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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, Blaeky and non computer activity. It
generates a list of activities you have completatialows you to assign these activities
to a project or task.

When finished assigning these activities a timesisgaresented. Time-Aid Solo makes
completing your timesheet easy. The automatic logof 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 sedfire. It automates time and activity
tracking on the PC. it provides complete, accurane, 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 famidlay planner
view.

Drag & Drop Easy — Drag time-blocks onto projects to do your timegh&sers
can still edit the timesheet entries later.

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



time—aid User Manual

1.1.2.2 Key Benefits
Time-Aid's automatic timesheet generator produicessheets accurately and
with full information
Maximize Existing Systems - Increase the critiazdlgy of time sheet
information and strenghten your time managemerierys

Integrate with existing Project Management, Prackitanagement, Accounting
Systems

1.2 Running Time-Aid Solo

1.2.1 System Requirements

Time-Aid runs only on Windows PC computers. If yaystem can run windows, it can
run Time-Aid.

The minimum screen resolution is 1024 x 768.

The software requires 7mb of hard disk space. Rykdr of data consumes
approximately 5mb.

1.2.2 Installation

munO
| ]
E ”!*I
(11 Is
Click

J‘%Eﬁc
Time-Aid_Solo_ Set

up

Figure 1: Installing Time-Aid Solo
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The installation of Time-Aid Solo could not be easiSimply double-clicKime-
Aid_Solo_Setup.exand Time-Aid Solo will be installed on your comeuwithin
seconds

1.3 Configuring Time-Aid Solo

Time-Aid Solo is highly customizeable. For morémmation about customizing Time-
Aid Solo to your preferences, please see sect@B &ettings.

1.4 Quick Start Guide

When running Time-Aid Solo for the first time, amitialization screen will appear. As
the program initializes and the progress bar fidlshow its progress, a quick video will
play to help show how to quickly get started witin€-Aid Solo. Every frame shown in
the video is shown here in the Quick Start GuiB&ease reference this section of the
manual if desired.

[Panner | Blackserry |
Time | Activity Duration | Motes - Duration Project Name
1:15 [@N]A [ Right dlick here to add project
pm
1:30 Time-Aid Solo 04:51
pm TNT - Graphics on the fly 01:52
1:45
2:00 [ Activity is logged here.
pm
2:15 ’ ; -
pm It will automatically fill in as you work.
2:30 i
pm ()}
2:45 0% :
pm mﬁsﬂgneﬂ 0 hours,00 mins
3:00 | —
pm E 4 October, 2010 v Admin
3:15 : :
e % 27 28 2 30 1 2 s
om 3 4 5 6 7 8 9 - \
3:45 W 11 12 13ELs 16 Event
pm 17 18 19 20 21 73 23 :
400 24 25 26 27 B 9 3 Exit
pm X 31 1 2 3 4 5 & —
19 »

Figure 2: Logged Activities
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[Planner | Blackgerry |

Time  Activity Duration  Motes - Duration Project Name

1:15 [@N]A [ Right dlick here to add project
pm
1:30 Time-Aid Solo 05:04

pm TNT - Graphics on the fly 02:09
1:45

Right-Click
To see options

L | H"

2145 Unassign k %
pm Assigned| () hours,00 mins
3:00 Detail (1line) r ¢ -
pm ‘ October, 2010 » Admin
315 v Detail (2 lines) —
pm —
330 Detail (4 lines) % 27 3 2 2 1 2 Tlmesheets_
pm Detail (8 lines) 3 4 5 5 7 8 & —
3:45 W 11 12 1315 16 Event
17 18 19 20 21 22 23
400 24 25 26 27 28 29 30 b
P b 31 1 2 3 4 5 & e
Tl S v
Figure 3: Right Clicking for Options
[Planner | BlackBerry |
Time  Activity Duration  Motes - Duration Project Name
115 [@N]A [ Right dlick here to add project
pm
1:30 Time-&id Solo 05:04
pm TNT - Graphics on the fly 02:09
1:45
pm
2:00
pm ;
Right-Click :
To g Sitione Admin Button
ol S has other options
: ) 0% d
2145 Unassign k "
pm Assigned| () hours,00 mins
3:00 Detail (1line) r ¢ -
pm ‘ October, 2010 » Admin
315 v Detail (2 lines) —
pm —
330 Detail (4 lines) % 27 3 2 2 1 2 Tlmesheets_
pm Detail (8 lines) 3 4 5 5 7 8 & —
3:45 0 11 12 13815 16 _ Event
pm 17 18 19 20 21 22 23
400 24 35 36 27 3/ 29 N0 [ pat
pm X 31 1 2 3 4 5 & —
) 3

Figure 4: Admin Button
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Time Duration | Notes 5 Duration  Project Name

1:15 [ [ | Right dick

130 | Time-Aid Solo Projects are Listed here
pm TNT - Graphics on the fiy

it Right Click to Add or Edit
-

pm L,

pm
2:30
pm
2:45 0_"/0
o [T]]| Assigned| 0 hours,00 mins
3:00 | —
o 4| oOctober,2010 | Admin
3:15 = ..
3 7 3@ 2 3 1 2 s
pm 5 6 7 8B 9
345 W 11 12 13EH s 16
17 18 19 20 21 73 23
% 30
2 5

