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1 |INTRODUCTION

With TimeCard you plan and report your time (and expenses) inside your Outlook Calendar. The
application is easy to use and can be handled without many instructions, but this manual will help you to

get the most out of your inves tment. We have chosen to make it in Word format, so that you can change
it as you wish and adapt it to your own needs.

In this manual we will first look at the TimeCard installation and settings, because you have to take care

of those parts before you can start working with ~ TimeCard . Then you can make your appoi ntments in the
Outlook Calendar just as you normally do, but as you also select one, two or three TimeCard properties 1
depending on your choice in the TimeCard settings i you get a lot of useful inf ~ ormation about how you

use your time. Y ou can report to a database after the period you choose.

By avoiding free -form text, we make time reporting quicker and with significantly reduced errors

Regularly submitted time reports into the database will co ntain information about date, start time, end

time, duration, subject, body and the TimeCard properties /property you have defined. You can then
study the data directly in the Access database, which is open, or in the integrated statistics tool OLAP
Report ing Tool .

The TimeCard toolbar is displayed in  all calendars . If you have several Outlook profiles , TmeCard will
work in the calendars for  all of them.

When you run the reporting dialog the appointment data will be taken from the calendar that is currently
selected in Outlook. That can be your own default calendar, someone elses calendar och a share calendar
among the Exchange public folders.

You do, however, need to have editor permissions or higher on the Outlook calendar to report time from
it. For more information about the reporting, refer to Reporting With TimeCard

2 INSTALLATION AND CONFIGURATION

TimeCardSingleSetup.exe The downloaded file TimeCardSingleSetup.exe contains compressed files.
<) ;:T:ﬁtﬁ_z:?iz:;Bu__mE____r‘cluticn__ During the installation process, it first decompresses tho  se files and then
—L T °  configures Outlook. The  TimeCardSingleSetup.exe file creates three folders:

@ The installer creates the folder kalmstrom.com in the Program Files directory . If you have
already downloaded other applications from kalmstrom.com Business Solutions that also use the
kalmstrom.com folder, the installer will not create it again.

@ Withinthe kalmstrom.com folder , the installer creates  a folder named TimeCard for
Outlook
@ Under the (My) Documents directory, the installer will create a folder name d My TimeCards
The Single User version of ~ TimeCard automatically install s the program files into the TimeCard for
Outlook folder and the data files into a My TimeCards  folder. An Access ©® database for storage of data

is also created inthe My TimeCards  folder.

|%) eSellerateControl365.d11 After the installation is finished, the TimeCard for Outlook directory will
] OLAPReporting. exe contain the files here to the left.

| ReadMe.bt When you have run the statistics tool the folder will also contain the file
@) SafeKalmstrom.dll OLAPLicense.
- The My TimeCards  folder will initially be em pty. Once you start using
% TCAddin.dll L . :
— the program, it will contain the database and your reports. I't will also
TCCube.exe contain the .cub file that connects to the OLAP Reporting Tool
Eﬂ TCPersonalSettings.exe If_you use the fu'nctlon _Export to Excel in the Reporting dialog this folder _

will also cont ain the file Report.xIsx or Report.xls. For more information
Eﬂ TCReporting.exe about the files and their functions, refer to
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General Architecture .

2.1 START INSTALLATION

Click on the TimeCardSingleSetup.exe file to start the installatio  n.

TimeCard for Outlock - Single User - InstallShield Wizard ==

@ Welcome to the Installshield Wizard for

. : TimeCard for Outlook - Single User
TimeCard
Q' for Outlook®

The InstallShield® Wizard will install TimeCard for Outlook
- Single User on your computer, To continue, dick Mext,

Report time and

expenses from ot Seoe g treu e rslton, e
the Outlook ared '
calendar Microsoft Outlook (2003 or abowve)

Microsoft Excel (2003 or above)

= Back | Mext = I Cancel

You must accept the License Agreement. I f you dondt accept the
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i B ee——— Bl
TimeCard for Outlock - Single User - InstallShield Wizard - ¥

License Agreement
Pleaze read the following license agreement carefully.

End User License Agreement =

m

The installation of this software is conditional to the user
accepting this agreement and thereby agreeing to abide by its
terms.

