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1.0 Getting Started 

1.1 Introduction 

1.1.1 Welcome to Time-Aid Solo 

Time-Aid Solo software tracks your computer, BlackBerry and non computer activity. It 
generates a list of activities you have completed and allows you to assign these activities 
to a project or task.  
 
When finished assigning these activities a timesheet is presented. Time-Aid Solo makes 
completing your timesheet easy. The automatic logging of your activities reduces error 
and encourages a timely submission of timesheets.  
 

1.1.2 Features and Capabilities 

Time-Aid is a powerful yet intuitive timesheet software. It automates time and activity 
tracking on the PC. it provides complete, accurate, and timely activity information that 
users drag and drop to complete their timesheet. 

1.1.2.1 Unique, Simple & Intuitive 

·  Completely Automatic – Logs all computer usage activity as it runs in the 
background. 

·  Time-Blocks – Consolidates and prioritizes the log into a familiar day planner 
view. 

·  Drag & Drop Easy – Drag time-blocks onto projects to do your timesheet. Users 
can still edit the timesheet entries later. 

·  Integrates BlackBerry Log - BlackTrack (an optional component for BlackBerry 
smartphones) is automatically integrated into Time-Aid.  Bill your computer and 
mobile activity with the one process. 



 
 

 

1.1.2.2 Key Benefits 

·  Time-Aid's automatic timesheet generator produces timesheets accurately and 
with full information 

·  Maximize Existing Systems - Increase the critical quality of time sheet 
information and strenghten your time management system. 

·  Integrate with existing Project Management, Practice Management, Accounting 
Systems 

 

1.2 Running Time-Aid Solo 

1.2.1 System Requirements 

Time-Aid runs only on Windows PC computers. If your system can run windows, it can 
run Time-Aid. 
 
The minimum screen resolution is 1024 x 768. 
 
The software requires 7mb of hard disk space. A full year of data consumes 
approximately 5mb. 
 

1.2.2 Installation 

 

 
Figure 1: Installing Time-Aid Solo 

 



 
 

 

The installation of Time-Aid Solo could not be easier.  Simply double-click Time-
Aid_Solo_Setup.exe and Time-Aid Solo will be installed on your computer within 
seconds. 
 

1.3 Configuring Time-Aid Solo 

Time-Aid Solo is highly customizeable.  For more information about customizing Time-
Aid Solo to your preferences, please see section 2.2.3 Settings. 
 

1.4 Quick Start Guide 

When running Time-Aid Solo for the first time, an initialization screen will appear.  As 
the program initializes and the progress bar fills to show its progress, a quick video will 
play to help show how to quickly get started with Time-Aid Solo.  Every frame shown in 
the video is shown here in the Quick Start Guide.  Please reference this section of the 
manual if desired. 
 

 
Figure 2: Logged Activities 

 



 
 

 

 
Figure 3: Right Clicking for Options 

 

 
Figure 4: Admin Button 

 



 
 

 

 
Figure 5: Project List 

 

 
Figure 6: Adding Projects to Project List 

 



 
 

 

 
Figure 7: Right Click to Add Projects 

 

 
Figure 8: Selecting a Time-Block 

 



 
 

 

 
Figure 9: Drag and Drop 

 

 
Figure 10: Assigning Time to a Project 

 



 
 

 

 
Figure 11: Editing a Timesheet 

 



 
 

 

 
Figure 12: Saving a Timesheet 



 
 

 

2.0 Dialogues 

2.1 Activity Log 

 
Figure 13: Activity Log 



 
 

 

 
As Time-Aid Solo runs in the background on your computer, your activity is logged and 
placed in the activity log.   
 

2.1.1 Planner 

 
Figure 14: Planner View 



 
 

 

 
Planner view displays logged activities as if it were a typical day planner.  Each activity 
is placed in the correct time block to keep track of when it occurred and the duration of 
each activity is noted in a column to the right(as shown in Figure 14Figure 14).  You may 
also make notes on these activities in the column to the far right for your convenience.  
For more information on making a note, please see section 2.1.8 Making a Note. 
 

