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1 |INTRODUCTION

With TimeCard users both plan and report  their time inside  Outlook Calendar. We hope that you will
get a good understanding of TimeCard by studying this manual and the online video demonstrations.

You are welcome to print the manual or parts of it and use it within your organization. You may also

change or add text or images so that the manual better suits your needs.

TimeCard can be used with any calendar, including shared ones or secondary mailbox calendars. The
TimeCard toolbar will be visible in all calendars. To report appointments of the particular calendar,
just run the reporting dialog. It is as simple as that!

By avoiding free fo rmtext, TimeCard makes time reporting quicker and virtually error -free. All the
users have to do is select the appropriate TimeCard properties (one, two or three) for each of their
appointments. This will enable easy reporting and follow up. When users r egularly send time reports
into the database, each post will contain information about the date, start time, end time, duration,

subject, body and the TimeCard properties you have defined. This data can then be examined in the
integrated statistics tool, OLAP Reporting

All screen shots in the manual are taken from a PC with Microsoft Vista and Office 2007, English
versions, but  TimeCard works with all Office versions from 2000 and with the most common operative
systems, like Windows XP and Vista . For mor e details about requirements , referto the
Requirements page at the kalmstrom.  com website, http://www.kalmstrom.com

The language of TimeCard automatically defaults to the same Office language of the us e raétuml P C.
We currently support  Czech, Danish, Dutch, English, Finnish, French, German, Greek, Italian,

Norwegian, Portug uese, Spanish and Swedish. The user has the option of selecting any one of these
languages instead of the default system language.

2 SERVERINSTALLATION

@TimeCaru:IW-:urkGru:uupSetup.e:ce TimeC_ard is qlesigned to t_)e easy to install and distribute , and a
central installation and configuration takes care of almost
everything. Create a TimeCard directory in any shared file folder on your server and save the file

you download intoi t. You can use eithera UNC  -path, such as \\servername \sharename , or a mapped
drive, such as Y.
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Mame Type Size

4] TCPlanning Active Ser... 17 KB
] TCReport Active Ser... 18 KB
|| ReadMe Text Docu... 1KB
|_—:hJ CreateDBTC Microsoft ... 12 KB
iy TimeCardClientSet...  Application 50 KB
¥ OLAPReporting Application 1,286 KB
|| wersion AML Docu... 1 KB
ﬁTCREpDrting Application 1,852 KB
EﬁTCCDmmunSettings Application 1172 KB
TCCuI::IE Application 880 KB
gﬂ TCCT Application 8,567 KB
EﬂTimeCardS Microsoft ... 232 KB

TimeCard Workgroup  requires installation on a shared folder on a file server, apart from the

requirement s of MS Excel and MS Outlook. In the instance that  the file server does not have Office
installed , itis recommended thatyou installthe  TimeCard workgroup files from a client

workstation (where TimeCard will be used) , by specifying a shared folder on tha t file server.

The installation files are  compressed i nthe TimeCardWorkgroupSetup.exe file, and when you run
the installation  those files become decompressed
Perform the installation from a client machine.

After the installation is finished, the Time Card directory (the root file folder) will have content similar
to that in the picture below, where the administrator has selected to create  an Access database .

Note: t he .mbd file will only be there if you select the fACreate an Acatthesesd dat abaseo
of the installation . If you choose the SQL Server option, a TimeCard connection text file will be created
instead. For more information about the files, referto The Files and their P urpose

2.1 START INSTALL ATION

Click the file TimeCard Workgroup Setup.exe to start the installation. You are first shown the
InstallShield Wizard and then a dialog showing the requirements for the TimeCard installation.
5
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Install5hield Wizard

Preparing to Install...

TimeCard Client Tool Setup iz preparing the [nstalls hield
Wizard, which will quide vou through the program setup
procesz. Please wait.

Preparing ta Install...

Cancel

L

TirneCard for Outlock - Workgroup - InstallShield Wizard

@ Welcome to the InstallShield Wizard for

+ : TimeCard for Qutlook - Workgroup
TimeCard
@' for Qutlook®

The InstallShield® Wizard will install TimeCard for Qutook

- Workgroup on your computer. To continue, dick Next,

Report time and

expenses from ot sefr teprg rouch e rsiton, lce
the Outlook gred '
calendar Microsoft Outlook (2003 or above)

Microsaft Excel (2003 or abave)

< Back | Mext = I

Cancel

TimeCard

for Qutlook®
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If you click Next, y  ou are asked to accept the License Agreement. | f you donét do that t
will be cancelled.

TimeCard for Qutlook - Workgroup - InstallShield Wizard |_

License Agreement

Fleaze read the following licenze 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

Irstall5hield

< Back | et » I Canicel |

2.2 | NSTALLATION TYPE

The setup lets you choose between a New and Upgrade/ Repair | nstallation of TimeCard . Below ,
the New installation is described.