[
o

w
ol

Event

pm
4:00 24 325 7 3B 29
pm X 31 3 4 5

Figure 5: Project List

Time  Activity Duration | Motes - Duration Project Name

1:15 [ [ [@00:00 Admin
pm = . z e 200 Johnson matter
1:30 Time-Aid Solo Pro;ects are Listed here 00 :00 Smith Praject
pm TNT - Graphics on the fly (@A Right dlick here to add project
1:45 Mew Project = = i
pm Right Click to Add or Edit
2:00 -
pm L
2:15
pm
2:30
e 0%

2:45
{1]]| Assigned | 0 hours,00 mins
|

pm
3:00 SEe—
= 4 October, 2010 » AaT=
3:15 : =
Hm e = Timesheets
3:30 26 27 2 i 1 it
pm 3 4 5 6 7 8 9 —\
3:45 1w 1 138 15 16 Event
pm 17 18 2
400 24 25
pm b 3101

1l s ;

=)
o
P
)
w

MG R
B
~
I
~
&

Figure 6: Adding Projects to Project List
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f Planner régdc.ﬂerry |
Time  Activity Duration | Motes - Duration Project Mame
1:15 [ [ [@00:00 Admin
pm p = 2 T =00 Johnson matter
130 | Time-Aid Solo Projects are Listed here —=m@o0.00 T smith Froject
pm TNT - Graphics on the fly (@A Right dlick here to add project
1:45 MNew Project i = > _ S
pm Right Click to Add or Edit
2:00 -
pm
2:15

pm
230
e 0%

2:45 !
pm Assigned

3:00
pm
3215
pm
3:30
pm
i

Admin button has
other options

Admin

Timesheets

Event

pm
2:00
pm hud

| e | r
Figure 7: Right Click to Add Projects

f Planner régdc.ﬂerry |
Time  Activity Duration | Motes - Duration Project Name
[ @00:00 | Admin
@00:00 Johnson matter
%00 :00 Smith Project
@A Right dlick here to add project

~=an the fiv - [Clin.ipal
Click on Time-Block
(shift & Ctrl give multi-select)

pm Save Image

pm 0"/0
Assigned | () hours,00 mins

pm |
3:00 |l E—
pm 4 October, 2010 » __Admin
3:15 : = 3

Hm = Timesheets
3:30 s|26 27 2 30 _
pm 3 4 5 6 7 8 9 —_—
3:45 1w 1 1315 16 Event

o

)

)
=)
o
P
)
[
[¥]

400 24 25

Figure 8: Selecting a Time-Block
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Time  Activity Duration | Motes - Duration Project Name

@00:00 [ Admin
@00:00 | Johnson matter

#00 : mith Project
ight click here to add project

- Click on Time-Block — Drag & Drop onto Project
(shift & Ctrl give multi-select) 7 :
S — NOTE: Only Time and Notes are
2:3.;[:“ assigned, NOT the details.
2:45 Y
pm {1]| Assigned | 0 hours,00 mins
3:00 | —
pm 4+ | october,2010 | _ Admin
315 o
320 55 0708 29 3 L 2 B fee s
pm 3 4 5 6 7 8 9 . 3
3:45 10 11 12 3@ 15 16 ~ Event
17 18 19 20 21 22 23 :
400 24 25 26 27 2B 1 30 a
pm x 31 1 2 3 4 5 & —_
s :
Figure 9: Drag and Drop
FP{amefr régdc-ﬂerry
Time  Activity Duration | Motes - Duration Project Name

@00:00 [ Admin

@00:00 | Johnson matter

#00 : mith Project
L ight click here to add project

Drag & Drop onto Project

2 o [o— NOTE: Only Time and Notes are
2:3.;[:“ assigned, NOT the details.
2:2:1 { 0 hours,00 mins
3:00 —
. f? ‘ _.f_J Ol':l:nbei’,-'Zﬂ_ﬂ_l _..LJ ? Admin
3;5” CI]CkTﬂ'neshee‘ : = "I'lmesheeis 1

= button to see you
3:7::” timeshee.l Event
400 i Exit

pm - [ e

Figure 10: Assigning Time to a Project
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7 Hide Chent | Tadks weths o agicresd
— . oy Ler: | Dirid Sty

S Toksls
 —— Week 41, Oxteber 10, 2000

Chert / Tae ' S Men
[ L T T 11 :
ﬁ i L £ 4| Ocober. 200 v |

Figure 11: Editing a Timesheet
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user: | Dvid Smiy

5] Mk Chent [ Taaks with o sssigned
T (Wed Thr F S Tokss

 —— Week 41, Oxteber 10, 2000
;% .-g.-i (1 I T 11 :
'ﬁ?‘*ﬁ‘. L a : . k<1 4|  Odober 2010 ¢ |

Figure 12: Saving a Timesheet
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2.0 Dialogues

2.1 Activity Log

Fﬁam annsuIidated | BlackBerry T week 49 FDecmha' ]
Time  Actvity Duration | Motes -