The products from kalmstrom.com Business Solutions have

been thoroughly tested and are created in such a way that

they interfere as little as possible with the functioning of other
programs. However, Peter Kalmstrom and kalmstrom.com -

% | accept the terms of the license agreement Print |

™ | do not accept the terms of the license agreement

[riztallS higld

< Back | M et = I Cancel |

2.2 INSTALLATION TYPE

The set -up lets you choose between a new or upgrade/ repair installation of ~ TimeCard . Below are the
instructions fora  new ins tallation. Use the Upgrade/Repair alternative when you upgrade from an
earlier version than version 4. If you want to repair the existing version, do it through the Control Panel
fiAdd/ Remove Pikidgrogmsadns an d, réfeeta tRemoges @ Repair TimeCard .
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TimeCard for Outlook
Installation type

Please specify the type of installation you want to perform. If you have an existing
TimeCard (previous version), you can opt to upgrade to the new version.

Select a installation type
% New Installation

" Upgrade/Repair existing installation

[rztallS hield

< Back | Mext = | Cancel I

Choose where you want ~ TimeCard to be installed.  Click on Browse if you do not want to use the default

folder. Ifyou decide to use the default folder , it willbe automatically created on your computer.
TirmneCard for Outlock - Single User - Install5hield Wizard E

@ TimeCard Report time and expe
for Outlook® from the Outlook ca

Choose Destination Location
Select folder where setup will install files,

Q Install TimeCard for Outook - Single User to:

C:%.. \kalmstrom. comTimeCard for Outlook), Change... |

| niztallS hield

< Back | Mext = I Cancel

Click on Inst all to start the installation.
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m TimeCard Report time and expense:
for Outlook® from the Outlook calendz

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.
If you want to review or change any of your installation settings, didk Badk. Click Cancel to

exit the wizard,

[nztallS hield

’:q TimeCard Report time and expense:
for Outlook® from the Outlook calends:
TimeCard for Outlook - Single User is configuring your software installation.

Generating script operations for action:

[rztallS hield
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TirneCard for Outlook - Single User - InstallShield Wizard

Q InstallShield Wizard Complete
]

T| meca rd TimeCard for Outlook - Single User Setup is almost complete,
for Outlook®

Report time and
expenses from
the Outlook

[v Iwould like to view the README file,

calendar
Click Finish to Complete TimeCard for Cutloak - Single User
setup.
Finizh |

2.3 PERSONAL SETTINGS
Once the installation is finshed, the Personal Settings dialog is shown. Note:if Personal Settings
does not appear automatically, then re -boot your computer and open Outlook. You can also run the
Personal Settings by clicking the file TCPersonalSettingsSingle.exe in the TimeCard for Outlook
directory .
In the Personal Settings dialog, d efine the TimeCard Meta data that you will require.  In other words,
decide what additional information you will need to gather besides date, start time, duration, body and
subject . Add these properties in the dialog box. Click OK and restart Outlook. Now, when you create  a
new appointment you will see and be able to select the TimeCard properties there.  (In the image below

the Expenses feature is enabled.)

Customer IKEA - 74'
Task

Programming -
Expenses

Time Card

All values are saved in the system registry. For compatibility with TimeCard Mobile  , referto TimeCard
Mobile , some Personal Settings values are written to the body of an appointment of  1/1/2050 (as a
token only).

The settings can be changed anytime, so you can begin by enter ing in only the most basic data and then
adding more information later. The settings dialog is reached with the button highlighted in the picture
above or by the fil e TCPersonalSettingsSingle.exe in the TimeCard for Outlook folder.

In the image below  TimeCard is used with metadata category and supercategory and with the maximum
three properties, and mapping of e -mails for default metadata is enabled. That gives a to tal of four tabs.
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You may very welluse  TimeCard with just one property and no categories also.