 
Figure 15: Planner View Options 

 
Right clicking allows you several options(as shown in Figure 15).  You may create a 
manual event by clicking “Event”.  For more information on events, please see section 
2.5 Event.  To unassign an assigned activity, click “Unassign”.  You may also choose the 
level of detail to allow in Planner view.  Planner view can be set to show one line, two 
lines, four lines, and eight lines. 
 
 



 
 

 

2.1.2 Computer 

 
Figure 16: Computer View 

 
Computer view displays logged activities in a simple chronological list.  Each activity is 
listed in the order it occurred, and the duration of each activity is noted in a column to the 
right(as shown in Figure 16).  You may also make notes on these activities in the column 
to the far right for your convenience.  For more information on making a note, please see 
section 2.1.8 Making a Note. 



 
 

 

 
 

 
Figure 17 Computer View Options 

 
Right clicking allows you several options(as shown in Figure 17).  You may create a 
manual event by clicking “Event”.  For more information on events, please see section 
2.5 Event.  You may also choose the level of detail to allow in Computer view.  
Computer view can be set to show all logged items, items greater than ten seconds, items 
greater than thirty seconds, and items greater than sixty seconds. 
 
 

2.1.3 BlackBerry 

 
Figure 18: Blackberry View 

 
Blackberry view lists all BlackBerry activity collected by Time-Aid Solo(as shown in 
Figure 18).  Not only can you track your computer activity, but you can log activity when 
you must work from your BlackBerry. 
 
2.1.3.1 Additional Views 



 
 

 

 

 
Figure 19: Tab Selection 

 
Time-Aid Solo displays Planner view, Computer view, and BlackBerry view by default.  
To access additional views, right click a tab and select the additional view you would like 
to see(as shown in Figure 19).  You may choose from Consolidated, Week, and Month 
veiws.  For more information on these additional views, please see sections 2.1.3.1 
Consolidated, 2.1.3.2 Week, and 2.1.3.3 Month. 
 

2.1.3.1 Consolidated 
 

 
Figure 20: Consolidated View 

 
Consolidated view consolidates multiple occurrences of logged activities in your activity 
log.  It displays the combined durations of each unique logged activity, and provides a 



 
 

 

percentage that represents how much your total logged time is comprised of that single 
activity. 
 

 
Figure 21: Consolidated View Options 

 
Right clicking allows you several options(as shown in Figure 21).  You may create a 
manual event by clicking “Event”.  For more information on events, please see section 
2.5 Event.  You may also choose the level of detail to allow in Consolidated view.  
Consolidated view can be set to show all logged items, items greater than ten seconds, 
items greater than thirty seconds, and items greater than sixty seconds. 
 

2.1.3.2 Week 
 

 
Figure 22: Week View 

 
Week view displays all logged activities for the current week.  It displays the combined 
durations of each unique logged activity, and provides a percentage that represents how 
much your total logged time for the week is comprised of that single activity. 
 



 
 

 

 

 
Figure 23: Week View Options 

 
Right clicking allows you several options(as shown in Figure 23).  You may create a 
manual event by clicking “Event”.  For more information on events, please see section 
2.5 Event.  You may also choose the level of detail to allow in Week view.  Week view 
can be set to show all logged items, items greater than ten seconds, items greater than 
thirty seconds, and items greater than sixty seconds. 
 
 

2.1.3.3 Month 
 

 
Figure 24: Month View 

 
Month view displays all logged activities for the current month.  It displays the combined 
durations of each unique logged activity, and provides a percentage that represents how 
much your total logged time for the month is comprised of that single activity. 
 
 



 
 

 

 
Figure 25: Month View Options 

 
Right clicking allows you several options(as shown in Figure 25).  You may create a 
manual event by clicking “Event”.  For more information on events, please see section 
2.5 Event.  You may also choose the level of detail to allow in Month view.  Month view 
can be set to show all logged items, items greater than ten seconds, items greater than 
thirty seconds, and items greater than sixty seconds. 
 