Time-AidLite User Manual R.1 - Microsoft Word 02:27
Bubbles 01:28
Time-Aid Solo 00:46

1:15 |4 TimeAidLite User Manual
pm Untitled - Paint 06:51
Time-AidSolo User Manual R.1 - Microsoft Word 02:50
Time-AidLite User Manual R.1 - Microsoft Word 02:16
Time-Aid Solo 01:16
Fonts 00:51
Problem Reports and Solutions 00:27
Find and Replace 00: 18

1:30 |4 TimeAidLite User Manual
pm Untitled - Paint 05:29
Fonts 05:45
Resize and Skew 00:16
Time-Aid Solo 00:13
Thumbnail 00:09

Time-AidSolo User Manual R.1 - Microsoft Word 00:07 m

1:45 - TimeAidLite User Manual
pm Untitled - Paint
Thumbnail
Fonts

@ TimeAidLite User Manual
pm Untitled - Paint 1117
Product - Time-Aid: Timesheet software for productiv... | 00:52
Time-AidSolo User Manual R1 - Microsoft Word 00:45
Clients - Time-Aid: Timesheet software for productivi... | 00:24
2:15 |4 TimeAidLite User Manual b
10 3 [

Figure 13: Activity Log
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As Time-Aid Solo runs in the background on your pomer, your activity is logged and
placed in the activity log.

2.1.1 Planner

Fﬁam ﬁmnsulidat&d | BlackBerry I week4s | December |
Time  AbSity

Duration Motes -
Time-AidLite User Manual R.1 - Microsoft Word 02:27
Bubbles 01:28
Time-Aid Solo 00:46
1:15 |4 TimeAidLite User Manual
pm Untitled - Paint 06:51
Time-AidSolo User Manual R.1 - Microsoft Word 02:50
Time-AidLite User Manual R.1 - Microsoft Word 02:16
Time-Aid Solo 01:16
Fonts 00:51
Problem Reports and Solutions 00:27
Find and Replace 00: 18
1:30 |4 TimeAidLite User Manual
pm Untitled - Paint 05:29
Fonts 05:45
Resize and Skew 00:16
Time-Aid Solo 00:13
Thumbnail 00:09
Time-AidSolo User Manual R.1 - Microsoft Word 00:07 m

- TimeAidLite User Manual
Untitled - Paint
Thumbnail
Fonts

@ TimeAidLite User Manual
pm Untitled - Paint 1117
Product - Time-Aid: Timesheet software for productiv... | 00:52
Time-AidSolo User Manual R1 - Microsoft Word 00:45
Clients - Time-Aid: Timesheet software for productivi... | 00:24
2:15 |4 TimeAidLite User Manual b
10 3 [

Figure 14: Planner View
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Plannerview displays logged activities as if it were gital day planner. Each activity
is placed in the correct time block to keep trattben it occurred and the duration of
each activity is noted in a column to the righghewn in Figure 14Figure 14). You may
also make notes on these activities in the colwnthe far right for your convenience.
For more information on making a note, please seta® 2.1.8 Making a Note.

0o:14

Inassign

Fly Detail (1 line)
tingsiJenniferiDeskiopl  pistail (2 lines)
Detail (4 lines)

v Detail (3 lines)
|

2en Capture Tool on Ear

Figure 15: Planner View Options

Right clicking allows you several options(as shawfigure 15). You may create a
manual event by clicking “Event”. For more infortia@ on events, please see section
2.5 Event. To unassign an assigned activity, clighassign”. You may also choose the
level of detail to allow irPlannerview. Plannerview can be set to show one line, two
lines, four lines, and eight lines.
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2.1.2 Computer

[ Planner 1 Compu 1 Consolidated | BlackBerry I'week4s | December | seardn
oo Time i“!i% Duration Motes -
* | 03:29:43 |banner3 - Paint 00 :00 :06
* | 03:29:54 | Time-AidSolo User Manual R 1 (Preview) - Mic... | 00 :00 :43
# | 03:30 :37 | Time-AidSolo User Manual .1 - Microsoft Word | 00 :00 :40
* (03:31:17 | Page Setup 00 :00 :06
# | 03:31:23 | Time-AidSolo User Manual R 1 - Microsoft Word | 00 :03 :45
# (03:35:08 | Time-AidSolo User Manual 1 (Preview) - Mic... | 00 :00 :30
# | 03:35:38 | Time-AidSolo User Manual R 1 - Microsoft Word | 00 :04 :35
* | 03:40:13 | Mozilla Firefox 0000 :01
* | 03:40:14 | NoData 00 :03:23
* | 03:43:37 | Invitations - Windows Live - Mozila Firefox 00 :00 :15
# | 03 :44:05 | This item might not exist or is no longer avail,.. | 00 :00 :08
* | 03:44:13 | Mozilla Firefox 00 :00 :33
* | 03:44:46 | Time-AidSolo User Manual R 1 - Microsoft Word | 00 :03 :33
* |03:48:19 (MNoData 00 :16 :57
* | 04:05:16 | Time-AidSolo User Manual R1 - Microsoft Word | 00 :00 :34
* | 04:05:50 |Downloads 0000 ;23
* | 04:06 :13 | TNT - Graphics on the fly 000011
* | 04:06:24 | ECSWinCaptureFarm_Ver 100 00 200 05
# | 04:06 :29 | TNT - Graphics on the fly 00 ;00 :13
* [ 04:06 :42 | Save Image 00 :00 :16
* | 04:06 :538 | Time-AidSolo User Manual R 1 - Microsoft Word | 00 :00 :43
* | 04:07 :41 | Time-Aid Solo 00 00 37
* | 04:08 :18 | TMT - Graphics on the fly 00 ;00 :15
* | 04:08 :33 | Time-AidSolo User Manual R.1 - Microsoft Word | 00 :00 :43
* | 04:09 :16 | TNT - Graphics on the fly 00 :00 :09
* | 04:09:25 | Time-Aid Solo 00 :00 :038
* | 04:09:33 | Time-AidSolo User Manual .1 - Microsoft Word | 00 ;01 :05
* | 04:10:38 |MoData 0002 :30
* | 04:13:08 | Time-Aid Solo 00 ;00 :35
* | 04:13:43 | Time-AidSolo User Manual R 1 - Microsoft Word | 00 ;00 :21 -
1€ » [