" TimeCard Personal Settings SU (4.3.371)

Customers ] Staff ] Requirement Map E-mails for Default Metadata l . O,
Blols2Rlz 2 -2 -F 9 Y ED O ins
E-mails/Domains Customers Staff Requirement ~ %&
miail, com .. Jayant watch r
;';!rimza @gmail.com Edea Di:a T{g’%‘;{g
jayant@kalmstrom.net ... Kate
kalmztrom.net Lexus e B
B =hoo.com .. TES
v
5 | *
Metadata Metadata category Metadata supercategory
Customers Company Type Area
Staff Position Department
Reqguirement
Configure
[ ] Enable the Expenses feature Caunt costs by
[ ]Enable Planning information “| taff j
Write TimeCard data in subject
[ IMake all TimeCard meta fields mandatory
Enable E-mail Domain Settings
Filter appointments I Cancel ]
Private Recurring [ ]Events (24 h) I ]
Time manipulatian L
[ ]convert whole day events to hours ’ License ]
[ ]Remove lunch time from appointments longer than 7 hours
Enable default values for empty fields
Customers staff Requirement
| Ferrari ﬂ | Jayant ﬂ | Coffes ﬂ
[ ] allews Reparting of appointment with all fields empty.
Mark new appointments with default metadata
Expart to Excel
When Exporting to Excel, group data by | Customers | [include bady (255 characters)

2.4 METADATA

By default TimeCard is configured with two properties, Customer and Task . This means that you have
to select a Customer and a Task for each appointm ent. However, you can easily modify the properties

so that they fit your needs. Write the properties you need under Meta data, and the tabs above will
reflect what you have entered. The columns will automatically widen to fit the longest Meta data item.

Itis possible to  additional properties , but keep in mind that doing so makes the procedure of appointing
and reporting time  considerably more complicated. Refer alsoto TimeCard Properties 1 Meta Data
Structures

You also have the option of removing one property and only working with the remaining one to save
time.

Choosing the appropriate properties to report is an important step, but they can easily be modified if the
needs of your organization change. Itis o ften best to start with a simple reporting scheme and extend it
9

TimeCard Single Manual

www.kalmstrom.com




kalmstrom.com . .......oovicosot (i?{i TimeCard
;_%':.

Business Solutions tor Outlook®

later if needed.

NOTE:
You cannot have the same name in more than one property. If a Task is called "ABC" you can NOT have
a project called "ABC" also. You can call the project "ABC_P" or some other modification, as long as it is

not exactly the same.

You cannot use the characters colon and semicolon (: and ;) in the metadata names. If you enter them
in Personal Settings the application will remove them automatically, but if you add the dat a directly into
the database instead you have to think about this.

2.5 WHAT To TRACE CosTs ON? Count costs by

E
TimeCard is designed to be very flexible so that you can set it up to fit the [Customer ']
way you want to track costs and time. Thus it is very important that you Person
consider ho w to set up the cost tracing options. Either you can trace the cost
so you set your own  hourly rate, or you can specify that one of your Task

TimeCard properties should be the cost carrier.

Some examples:

@ If you choose to report on one of your TimeCard proper ties, a lookup is performed. For
example: you create a  Task called Meetings and you choose to trace costs by that
particular. The hourly rate for Meetings (whichisa Task )is $75 USD. So, a two hour
meeting submitted as a Meeting  will have a cost of $1 50 USD reported into the database.

@ Likewise, if you choose the trace cost by Customer , your reported time for each individual
customer is multiplied by the cost for each Customer

@ If you choose to trace costs by Person , your rate per hour is multiplied ORIy
by your reported number of hours in the database. If you select the *

. . . Per x
Person alternative, you will see the field below. Enter the rate per s

hourinthe Rate field. (You do not need to enter the currency. It will e
) . 20
follow your Windows settings).
2.6 PERSONAL SETTINGS CONFIGURATION
26.1 ENABLE THE EXPENSES FEATURE
Configure If you enable the Expenses Feature ,you can add
expenses to each appointment and then report
Enable the Expenses feature E these expenses when reporting time and TimeCard
data. . The reported expenses will be saved in the table tblExpenses in the database, intReportlD as
foreign key for thiIReports, and they will be shown in OLAP Reporting Tool and in the Export to Excel data

sheet. Referto Expenses .

2.6.1.1 EDIT EXPENSE LABEL

F?i I il You can edit the caption of the Expense Lab el by clicking the
— SR button  with three dots that is shown when you check the box to

enable the Expenses feature

Expense Label 1 Mieage The default values are Mileage, Mileage Cost, per Diem, Other
and Description. Once  you change the caption of an Expense
Expense Label 2  Mileage Cost Label it also get s changedin OLAP Reporting Tool , in the Export

to Excel data sheet and in the Save/Edit Expenses dialog box.