 

2.1.4 Activity Bar 

 



 
 

 

 
Figure 26: Activity Bar in Percentage View 

 
The activity bar, located in the centre of the Activity Log, defaults to percentage view(as 
shown in Figure 26).  Every time you assign an activity to your project list, the percent 
will be recalculated and displayed to show how much of your logged time has been 
assigned.  The colour of the sphere associated with the project will also appear in this bar 
to visually represent the percent of each project.  Clicking this bar will change this view. 
 



 
 

 

 
Figure 27: Activity Bar in Time View  

 
Upon clicking the percentage view, the Activity Bar will change to time view(as shown in 
Figure 27).  Every time you assign an activity to your project list, the percent of assigned 
activities will be recalculated and the colour of the sphere associated with the project will 
also appear in this bar to visually represent the percent of each project.  The numbers on 
the right represent the time, and the coloured blocks will appear on the bar according to 
the time that they were logged.  Clicking this bar will change this view. 
 

2.1.5 Project List 

 



 
 

 

 
Figure 28: Project List 

 
The project list displays your current tasks(as shown in Figure 28).  By dragging and 
dropping activities on tasks in this list, you can assign logged time to your timesheet.  
The assigned time for each task appears to the left of the task in the “Duration” column.  
For more information on making assignments, please see section 2.1.6 Assigning Logged 
Activities. 
 
To add a task to the project list, right click on the last entry, “Right click here to add 
project”, and click “Add”.  This will bring you to an add project dialogue where you can 
add new projects.   
 
To edit a task in the project list, right click on the project and click “Update”.  This will 
bring you to the Project tab in the Admin dialogue where you can edit the projects.   
 
To remove a task from the project list, right click on the task and click “Delete”.  This 
will delete the project from the project list. 
 
For more information on projects, please see section 2.2.1 Project. 
 

2.1.6 Assigning Logged Activities 

 
Making an assignment is quick and easy: simply drag from the left and drop to the right.   
 



 
 

 

 
Figure 29: Assigning a Logged Activity: Dragging 

 
Choose an activity from your activity log that you wish to assign to a project.  Clicking 
this activity will highlight it in blue(as shown in Figure 29).   
 

 
Figure 30: Assigning a Logged Activity: Dropping 

 
Drag the activity to the right and hold it over the project you wish to assign this logged 
time to(as shown in Figure 30).  Release your mouse button, and you will notice several 
things happen.   
 
The duration of the logged activity will appear in the “Duration” column of your project 
list.  Any subsequent assignments to this project will have their durations added to this 
one.  You will also notice that a colored sphere will appear at the top of your logged 
activity and note the name of the project and task it has been assigned to.  This is for easy 
reference.  The assignment bar in the middle of the dialogue will add a colored bar 
corresponding to the percentage assigned.  For more information on this bar, please see 



 
 

 

section 2.1.4 Activity Bar.  Lastly, you will notice that the logged activity will highlight 
green, so you may easily see which tasks you have already assigned to projects. 
 

2.1.7 Unassigning Logged Activities 

 

 
Figure 31: Unassigning Logged Activities 

 
To unassign a logged activity, simply right click on the assigned activity and click, 
“Unassign”(as shown in Figure 31).  For more information on making assignments, 
please see section 2.1.6 Assigning Logged Activities. 
 

2.1.8 Making a Note 

 

 
Figure 32: Making a Note 

 
To make a note, simply click in the “Notes” column on the selected logged activity that 
you wish to add a note for.  An edit box will then appear, which will allow you to enter 
the desired note(as shown in Figure 32).  When you are finished creating your note, click 
on an area of the dialogue away from the note, and it will be saved. 



 
 

 

 

2.2 Admin 

 

 
Figure 33: Admin Dialogue 

 
The Admin dialogue is where you can create and edit projects, and customize Time-Aid 
Solo settings.  Simply click the Admin button located on the bottom right-hand corner of 
the Activity Log(as seen in Figure 33).  
 