Figure 16: Computer View

Computerview displays logged activities in a simple chrimgacal list. Each activity is
listed in the order it occurred, and the duratibeach activity is noted in a column to the
right(as shown in Figure 16). You may also makeson these activities in the column
to the far right for your convenience. For morl®imation on making a note, please see
section 2.1.8 Making a Note.
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Figure 17 Computer View Options

Right clicking allows you several options(as shawfigure 17). You may create a

manual event by clicking “Event”. For more infortia@ on events, please see section
2.5 Event. You may also choose the level of débadlllow inComputerview.
Computerview can be set to show all logged items, itenesgar than ten seconds, items
greater than thirty seconds, and items greatershdy seconds.

2.1.3 BlackBerry

Plariner ] Cormputer BLKkBE"‘:-"ﬂ] Search | |
| Tirne: | Title M Curation | Niokes

o 11:15:36 | Read, [From]Ron Peddlefronald. peddle... [ 00:00:13 | Inbox/openediRon Peddie(ronald. peddie@a. ..
tb‘ 11:20:02 | Answered, [From]Home: 7095552243 00:00:51 incoming calfHorme: 7095552243
[_r] 11:39:37 | Sent, [To]ackivity Log Account{jennifer.... | 00:00:00 | Sent boofnew fSctiviey Log Accounkdjennifer. ...
(| 13:14:46 | Read, [From]David Hiscockidavid hiscoc,,. | 00:00:07 | Inbox/opened/David Hiscock{david. hiscocki@. .
'E}' 13:17:17 | Dialed, [Tolaczen Innowvations: 7535669 00:00:45 | outgoing calfbczen Innovations: 7535669
‘;V 14:24:58 | Answered, [From]Unknown: 7095551533 00:00:54 | incoming call/Unknown: 7095551533

Figure 18: Blackberry View

Blackberryview lists all BlackBerry activity collected bymie-Aid Solo(as shown in
Figure 18). Not only can you track your computeindty, but you can log activity when
you must work from your BlackBerry.

2.1.3.1 Additional Views



xtime—aid User Manual

FH% P, (P T |

P W

Time A Computer

3:15 [@  Consolidated

pm B icrosg

B Week
B Month he fir
— + Blackberry
11 e =i O D R T

Figure 19: Tab Selection

Time-Aid Solo display®lannerview, Computerview, andBlackBerryview by default.
To access additional views, right click a tab agléa the additional view you would like
to see(as shown in Figure 19). You may choose ftomsolidatedWeek andMonth
veiws. For more information on these additionaWws, please see sections 2.1.3.1
Consolidated, 2.1.3.2 Week, and 2.1.3.3 Month.

2.1.3.1 Consolidated

[ Planner | Computer 1 Cor‘rsohdatedﬁ BlackBerry I week49 | December | search
Application Window Duration Percer =
E‘ﬁreﬁ:x.exe cowan heights dental carrie - Google Search - Mozilla Firefox 00:00:13 | %0
H}ﬁreﬁ:x.exe Cowan Heights Dental Ctr, 5t. John's, ML on Profile Canada Busines,., | 00:01:16 | %0
winword.exe | Find and Replace 00:00:13 | %0
WINWORD.EXE | Time-AidSolo User Manual R.1 - Microsoft Ward 00:37:38 | %9
4 mspaint.exe Untitled - Paint 00 :43:31 [ %10
1 mspaint.exe Fonts 00:07:52 | %2
4 mspaint.exe Resize and Skew 00:00:16 | %0
4 mspaint.exe Thurmbnail 00 :00 :46 | %60
E}ﬁreﬁ:x.exe Clients - Time-Aid: Timesheet software for productivity and time fra... [00:02:42 | %1
_a)ﬁreﬁzux.exe Roy Todd Music - Mozilla Firefox 00:00:25 | %0
E‘ﬁreﬁ:x.exe Roy Todd - Mozilla Firefox 00:00:12 | %0
_a)ﬁreﬁzux.exe Mike: Corcoran - Mozilla Firefox 00:00:12 | %0
_ﬁlﬁiﬂﬁ.‘hﬂ‘ﬁﬁ Iuliz L udloe - Mozills Firefoo nn-ni-a= | een