Expense Label 3  Per Diem ) o ]
We suggest that all the fields except the Description field should

be numeric, to be easy to summarize.
Expense Label 4 Other

Expense Label 5 Description

OK l [ Cancel

10
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2.6.2 PLANNING | NFORMATION
Enable Planning information If Planning Inform ation is enabled, you can study your future, not
reported, appointments in the table tbIPlanning in the database. This is
how the Planning Information works:

1.  When you report time, all future calendar appointments for one year after the latest reported
appo intment is added to the planning table in the database.

2. When you report the next time, the old future appointments are removed from the database,
and the new future appointments are entered instead.

All settings follow the report settings in the Person al Settings , which means thatyou for example can
exclude Private appointments.

The planning reporting is made automatically at the same time as the other reporting. You can change

your future appointments as you like in your calendar, just as you are use d to do. The Reporting Tool
first removes all existing future appointments from the database. Therefore, every time you report, the

Reporting Tool enters your coming meetings fresh, from the last unreported meeting and one year

ahead .

To study the future a  ppointments, go into the folder My TimeCards under (My) Documents and open the
database file, TimeCard3.mbd. You will find all your future appointments in the tbIPlanning table .
2.6.3 META DATA IN SUBJECT LINE

Wirite TimeCard data in subject (¢, check this box, the Subject line for each a ppointment will
automatically be filled out with the TimeCard properties you selected for that appointment.
26.4 MAKE ALL TIME CARD META FIEDS MANDA TORY

Make all TimeCard meta fields mandatory  If this box is checked  you cannot save an appointment unless
all TimeCard properties are selected. If youd o n &elect all the

properties, TimeCard will prompt you to try again. Else the changes to the appointment are discarded.

There is one exception: ~ you mark an appointment as private, you will still be able to save it without
defining TimeCard properties. T hatway you can have for example a dentist appointment in you calendar
without having to tag it with TimeCard data .
2.6.5 ENABLE E-MAIL/D OMAIN SETTINGS
Enable E-mail/[Domain Settings This feature is useful if you often get work orders via e -mail. Then you
may drag the e - mail to your Outloo k calendar and make an
appointment of it . You may also dragthee -mailtothe T o-Do bar .

When th e box is checked a new tab is shown after the  TimeCard properties tab(s):

7 TimeCard Personal Settings SU (4.3.241)
Customer |] Task I Project Map Email for Default Metadata I

e, A Z T2 i

Bolsm@d = [2-2-F%%EG

1 |Email or Domain Customer (metadatal) Task{metadata2) Project a

2 |kalmstrom.com €1 T2 Fi

3 |xyz@vyahoo.com [E =|T3 P

4 |wyz.com 1 rz

5 |123@in.com T2 Fi

[ 6 | &

C4

7

3

9 hd
Under the newtab youmay map an E -mail ID or Domain to your TimeCard properties . The
metadata select ed under this tab will be filled out automatically in the appointment you have created by

11
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dragging an e -mail to the calendar  or the To -Do bar .

TimeCard will know what e -mail address is interesting for you, so it will take the "To" add ress for
mapping with default metadata if you drag the e -mail from the Sent folder. Otherwise it will take
the "From" email address.

You can map both a whole e -mail ID and only the domain. TimeCard will first look if you have set a
default metadata fort  he whole e -mail address. If there is none, TimeCar d looks for the domain.
NOTE:

@ |Ifyoudragane -mail to the calendar in the same window, the appointment will be created at the
actual date and time.

@ |Ifyoudrag an e-mail in one window to a calendar open in another window  you candrop thee -
mail on the date and time you prefer

@ The To -Do list will give you a choice of date, but not of time, so if you use that alternative you
have to change the time manually.

2.6.6 EXPORT TO EXCEL ALTERNATIVES

If you use the E  xport to Excel button in the Reporting dialog, refer to Export to Excel , select here on
what TimeCard properties the data should be grouped in the spread sheet. You may also select to

include the first 255 characters of the appoi ntment body in the export.