2.2.1 Project 

 

 
Figure 34: Project Dialogue 

 
To create and make changes to projects, navigate to the Projects dialogue by clicking on 
the Projects tab along the top of the Admin dialogue(as shown in Figure 34). 
 



 
 

 

2.2.1.1 Adding a Project 
 

 
Figure 35: Adding a Project 

 
To add a project, click on the “Add” button to the right(as shown in Figure 35). 
 

 
Figure 36: Saving a Project 

 
Project ID:  
 
Enter a unique ID to identify the project. 
 
Project Name: 
 
Enter a name to identify the project. 
 
Status: 
 
Choose whether the project is open or closed(as shown in Figure 36).  Closed projects are 
removed from the task list. 
 
Click “Save” when you have finished, or “Cancel” to discard the project. 
 

2.2.1.2 Editing a Project 
 



 
 

 

 
Figure 37: Editing a Project 

 
To edit a project, click on the “Edit” button to the right(as shown in Figure 37).  For more 
detailed information on the fields of the Edit dialogue, please see section 2.2.1.1 Adding 
a Project. 
 

2.2.1.3 Deleting a Project 
 

 
Figure 38: Deleting a Project 

 
To delete a project, click on the “Delete” button to the right(as shown in Figure 38). 
 

2.2.2 Data Connections 

 

2.2.2.1 BlackBerry 
 



 
 

 

 
Figure 39: Retrieving a BlackTrack Connection for BlackBerry 

 
In order to use BlackTrack in combination with Time-Aid Solo, you must first configure 
a connection.  BlackTrack configuration can be found under the Data Connections tab in 
the Admin dialogue.  To find the Data Connections tab, please see section 2.2 Admin 
 
Email Address: 
 
BlackTrack (SETTINGS / TimeAid tab) must use this same address. 
 
Password: 
 
The password for the email address above. 
 
POP3 server: 
 
For Gmail, the server is pop.gmail.com. 
 
Port:  
 
For Gmail use 995.  Most common for other non-SSL email is 110. 
 
Handheld PIN: 
 
This is your BlackBerry’s unique PIN.  You can find it in BlackTrack (SETTINGS / 
TimeAid tab). 
 
Use SSL: 
 
For Gmail, select to use SSL. 
 
Auto Update in Future:  
 



 
 

 

Turn on Auto Update to have Time-Aid automatically retrieve your BlackTrack data. 
 
When you have finished entering the settings, click Retrieve to save them. 

2.2.3 Settings 

2.2.3.1 Planner 
 
Planner allows you to customize the planner view in your activity log.  This is important, 
since the planner view is the default tab displayed in your activity log. 
 

 
Figure 40: Changing Day Start Time 

 
Day Start Time 
 
“Day Start Time” allows you to set the start time of your day(as shown in Figure 40).  
The planner view in your activity log will display logged activities beginning at this time.  
Planner view defaults to 8:00am. 
 



 
 

 

 
Figure 41: Changing Time Block Size 

 
Time Block Size 
 
“Time Block Size”  allows you to set the size of your time blocks(as shown in Figure 41).  
Planner view defaults to 15 minute time blocks. 
 

 
Figure 42: Changing Default Number of Planner Lines 

 
Default Number of Lines 
 
“Default Number of Lines” allows you to set the number of lines to display in each time 
block(as shown in Figure 42).  Planner view defaults to 8 lines per time block. 
 



 
 

 

 
Figure 43: Changing Hiding Settings 

 
Hide logged items less than… 
 
“Hide logged items” allows you to hide logged items in the planner view of your activity 
log that are less than the time that you choose(as shown in Figure 43).  Planner view 
defaults to 5 seconds. 
 