Figure 20: Consolidated View

Consolidatedview consolidates multiple occurrences of loggetivaies in your activity
log. It displays the combined durations of eacigue logged activity, and provides a
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percentage that represents how much your totaklbdgigne is comprised of that single
activity.
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Figure 21: Consolidated View Options

Right clicking allows you several options(as shawfrigure 21). You may create a
manual event by clicking “Event”. For more infortia@ on events, please see section
2.5 Event. You may also choose the level of détadlllow inConsolidatedview.
Consolidatedview can be set to show all logged items, iteneatgr than ten seconds,
items greater than thirty seconds, and items grélaaa sixty seconds.

2.1.3.2 Week

[ Planner | Computer I' Consclidated | BlackBerry f Week 491% December

Application Window Duration Percer &
Mo Data Mo Data 02:53:21 | %36 "
%‘I’lme-ﬁ.id.exe Time-Aid Solo 00:54:19 (%11
4 mspaint.exe Untitled - Paint 00:43:31 | %S
[l vinwORD . EXE | Time-AidSola User Manual R 1 - Microsoft Waord 00:38:53 | %3
[#¥] wINwWORD . EXE | Time-idLite User Manual R 1 - Microsoft Word 00:35:37 | %7
Mon-Comput... | Mon-Computer activity 00:18 :23 | %4
S TNT . exe TNT - Graphics on the fly 00 :08 :02 | %62
1 mspaint.exe Fonts 00:07:52 |%e2
1 mspaint.exe banner - Paint 00:07:27 | %2
&

Figure 22: Week View

Week view displays all logged activities for theremt week. It displays the combined
durations of each unique logged activity, and pitesia percentage that represents how
much your total logged time for the week is comgulief that single activity.
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Figure 23: Week View Options

Right clicking allows you several options(as shawfrigure 23). You may create a
manual event by clicking “Event”. For more infortia@ on events, please see section
2.5 Event. You may also choose the level of dévadlllow inWeekview. Weekview
can be set to show all logged items, items greéhtar ten seconds, items greater than
thirty seconds, and items greater than sixty sesond

2.1.3.3 Month

f Y Y - T Y Search | |

Planner Computer Consolidated BlackBerry Week 49 1 December !

Application Window Duration Percer &
Wl Explorer EXE User Manual 00 :00 :34 | %0
Ehievplore. exe Contact - Time-Aid: Timesheet software for productivity and time tr... | 00:00:34 | 3%0

Wl Explorer EXE Windows Installer 00 :00 :33 | %0
Ehiexplore, exe Clients - Time-Aid: Timesheet software for productivity and time tra... | 00:00:30 | %0

= calc.exe Calculator 00 :00:27 | %0

Figure 24: Month View

Month view displays all logged activities for thereent month. It displays the combined
durations of each unique logged activity, and pitesia percentage that represents how
much your total logged time for the month is coregd of that single activity.
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Figure 25: Month View Options

Right clicking allows you several options(as shawfigure 25). You may create a
manual event by clicking “Event”. For more infortia@ on events, please see section
2.5 Event. You may also choose the level of dévadlllow inMonthview. Monthview
can be set to show all logged items, items grehgar ten seconds, items greater than
thirty seconds, and items greater than sixty sezond

2.1.4 Activity Bar
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38%
Assigned

Figure 26: Activity Bar in Percentage View

The activity bar, located in the centre of thaivity Log defaults tqpercentageview(as
shown in Figure 26). Every time you assign anvégtio your project list, the percent
will be recalculated and displayed to show how meicyour logged time has been
assigned. The colour of the sphere associatedtigtbroject will also appear in this bar
to visually represent the percent of each projéxticking this bar will change this view.
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Figure 27: Activity Bar in Time View

Upon clicking thepercentageview, theActivity Barwill change taime view(as shown in
Figure 27). Every time you assign an activity tmyproject list, the percent of assigned
activities will be recalculated and the colourlué sphere associated with the project will
also appear in this bar to visually represent gregnt of each project. The numbers on
the right represent the time, and the coloureddsiodll appear on the bar according to
the time that they were logged. Clicking this Wdl change this view.

2.1.5 Project List
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Dura... Project Mame

@00:00| TimeAidLite Testing

00 ;00| TimeAidDovico Testing
&00:00] TimeAidLite Coding

00:00| TimeAidDovico Coding

00 ;00| Research
@00 ;00 Misc
@00:30| Lunch
@00 :00]| Meeting
@07 :30| TimeAidLite User Manual
@00 :00| TimeAidDovico User Manual
&MfA Right dick here to add project

Figure 28: Project List

The project list displays your current tasks(asssho Figure 28). By dragging and
dropping activities on tasks in this list, you @asign logged time to your timesheet.
The assigned time for each task appears to thefléfie task in the “Duration” column.
For more information on making assignments, plesagesection 2.1.6 Assigning Logged
Activities.

