Locked’ to the right of the record’s week ending date. By default, timesheet
records are listed in reverse-chronological order. To instead display records in chronological
order (with the earliest noted timesheet listed first), set the “List Timesheets in Chronological
Order” checkbox on in the Application Preferences screen.
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To select a timesheet record for review, scroll to the week of interest and either click your
BlackBerry’s scroll wheel or type the enter key. The selected timesheet will then be opened in
a read-only screen:

This screen can be used to review past hours and comments entered for the prior week (as
with the timesheet entry screen, the presence of a comment for timesheet hours will be
indicated by a green shading of the time entry field) but changes cannot be made to the data
until the timesheet is put into ‘editable’ mode by clicking the ‘Edit Timesheet’ button or typing
shift-enter on your device. If the timesheet has been approved and locked from edits:

It will not be possible to edit that record until it has been disapproved (and unlocked) by your
Senomix Timesheets administrator.

If the record has not been locked and remains editable, clicking the ‘Edit Timesheet’ button will
place the record into an editable timesheet which you can review and adjust as mentioned

earlier in this document.
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5.4 - Application Preferences

Senomix for BlackBerry

The Application Preferences screen allows you to adjust your login preferences and how
records are displayed in your BlackBerry application.

Screen Hotkeys

shift- | Saves the preferences entered in the screen.
enter
esc Closes the screen.

As with the desktop application, the Project Identifier and Activity / Task ldentifier attributes for
your office’s billing codes can set to be displayed (or not) in the system timesheet and
stopwatch as suits your preference.

As described in the Stopwatch screen, a timestamp can be added to entered stopwatch
comments by checking that attribute on in this screen. Similarly, timesheets can be set to list in

chronological order by setting that option in this screen.

If you would prefer that your system login screen not save your password (and so require that
you enter your password yourself when connecting to Senomix Timesheets), check the “Do Not
Save Login Password” setting. Your password will then be left clear the next time you start the
Senomix Timesheets application.
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If you would prefer that your saved username and password be used to connect you to
Senomix Timesheets automatically without requiring a click of the Login screen’s “Login to
Senomix Server” button, check the “Automatically Login on Start” attribute on. The application
will then automatically connect you to the Senomix Timesheets Server with your provided login
credentials the next time you start the application, bypassing the system login screen entirely.

After your preferences have been saved:

Your chosen settings will be immediately applied to your Senomix Timesheets screens.
Note that the “Add Timestamp to Stopwatch Comment” option will be disabled (and set to ‘on’)

if your user account is assigned to be “Stopwatch-only” by your Senomix Timesheets
administrator.
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5.5- About Screen

Senomix for BlackBerry

The application About screen provides basic information about the application, along with a

button which you can use to send a message to Senomix:

Screen Hotkeys

E Send an e-mail to Senomix.
C Closes the screen.

or
esc
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If you have any questions or comments about Senomix Timesheets, just click the “Email
Senomix” button. A new ready-to-send message will be created in your BlackBerry addressed
to support@senomix.com:

After sending or closing that message, you will then be returned to the application’s About
screen.
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6.0 - Have Questions?

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

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

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

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