2.2.3.2 Event Hotkey 
 

 
Figure 44: Configuring Event Hotkey 

 
Event Hotkey allows you to set the hotkey for starting a manual event.  By using a hotkey, 
you can efficiently begin a manual event.  To choose the hotkey, simply click the radio 
button next to the desired hotkey(as shown in Figure 44).  For more information on 
manual events, please see section 2.5 Event. 
 



 
 

 

2.2.3.3 Event Setting 
 

 
Figure 45: Event Settings 

 
Event Settings allow you to set your preferences for manual events(as shown in Figure 
45).  These preferences can also be set in the Manual Event dialogue.  For more 
information on manual events, please see section 2.5 Event. 
 
Idle Time(MIN)  
 
Idle Time(MIN) lets you set the number of minutes your computer can be idle before 
Time-Aid Solo automatically creates a manual event. 
 
Do not pop up on idle time 
 
Do not pop up on idle time lets you choose whether or not to have the Manual Event 
dialogue box pop up when Time-Aid Solo automatically creates an event after the 
specified amount of idle time has passed. 
 

2.2.3.4 User Information 
 

 
Figure 46: Changing User Information 

 
User Information allows you to specify a user name.  This name will be used to identify 
you on reports and emails. 



 
 

 

 

2.2.3.5 Terminology 
 

 
Figure 47: Changing Terminology 

 
Terminology allows you to customize the term that Time-Aid Solo uses for “Projects”.  If 
you have another term that you wish to identify “Projects” by, simply enter it into the edit 
box(as shown in Figure 47). 
 

2.3 Timesheets 

2.3.1 Generating a Timesheet 

Assigning time to your timesheet could not be easier.  By dragging and dropping logged 
activities to your project list in the Activity Log, Time-Aid Solo automatically generates 
your timesheet for you.  For more information on assigning time, please see section 2.1.6 
Assigning Logged Activities. 
 

 
Figure 48: Manually Editing a Timesheet 

 
In addition to assigning time by using the activity log, you can also manually edit time in 
your timesheet by clicking on the box for the desired day and project(as shown in Figure 
48). 

 



 
 

 

 
Figure 49: ManuallyAdding Time in a Timesheet 

 
By clicking this box, an edit box will open to allow you to enter in a value that you wish 
to have associated for that day and project(as shown in Figure 49). 

 

 
Figure 50: Entering Manually Edited Time in a Timesheet 

 
By pushing Enter on your keyboard, you will enter the value into the timesheet as if you 
had assigned logged activities using the Activity Log(as shown in Figure 50). 
 

2.3.2 Hiding Projects 

Project lists can often become quite lengthy.  Time-Aid Solo gives you the option to hide 
projects with no assigned time to more easily view only the relevant projects in your 
timesheet.  
  

 
Figure 51: Hiding Projects in a Timesheet 

 



 
 

 

To hide projects with no assigned time, simply check the box located in the top right-
hand corner of the Timesheet dialogue(as shown in Figure 51). 
 

 
Figure 52: Showing All Projects in a Timesheet 

 
To show all projects, uncheck the box located in the top right-hand corner of the 
Timesheet dialogue(as shown in Figure 52). 
 

2.3.3 Notes 

 

 
Figure 53: Notes Tab 

 
Notes that you make in your activity log will appear listed here for your easy viewing.  
Simply click the Notes tab in the Timesheet dialogue, and you can quickly and easily 
view all notes made on your logged activities(as shown in Figure 53). 
 

2.3.4 Emailing a Timesheet 

 



 
 

 

 
Figure 54: Emailing a Timesheet 

 
You can choose to email a timesheet by clicking the “Email” button in the bottom right 
hand corner of the Timesheet dialogue(As shown in Figure 54).   

 

 
Figure 55: Sending a Timesheet Email 

 
By entering the information in the “Optional Email Reporting” section(as shown in 
Figure 55), the timesheet report will be sent to the specified email address.  If you choose 
not to send a timesheet email, simply leave this section blank.   
 
From: 
 
Enter an email address to identify the sender of the timesheet email. 
 
To: 



 
 

 

 
Enter an email to identify the recipient of the timesheet email. 
 