To add a task to the project list, right click twe fast entry, “Right click here to add
project”, and click “Add”. This will bring you tan add project dialogue where you can
add new projects.

To edit a task in the project list, right click tre project and click “Update”. This will
bring you to théProjecttab in theAdmindialogue where you can edit the projects.

To remove a task from the project list, right clmk the task and click “Delete”. This
will delete the project from the project list.

For more information on projects, please see se@id.1 Project.

2.1.6 Assigning Logged Activities

Making an assignment is quick and easy: simply di@g the left and drop to the right.
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Figure 29: Assigning a Logged Activity: Dragging

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

Figure 30: Assigning a Logged Activity: Dropping

Drag the activity to the right and hold it over fhmject you wish to assign this logged
time to(as shown in Figure 30). Release your mbus®n, and you will notice several
things happen.

The duration of the logged activity will appeattlre “Duration” column of your project
list. Any subsequent assignments to this projeltthave their durations added to this
one. You will also notice that a colored spherk appear at the top of your logged
activity and note the name of the project and tekks been assigned to. This is for easy
reference. The assignment bar in the middle ofltal®gue will add a colored bar
corresponding to the percentage assigned. For mimrenation on this bar, please see



section 2.1.4 Activity Bar. Lastly, you will nogdhat the logged activity will highlight
green, so you may easily see which tasks you hHeeady assigned to projects.

2.1.7 Unassigning Logged Activities

Figure 31: Unassigning Logged Activities

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

2.1.8 Making a Note

Figure 32: Making a Note

To make a note, simply click in the “Notes” coluimm the selected logged activity that
you wish to add a note for. An edit box will thgppear, which will allow you to enter
the desired note(as shown in Figure 32). Whenayeuinished creating your note, click
on an area of the dialogue away from the noteitantl be saved.



2.2 Admin

Figure 33: Admin Dialogue

The Admin dialogue is where you can create andpdjects, and customize Time-Aid
Solo settings. Simply click thidminbutton located on the bottom right-hand corner of
the Activity Logas seen in Figure 33).

2.2.1 Project

Figure 34: Project Dialogue

To create and make changes to projects, navigahe Rrojectsdialogue by clicking on
theProjectstab along the top of thedmindialogue(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 thght(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(asrsimFigure 36). Closed projects are
removed from the task list.

Click “Save” when you have finished, or “Cancel’discard the project.

2.2.1.2 Editing a Project



Figure 37: Editing a Project

To edit a project, click on the “Edit” button toethight(as shown in Figure 37). For more

detailed information on the fields of tklit 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” buttorthe right(as shown in Figure 38).

2.2.2 Data Connections

2.2.2.1 BlackBerry



Figure 39: Retrieving a BlackTrack Connection for BackBerry

In order to use BlackTrack in combination with TwA® Solo, you must first configure
a connection. BlackTrack configuration can be fbunder the Data Connections tab in
the Admin dialogue. To find the Data Connectias, please see section 2.2 Admin

Email Address:

BlackTrack (SETTINGS / TimeAid tab) must use thasne address.
Password:

The password for the email address above.

POPS3 server:

For Gmail, the server is pop.gmail.com.

Port:

For Gmail use 995. Most common for other non-S®kikis 110.

Handheld PIN:

This is your BlackBerry’s unique PIN. You can fitdn BlackTrack (SETTINGS /
TimeAid tab).

Use SSL:
For Gmaiil, select to use SSL.

Auto Update in Future:




Turn on Auto Update to have Time-Aid automaticaétyrieve your BlackTrack data.

When you have finished entering the settings, dRekrieveto save them.

2.2.3 Settings

2.2.3.1 Planner

Plannerallows you to customize the planner view in yoctihnaty log. This is important,
since the planner view is the default tab displayegbur activity log.

Figure 40: Changing Day Start Time

Day Start Time

“Day Start Time” allows you to set the start tinfeyour day(as shown in Figure 40).
The planner view in your activity log will displdggged 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 ofuydime 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 noen of lines to display in each time
block(as shown in Figure 42). Planner view defatdt8 lines per time block.



Figure 43: Changing Hiding Settings

Hide logged items less than...

“Hide logged items” allows you to hide logged itemghe planner view of your activity
log that are less than the time that you chooss{@®/n in Figure 43). Planner view
defaults to 5 seconds.

2.2.3.2 Event Hotkey

Figure 44: Configuring Event Hotkey

Event Hotkewllows you to set the hotkey for starting a maravant. By using a hotkey,
you can efficiently begin a manual event. To cleoibe hotkey, simply click the radio
button next to the desired hotkey(as shown in flegi4). For more information on
manual events, please see section 2.5 Event.



2.2.3.3 Event Setting

Figure 45: Event Settings

Event Settingallow you to set your preferences for manual esf@stshown in Figure
45). These preferences can also be set iMtdraual Eventdialogue. For more
information on manual events, please see sectbiZent.