TimeCard for Outlook - Workgroup - InstallShield Wizard

TimeCard

for Outlook®

from the Outloc

TimeCard for Qutlook
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 previous version of TimeCard

InztallShield

< Back | MNext = I Cancel
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2.3 DESTINATION

The next choice is to def ine the folder where  TimeCard for Outlook  will be installed. It is
recommended that this folder is a shared file folder on your server . You can use eithera UNC -
path, such as \\servername \sharename , ora mapp ed drive such asY:.

TimeCard for Qutlook - Workgroup - InstallShield Wizard

@g TimeCard

1 for Outlook®

Choose Destination Location
Select folder where setup will install files,

Setup will install TimeCard for Outlook - Workgroup into the folder you choose. Click Browse,
select a folder and then dick Next.

Browse. .. |

We recommend that you select/create a network shared folder for installation such that all
users can have access to the files. You need to have read permission for this network
folder for all your users.

"Desh’nah’on Folder

InztallShield

< Back | Mext = I Cancel

2.4 ACTUAL INSTALLATION

When you have chosen the directory for the central installation
the installation.  Then the actual installation takes place.

,click Next andthen Install to start

TimeCard for Outlook - Workgroup - InstallShield Wizard
@ TimeCard

for Outlook®
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.

InztallS hield

< Back | Install I Cancel

TimeCard V4.4
Administrator Manual, Workgroup Version

www.kalmstrom.com



file://servername/sharename

kalmstrom.com

Business Solutions

i leveraging your Microsoft ~ ©

TimeCard

for Qutlook®

TimeCard for Qutlook - Workgroup - InstallShield Wizard

Cii

TimeCard
for Qutlook®

TimeCard for Outlook - Workgroup is configuring your software installation.

Writing system registry values

IstallShield

Cancel

2.5

In the next step, you are asked to choose
what kind of database should be used for
TimeCard reports .

CREATE DATABASE

If you select one ofthe new database
options (Microsoft Access © or Microsoft
SQL® Server), the installation program will
create the database ina few seconds. The
Access database will  be stored in the server
folder where you put the TimeCard files.

If you choose a SQL Server there will be a
TimeCard connection .txt file instead.

Note : in order to create an MS Access
database you do NOT need to have MS
Access installed , only Excel . However, in
order t o use the MS SQL option, you do
need to have MS SQL.

All users must have
the database.

write  permissions to

Database connection

Choose which kind of database connection is to be used for
reported data.

(@ Create new Access database

(") Create a new database on a MS SQL Server

= Choose an existing M5 50L database, which has
" glready been created from CreateDBTC.sql
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251 SETTING UP THE CONNEC TION WITH THE SQL SERVER
For a large number of users and reportings we recommend having the backend database ona SQL
server , as it is easily scalable, supports multi -users in any numbers without affecting much on query

performance and also has finer control over access to data.
Touse a SQL Serverthere aret hree alternatives:

1. Create the sql -database au tomatically and specify authentication method (Option #2 in the
screen shot above)

2. During installation a sql  -file is created. Choose this sql  -file to install the database manually.
Open another window and create the database in your database administratio n tool before
you choose this option ~ (Option #3  in the screen shot above ).

3. If you already have an existing database setup previously, you can configure it from the
TimeCard common settings tool directly, by selecting your new reporting option and then
conf i guring it. For example, for reporting to a
SQL Serverd from the report drop down and then

Report

Report to MS 5QL Server - ]l Configure. ..
Either way , you will geta pop -up dialog window comes up, where you can enter the SQL server
details, such as server name and user credential. To verify that the entered information is correct,
press the 6Testd. Click OK to continue to the next

SQL Server settings

Server JAYANT-PC\SQLEXPRESS 2005 [ K J
Database TimeCard350QL
Use trusted connection - recommended | Cancel |
User name
Password
Test |
10
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Once the database is created in the SQL server, you will = [ JAVANT-PC\SQLEXPRESS2005 (SQL Server 9.0
notice that the database  connectivity information has o Ca

been saved in the text file TimeCardConnection.txt under [ System Databases

the TimeCard Workgroup  network share folder. = | TimeCard3sqL

If you open SQL management studio (or other SQL a8 Database Diagrams

client), you will see there is a new database created = [ Tables

(eg. Defaultnameis A Ti meCar d3SQLO) wit [ System Tables

= dbo.thlExpenses
= dbo.tbiMetal
—1 dbo.thlMeta2
=1 dbo.thlMeta3
& |
=
E

more) tables. These tables will be used for saving
settings and reported appointments data.

dbo.tbiMetalists
dbo.tblOtherSettings
dbo.tblPersons
dbo.thiPlanning

= dbo.tblReports

=1 dbo.thiSettings
L3 Views
3 Synonyms
3 Programmability
[ Security

EEEEEBEEB

i

3 Security
[ Server Objects
[ Replication
[ Management
2.6 CONFIGURING TIMECARD PERSONAL SETTINGS
Once the workgroup database is created a nd configured, and if a user has installed the TimeCard

clienttool, referto Clientinstallation , the userw ill seethat TimeCard Personal Settings is already
configured and connected to the workgroup database. What is left to be done is for the user to select

their metadata lists  (e.g. Projects, tasks etc) and he/she is ready to tag appointments with metadata
values and report to the central database.