Export to Excel

| When Exporting to Excel, group data by Customer L] [¥]Indlude body (255 Characters)
2.6.7 FILTER

Inyour Personal Settings you can also configure the types of appointments that should be excluded from
reporting. These appointments do not show in the reporting summary, even if they exist in your calendar.
By default private, recurring and whole day appointments are not shown in the summary, but you can
uncheck the appropriate box(es) to include them.

Filter appointments

Private Recurring Events (24 k)

2.6.7.1 RECURRING APPOINTMENTS

,....‘ You can work with recurring appointments together with TimeCard .
Justadd TimeCard properties to your recurring appointment. Recurring
(appointment symbol) ~ Series of appointments are treated as one group by TimeCard , so that

any changesto TimeCard properties on one appointment will be
applied to the whole series.

2.6.7.2 PRIVATE APPOINTMENTS

i By default , private appointments will not be included in TimeCard
(appointment symbol) reports, even if they contain TimeCard properties.

2.6.7.3 ALL DAY APPOINTMENTS

Al d ¢ You can work with all day appointments in TimeCard . All day
GVENER appointm ents are considered to be exactly 24 hours work time in the
(appointment symbol) TimeCard reports.
12
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2.6.8 TIME MANIPULATION

Time manipulation

[] convert whole day events to hours a

[| Remove lunch time from appointments longer than 7 hours .75
With TimeCard for Outlook it is possible to convert whole day events into hours and remove time from
appointments that are longer than seven hours. If yo u want to check one of these boxes you can accept
the suggested time in the field to the right or fill out your own preferred time.
2.6.9 DEFAULT VALUE FOR EMPTY FIELDS

You can define a [¥ Enable default values for empty fields =

TimeCard -property that will
be used automatically if

you leave a field emp ty I Z2 j I T2 j
when reporting.  If you I Allow Reporting of appointment with all fields empty,

have selected at least one ) )
TimeCard property, th e ¥ Mark new appointments with default metadata

appointment will be
reported, and  if a default value is set for a field, it will be entered instead of an empty field.

Customer Task

I f you check the box fAiMark new appdamnadmenysu wwit hl dedautt he mdef a

when you create a new appointment.

If you do not check this box, the default metadata will be added at reporting. To post appointments  you
need to select All appointments from the right hand dropdown and click "Get Values". Then report all
appointments, and the not marked appointment will be saved with the default metadata.

Fields that were filled out will of course stay unchanged. The default values are not connected with each
other. They are used separately.

Example:
In Personal Settings fiCar0 and fiYearo are TimeCard properties.

Car: Ford, Daewoo, Honda.
Year: 2005, 2007, 2009.
Default values are set to: Honda, 2009.

The appointment <Ford, --> will be reported to database as <Ford, 2009> - the default val ue is used
only for the missing value

The appointment < --, 2007> will be reported as <Honda, 2007>

You may also permit reporting if all fields are empty, which might be useful if you often report on the

same properties.  The checkbox "Allow Reporting of ap pointments with all fields empty" means

that appointments with all TimeCard fields empty will be reported with the default values. You
cannot report appointments with all empty fields without default values being set for them, and the

checkbox "Allow Repor  ting of appointments with all fields empty" is active only when the checkbox

AEnable default value for empty fieldsd is enabl ed.

Example:

The appointment < --, --> will be reported as <Honda, 2009> if the checkbox "Allow Reporting of

appointments with all fields empty" is checked and those are the default values.

(The appointment will not be reported at all i f the AAlIl owo

2.7 TIMECARD PROPERTIEST META DATA STRUCTURES

To get more out of your TimeCard statistics (refer to

) you can make use of ~ Meta data categories. They are only visible in the Personal Settings and when
you view the  Statistics , but they will not appear inthe appoin tments or when you report time.
Below are two exampleson ho  w to use Meta categories with Customers and Tasks. Relations between
the Meta data , Meta data Category (Business area) and the Meta data super category fields
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(Sector) are automatically shown in the tree diagram to the right.

Below is an example of  how the Tasks can be sorted in categories and supercategories in the same way
Refer to the video demonstrations online for more information about Meta data structures.
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