Subject: 
 
Enter a subject line for the timesheet email. 
 
Message: 
 
Enter an optional message to be included with the timesheet email. 
 

 
Figure 56: Timesheet Report 

 
The timesheet report(as shown in Figure 56) includes many different pieces of 
information.  
 

 
Figure 57: Timesheet Report Header 

 
The header includes the message, user name, week, and the date the timesheet was 
exported(as shown in Figure 57).   



 
 

 

 

 
Figure 58: Weekly Timesheet 

 
Your projects with assigned time for this week range are displayed clearly in a single 
table, along with the dates, time assigned, and totals(as shown in Figure 58). 

 

2.3.5 Saving a Timesheet 

 

 
Figure 59: Saving a Timesheet 

 
To save a timesheet after editing values, click the “Save” button in the bottom right-hand 
corner of the Timesheet dialogue.   
 

2.3.6 Resetting a Timesheet 

 



 
 

 

 
Figure 60: Resetting a Timesheet 

 
To reset all values in the timesheet to zero, click the “Reset” button in the bottom right-
hand corner of the Timesheet dialogue. 
 

2.4 Reports 

 

 
Figure 61: Reports 

 
To create a report, locate the Reports button on the bottom right-hand corner of the 
activity log(as shown in Figure 61).  This will bring you to the Reports dialogue.  
 

2.4.1 Generating a Report 

 



 
 

 

 
Figure 62: Reports Dialogue 

 
Reporting is a valuable tool that allows you to view data during a specific time period or 
according to certain criteria.  Once you have specified the details of the report, click Run 
to generate the report(as shown in Figure 62). 
 

2.4.2 Date Range 

 

 
Figure 63: Selecting a Date Range to Report 

 



 
 

 

Date Range allows you to select data to report between certain dates.  Simply click on the 
first date in the range and then the last date in the range, and the range will highlight in 
blue to show you that it is selected(as shown in Figure 63). 
 

2.4.3 Data Selection 

 
Figure 64: Data Selection 

 
Data Selection allows you to choose which information to include in your report.  In the 
“Where” drop-down menu, you can choose from five different categories(as shown in 
Figure 64): 
 
All assigned timeblocks 
 
Generate a report that includes all assigned data. 
 
All timeblocks 
 
Generate a report that includes all data. 
 
Timeblocks for selected project 
 
Generate a report based on a certain project.  You can specify which project to include by 
selecting the project in the “Equals” drop-down menu. 
 
Search timeblocks 
 
Generate a report based on certain criteria.  You can specify which data to include by 
entering the criteria in the “Equals” drop-down menu to the right. 
 

2.4.4 Format 

 



 
 

 

 
Figure 65: Report Formatting 

 
The Format specifies the way the report will be displayed(as shown in Figure 65). 
 
Text 
 
The text format will display the report in plain text. 
 
CSV 
 
The CSV format will display the report in comma-separated values.  This is a particularly 
useful format to be viewed in a spreadsheet application. 
 
View With  
 
The Application is the program that will open to display the report.  If the default 
application is not appropriate, click Browse to select the desired application to view the 
report. 
 

2.5 Event 

 

 
Figure 66: Event 

 



 
 

 

2.5.1 Creating a Manual Event 

An event can consist of a phone call, meeting, lunch break, or any other miscellaneous 
event.  A manual event allows you to quickly and easily document these events in your 
activity log. 
 

2.5.1.1 Using the Event Dialogue 
 

 
Figure 67: Starting an Event 

 
To create a manual event using the Manual Event dialogue, locate the Event button on the 
bottom right-hand corner of the activity log.  Clicking this button opens the Manual Event 
dialogue(as shown in Figure 67). 
 
Event 
 
Begin by selecting the event type.  You may choose from several types, such as, “Phone”, 
“Meeting”, “Lunch”, or “Misc”. 
 
Description 
 



 
 

 

You may then enter a description to identify your event.  The description you enter here 
will be how it will appear in your activity log, prefixed by the event type. 
 