Idle Time(MIN)

Idle Time(MIN)lets you set the number of minutes your compuderhe idle before
Time-Aid Solo automatically creates a manual event.

Do not pop up on idle time

Do not pop up on idle timiets you choose whether or not to haveNamual Event
dialogue box pop up when Time-Aid Solo automaticatieates an event after the
specified amount of idle time has passed.

2.2.3.4 User Information

Figure 46: Changing User Information

User Informationallows you to specify a user name. This namebelused to identify
you on reports and emails.



2.2.3.5 Terminology

Figure 47: Changing Terminology

Terminologyallows you to customize the term that Time-Aid@ades for “Projects”. If
you have another term that you wish to identifydjEcts” 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 eady dragging and dropping logged
activities to your project list in th&ctivity Log Time-Aid Solo automatically generates
your timesheet for you. For more information osigsing time, please see section 2.1.6
Assigning Logged Activities.

Figure 48: Manually Editing a Timesheet

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



Figure 49: ManuallyAdding Time in a Timesheet

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

Figure 50: Entering Manually Edited Time in a Timesheet

By pushingEnteron your keyboard, you will enter the value inte thmesheet as if you
had assigned logged activities using Aotivity Logas shown in Figure 50).

2.3.2 Hiding Projects

Project lists can often become quite lengthy. Tk Solo gives you the option to hide
projects with no assigned time to more easily voaly the relevant projects in your
timesheet.

Figure 51: Hiding Projects in a Timesheet



To hide projects with no assigned time, simply e box located in the top right-
hand corner of th&imesheetlialogue(as shown in Figure 51).

Figure 52: Showing All Projects in a Timesheet

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

2.3.3 Notes

Figure 53: Notes Tab

Notes that you make in your activity log will appdated here for your easy viewing.
Simply click theNotestab in theTimesheetlialogue, and you can quickly and easily
view all notes made on your logged activities(asghin Figure 53).

2.3.4 Emailing a Timesheet



Figure 54: Emailing a Timesheet

You can choose to email a timesheet by clicking'Braail” button in the bottom right
hand corner of th&éimesheetlialogue(As shown in Figure 54).

Figure 55: Sending a Timesheet Email

By entering the information in the “Optional EmRi&porting” section(as shown in

Figure 55), the timesheet report will be sent ®gpecified email address. If you choose
not to send a timesheet email, simply leave thii@e blank.

From:

Enter an email address to identify the sender®tithesheet email.

To:



Enter an email to identify the recipient of the ¢sheet email.

Subject:

Enter a subject line for the timesheet email.

Message:

Enter an optional message to be included withithegheet email.

Figure 56: Timesheet Report

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

Figure 57: Timesheet Report Header

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



Figure 58: Weekly Timesheet

Your projects with assigned time for this week mage displayed clearly in a single
table, along with the dates, time assigned, aradsi@s shown in Figure 58).

2.3.5 Saving a Timesheet

Figure 59: Saving a Timesheet

To save a timesheet after editing values, click'8sve” button in the bottom right-hand
corner of theTimesheetialogue.

2.3.6 Resetting a Timesheet



Figure 60: Resetting a Timesheet

To reset all values in the timesheet to zero, dhek“Reset” button in the bottom right-
hand corner of th&éimesheetlialogue.

2.4 Reports

Figure 61: Reports

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

2.4.1 Generating a Report



Figure 62: Reports Dialogue

Reporting is a valuable tool that allows you towidata during a specific time period or
according to certain criteria. Once you have dptthe details of the report, cli¢kun
to generate the report(as shown in Figure 62).

2.4.2 Date Range

Figure 63: Selecting a Date Range to Report



Date Rangallows you to select data to report between aedates. Simply click on the
first date in the range and then the last datberrange, and the range will highlight in
blue to show you that it is selected(as shown gufé 63).

2.4.3 Data Selection

Figure 64: Data Selection

Data Selectiorallows you to choose which information to includeyour report. In the
“Where” drop-down menu, you can choose from fividelent 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. cdawspecify which project to include by
selecting the project in the “Equals” drop-down men

Search timeblocks

Generate a report based on certain criteria. Ywouspecify which data to include by
entering the criteria in the “Equals” drop-down maea the right.

2.4.4 Format



Figure 65: Report Formatting

TheFormatspecifies the way the report will be displayedaswn in Figure 65).
Text

The text format will display the report in plairxte

csv

The CSV format will display the report in comma-asgied values. This is a particularly
useful format to be viewed in a spreadsheet agpita

View With
The Applicationis the program that will open to display the repdf the default

application is not appropriate, cli@owseto 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,Humeak, or any other miscellaneous
event. A manual event allows you to quickly angilgalocument 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 Manual Eventdialogue, locate thEventbutton on the
bottom right-hand corner of the activity log. @&lieg this button opens thdanual Event
dialogue(as shown in Figure 67).

Event

Begin by selecting the event type. You may chdos® several types, such as, “Phone”
“Meeting”, “Lunch”, or “Misc”.

Description



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

Figure 68: Manual Event

Start

To start the event once you have entered in theopppte information, cliclStart
Continue

If you have opened thidanual Evendialogue and have already started an event but do
not wish to end it yet, clicontinue This will continue logging the event and bringuy

back to the activity log.