2.7 PERMISSIONS

Access X users need to have  write permission over the .mbd file as well as over the
workgroup folder (where the .mbd fil e is placed) for reporting and statistics to work

SQL * users need to have DB Write and Read permission (and read permission over the workgroup
folder to view statistics)

ASP reporting * the IUSR internet account needs to be set to have write permission over the
MDB file or the SQL serve r, whichever the admin has set reporting option to

Calendar x t hserneed s to have Editor permission or higher onthe calendar , otherwise the
reporting will fail. ~ This is normally only relevant for shared or secondary ma ilbox calendars.

To report appointments which are already tagged with TimeCard dataina shared calendar , the user
also needs to have the  same selection of the metadata lists as that of the mailbox's owner (calendar
owner) .

11
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3 COMMON SETTINGS

When you have cl icked OK in the database dialog  the Common Settings dialog is shown. Define
what TimeCard Meta data you need . In other words, decide what extra information needs to be
gathered besides the date, start time, duration, body and subject . Next, add these pro perties in the
dialog.
The settings can be changed any time, so if you feel uncertain about the Meta data in the beginning,
you can write in only the most basic data and then add more informat ion later. | f you want to change
the Common Settings later , the dialogis reached by clicking on the fle TCCommonSettings.exe in
the TimeCard root file folder .
I_TJ TimeCard Commaen Settings (4.3.437) Iﬁ
Eustomer lTaSk] kalmstrom.
=5 X r &l -]~ %, ] Business Sclutions

Customer -

m

D tments
Metadata Metadata category Metadata supercategory Wbz =
Customer ["Enable and disable data
Task [ Hide Mare in Personal Settings
Report [ Make all Tmetard meta fields mandatory

’Report e -] C:\Users\Administrator. KALMDEV.00 IHDeskhop'\TC'-,'l'lmeCardi_ [C] Enable Planning information

[ Allow Auto-add of TimeCard properties

|| Enable default values for empty fields
["]Enable the Expenses feature

| J | | J [ | Enable E-mail/Domain Settings

Allow Reporting of appointment with all fields empty. [|Enable reporting on behalf of
Mark new appointments with default metadata

3.1 META DATA

By default , TimeCard is configured to work with two properties, Customer and Task . This means
that for each appointment , the people reporting time will have to select both a Customer and a Task
for that specific appointment. 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 automatically change
to reflect what you have entered. The columns will  also automati cally widen to fit the longest Meta
data item.

It is possible to add an extra property, like in the image above, but keep in mind that doing so makes
the procedure of reporting time more complicated. For more information, referto TimeCard

12
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Properties i Meta Data Structures . You can also remove one property so that only one remains to
work with. This  will save time for  all employees entering appointments . Choosing the appropriate
properties to rep ort on is an important step, and the y can easily be edited if the needs of your
organization change. It is often best to start with a simple reporting scheme and extend it later (if
neede d).

Note :

You cannot have the same name in more than one property. Ifa Task is called "ABC" you can NOT
have a project also called "ABC" . You can call the project "ABC_P" (or something similar), but not
exactly the same

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

3.1.1 I MPORTING DATA BY COPY & PASTE

The listsin the Common Settings dialog are made with Excel components. Th us, itis quite easy to
copy & paste information into the grid. If you already have a list of existing properties in Excel that
you want to use for reporting , the copying procedure should be very straightforward. You can also

import the data or copy and p aste directly into the database . The Common Settings dialog will
automatically  sort and remove any blank rows when you click OK or switch to another tab. Any
duplicates will also be removed.

3.1.2 COPYING FROM A CONTACT FOLDER

If you already have some of the da ta which you want to use as a TimeCard reporting property in an
Outlook folder, it is quite easy to transfer the data into TimeCard . The most common scenario is that

you have some customers in a Contacts  folder and you want to copy those customer names int o the

Customer tab ofthe Common Settings form. These are the steps needed:

1. Create or choose an Outlook view that has all the data you need to copy
2. Select all the data from the Edit menu or by CTRL+A
3. Copy the data to the clipboard via the Edit menu or CTRL+C.

4. Paste the information into the TimeCard Common Settings dialog.
Switch to another  tab to get the data properly sorted and all doubles removed.

5. Reset your view in the Outlook Contacts folder (if needed) .
3.1.3 TIME CARD PROPERTIES T META DATA STRUCTURE S
To get more out of your TimeCard statistics ( referto Statistics ) you can make use of  Meta
categories . Each TimeCard property can have up to three categorization levels. They are only visible
inthe Common Settin  gs dialog and when you vi ew the s tatistics . They will not show in the
appointments, in the users  6Personal Settings or when users report time. The users will never have

to bother with the  higher levels of categorization

Here is an example on how touse Me ta categories with Customer s:

Relations between the  Meta data , the Meta data category (Business area below) and the Meta
data super category fields (Sector below) are automatically shown in the tree diagram to the right.
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Below is an example of how the Tasks can be sorted in  Categories and Supercategories
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