 
Figure 68: Manual Event 

 
Start 
 
To start the event once you have entered in the appropriate information, click Start. 
 
Continue 
 
If you have opened the Manual Event dialogue and have already started an event but do 
not wish to end it yet, click Continue.  This will continue logging the event and bring you 
back to the activity log. 
 
End 
 
To finish the event, click End.  This will stop logging time for the event. 
 
Cancel 
 
To cancel the event, click Cancel. 
 
Idle Time(MIN)  
 
Idle Time(MIN) lets you set the number of minutes your computer can be idle before 
Time-Aid Solo automatically creates a manual event. 
 
Do not pop up on idle time 
 
Do not pop up on idle time lets you choose whether or not to have the Manual Event 
dialogue box pop up when Time-Aid Solo automatically creates an event after the 
specified amount of idle time has passed. 
 
 

2.5.1.2 Using the Activity Log 
 



 
 

 

 
Figure 69: Manual Event Shortcut 

 
To create an event quickly using the activity log, simply right click on the appropriate 
time block and click, “Event” (as shown in Figure 69).  This will open the Manual Event 
dialogue to easily allow you to create an event.  For further instruction on how to create 
this event, please see section 2.5.1.1 Using the Event Dialogue. 



 
 

 

3.0 Software Upgrade 

3.1 Upgrading Time-Aid Solo 

 
Figure 70: Upgrading Time-Aid Solo 

When a new update for Time-Aid Solo is available, it will be posted in the News section 
of the Time-Aid website, Time-Aid.com(as shown in Figure 70) 
 
To check if there is an update for Time-Aid Solo, open your web browser and navigate to 
Time-Aid.com.  When the home page loads, click News in the navigation bar at the top of 
the page.  The news page will load, and will list the latest news about Time-Aid, 
including updates.  To apply the update, simply click the appropriate link. 



 
 

 

4.0 Troubleshooting 

I want to start assigning time in my activity log, but my project list is empty. 
 
It is likely that no projects have yet been added.  Please see section 2.2.1.1 Adding a 
Project. 
 
My activity log shows activities that were logged yesterday instead of today. 
 
It is likely that the correct date is not being displayed.  This occurs most often when a 
computer is put to sleep rather than shut off.  Locate the calendar selection in the bottom 
right hand corner of the activity log, and select the current date.  As an alternative, you 
may also double-click the Time-Aid Solo logo to the right of the calendar selection to 
bring you to the current day(as shown in Figure 71). 
 

 
Figure 71: Current Day Selection 

 
If your problem is not addressed here, feel free to contact us for further assistance.  
Please see section 6.3 Support. 



 
 

 

5.0 Uninstallation 

 
Figure 72: Uninstalling Time-Aid Solo 

 
We are disappointed that you wish to uninstall Time-Aid Solo.  Before you do so, please 
consider contacting support at Aczen Innovations, where we may be able to work out any 
issues you may have.  Your business is valuable to us.  Our contact information can be 
found in section 6.3 Support. 
 
If you still wish to uninstall Time-Aid Solo, the uninstall executable can be found in the 
Time-Aid Solo directory(C:\Program Files\Aczen Innovations\Time-Aid).  Simply 
double-click the Uninstall.exe icon(as shown in Figure 72), and Time-Aid Solo will be 
removed from your computer.   
 
Your logged data will not be deleted, and will remain safely in the Time-Aid Solo 
directory until you delete it.  If you decide to reinstall Time-Aid Solo at a later date, you 
can be assured that your data will be unharmed, and will be accessible once again. 



 
 

 

6.0 Software License Agreement 

6.1 Terms of Use Agreement 

 
Date last modified December 13, 2010 

 
 
Welcome to Time-Aid Solo(“the software”) which has been created for Aczen 
Innovations. By using the software you are agreeing to comply with and be bound by the 
following terms of use. Please carefully read the following terms. If there is objection to 
the terms of use agreement one should discontinue use of this software. The term you or 
one refers to the users of the Time-Aid Solo Software. The term our, us and we refers to 
Aczen Innovations and its management team. 
 