End

To finish the event, clicknd This will stop logging time for the event.
Cancel
To cancel the event, clidRancel

Idle Time(MIN)

Idle Time(MIN)lets you set the number of minutes your compuderhe idle before
Time-Aid Solo automatically creates a manual event.

Do not pop up on idle time

Do not pop up on idle timiets you choose whether or not to haveNamual Event
dialogue box pop up when Time-Aid Solo automaticatieates 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 Isigaply right click on the appropriate
time block and click, “Event” (as shown in Figur@)6 This will open théanual Event
dialogue to easily allow you to create an everr fHrther instruction on how to create
this event, please see section 2.5.1.1 Using tkeatEYialogue.



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 availakieyill be posted in th&lewssection
of the Time-Aid website, Time-Aid.com(as shown igue 70)

To check if there is an update for Time-Aid Solpen your web browser and navigate to
Time-Aid.com. When the home page loads, chigkvsin the navigation bar at the top of
the page. The news page will load, and will & latest news about Time-Aid,
including updates. To apply the update, simplgicthe appropriate link.



4.0 Troubleshooting

| want to start assigning time in my activity log,but my project list is empty.

It is likely that no projects have yet been addBtease see section 2.2.1.1 Adding a
Project.

My activity log shows activities that were logged gsterday instead of today.

It is likely that the correct date is not beingpliss/ed. This occurs most often when a
computer is put to sleep rather than shut off. dte¢he calendar selection in the bottom
right hand corner of the activity log, and selée turrent date. As an alternative, you
may also double-click the Time-Aid Solo logo to tight 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 toontact us for further assistance.
Please see sectioh3 Support



5.0 Uninstallation

Figure 72: Uninstalling Time-Aid Solo

We are disappointed that you wish to uninstall Fixe Solo. Before you do so, please
consider contacting support at Aczen Innovatiortsene we may be able to work out any
issues you may haveéour business is valuable to usOur contact information can be
found in section 6.3 Support.

If you still wish to uninstall Time-Aid Solo, theninstall executable can be found in the
Time-Aid Solo directoryC:\Program Files\Aczen Innovations\Time-Aid. Simply
double-click theJninstall.exeicon(as shown in Figure 72), and Time-Aid Sold \wé
removed from your computer.

Your logged datavill not be deleted and will remain safely in the Time-Aid Solo
directory until you delete it. If you decide tarrgtall Time-Aid Solo at a later date, you
can be assured that your data will be unharmedyélhlde accessible once again.



6.0 Software License Agreement

6.1 Terms of Use Agreement

Date lastmodified December 13, 2010

Welcome to Time-Aid Solo(“the software”) which Hasen created for Aczen
Innovations. By using the software you are agretngpmply with and be bound by the
following terms of use. Please carefully read thloWwing terms. If there is objection to
the terms of use agreement one should discontisei®fthis software. The term you or
one refers to the users of the Time-Aid Solo Saftw@he 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 onlyemgeat between Time-Aid Solo
software developers and the users of BlackTrackletstandings with respect to the
software provided and the subject matter of thre@ment. This agreement may be
amended at any time by us from time to time withepécific notice to you. The latest
agreement will be posted on the website and youldhreview this agreement prior to
using the software.

6.1.2 Use of Software

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



6.1.3 Limitations of Use

Unless otherwise specified in the Terms, Time-AudoSs for your professional use. You
may not modify, copy, distribute, transmit, displagrform, reproduce, publish, license,
create derivative works from, transfer, or sell afgrmation, products or services
obtained from Time-Aid Solo. If you breach any loé$e Terms, your authorization to
use this software automatically terminates andmost immediately destroy any
materials in your possession obtained from theaso& (including Materials requested
pursuant to the software and sent by Progress Sadtwa email or post).

6.1.4 Copyright

The content, organization, graphics, design, digiaversion and other matters related
to www.Time-Aid.com and the software are proteaiader applicable copyrights,
trademarks and other proprietary. The postingfairmation or materials on the website
does not constitute a waiver of any rights in seaébrmation and materials.

6.1.5 Trademarks

www.Time-Aid.com and Time-Aid Solo are our servivarks and registered service
marks or trademarks. This User agreement is sutgetiange 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 wittoenatic timesheet software. This
software and website are owned and operated byrAlcr®vations.

6.2.2 Privacy Statement

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

6.2.3 What Personal Information Aczen Innovations allects

from you

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

. Electronic Identification Data including (e.g:id@ess and cookies)
. Products and services downloaded from Aczen Inthava
. Correspondence between you and Aczen Innovations

. Traffic data

This information will not be shared with third pag and will be used for internal
purposes only.

6.2.4 How we use the information we collect

Information collected from the users including naane 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 coraedtlayout

6.3 Support

We regret that you are having issues with Time-8ado. We value your business, and
will do our utmost to provide you with a solutios quickly and easily as possible.
Please contact us with your questions or concantswe 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 3WS8

Canada

Email

info@aczen.com

Tel

1-709-753-5669

Fax

1-709-753-5661