6.1.1 Acceptance of Agreement  

 
This agreement constitutes the entire and only agreement between Time-Aid Solo 
software developers and the users of BlackTrack. Understandings with respect to the 
software provided and the subject matter of this agreement. This agreement may be 
amended at any time by us from time to time without specific notice to you. The latest 
agreement will be posted on the website and you should review this agreement prior to 
using the software.  
 

6.1.2 Use of Software 

 
Any software or related materials that are made available to you ("Software") is the 
copyrighted work of Time-Aid Solo and/or its licensors (if any). You must be a registered 
Time-Aid Solo subscriber in order to download and/or use the Software. Furthermore, 
your right to download and/or use the Software will be subject to the terms and 
conditions of the applicable end user license agreement. 



 
 

 

 

6.1.3 Limitations of Use 

 
Unless otherwise specified in the Terms, Time-Aid Solo is for your professional use. You 
may not modify, copy, distribute, transmit, display, perform, reproduce, publish, license, 
create derivative works from, transfer, or sell any information, products or services 
obtained from Time-Aid Solo. If you breach any of these Terms, your authorization to 
use this software automatically terminates and you must immediately destroy any 
materials in your possession obtained from the software (including Materials requested 
pursuant to the software and sent by Progress Software via email or post). 
 

6.1.4 Copyright  

 
The content, organization, graphics, design, digital conversion and other matters related 
to www.Time-Aid.com and the software are protected under applicable copyrights, 
trademarks and other proprietary.  The posting of information or materials on the website 
does not constitute a waiver of any rights in such information and materials.  
 
 

6.1.5 Trademarks 

 
www.Time-Aid.com and Time-Aid Solo are our service marks and registered service 
marks or trademarks.  This User agreement is subject to change with or without notice. 
 
 

6.2 Time-Aid Solo Privacy Policy 

 
 

PLEASE READ THE FOLLOWING INFORMATION CAREFULLY  
 



 
 

 

6.2.1 Who we are 

Time-Aid.com provides business professionals with automatic timesheet software. This 
software and website are owned and operated by Aczen Innovations. 
 
 

6.2.2 Privacy Statement 

Aczen Innovations understands the importance of privacy to our users. We are committed 
to respecting your privacy and user information confidentiality. Aczen Innovations 
reserves the right to make changes to this policy and will post changes to www.Time-
Aid.com/privacy-policy.html from time to time. 
 
 

6.2.3 What Personal Information Aczen Innovations collects 

from you 

In order for the Time-Aid Solo software to log your computer and Blackberry activity 
including your cellular and email communication, Time-Aid Solo may gather information 
including but not limited to the following areas: 

• Electronic Identification Data including (e.g:ip address and cookies) 

• Products and services downloaded from Aczen Innovations 

• Correspondence between you and Aczen Innovations 

• Traffic data 
 
This information will not be shared with third parties and will be used for internal 
purposes only. 
 
 

6.2.4 How we use the information we collect 

Information collected from the users including name and email address are used to: 



 
 

 

• Verify your identity 

• Determine install base 

• Provide you with customer support 

• Inform you of service updates or software updates 

• Request your feedback on BlackTrack 

• Measure and improve the software, website content and layout 
 
 

6.3 Support 

We regret that you are having issues with Time-Aid Solo.  We value your business, and 
will do our utmost to provide you with a solution as quickly and easily as possible.  
Please contact us with your questions or concerns, and we will respond back to you 
within 48 hours by email or phone. 
 
We welcome your feedback. 
 



 
 

 

6.3.1 Contact Us 

Mail  
 
31 Peet Street, Suite 202  
St. John's, NL  
A1B 3W8  
Canada 
 
Email 
 
info@aczen.com 
 
Tel 
 
1-709-753-5669 
 
Fax 
 
1-709-753-5661 


