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Welcome to
TimeTac Desktop for Windows!

TimeTac offers you different configurations:
@ Employee Time Tracking
[: | Project Time Tracking

'
@ Leave Management

The Windows app is modulated according to the configurations you use. The exemplary
representation of app screens can therefore show different menu items than are visible
foryou. Check the annotation at the end of each chapter to find out which configuration
is needed to view the respective menu item.

Index
FITST STEPS e 4
SIAE MENU i 8
DaSNDOAIA ... 10
LIVE TrACKING vt 12
TIMESTAMIPS ottt 16
HOLaY Planner ..o 18
Holiday Planner ... 18
Department Calendar ... 20
Team Calendar ..o 20
STATUS OVEIVIEW . 22
MESSAEE BOX .ttt 24
NOTIICALIONS .ot 26
Additional Functions for Managers.......ccccceeeeveeeeesieseeeeeeeeenas 28



First Steps

We are happy to introduce you to the Windows app and accompany you through
the first steps:

Login

After you have downloaded and opened the app, you will be asked to insert your
account name @. The account name is the same as for the web browser login.
You can find it at the end of your link: go.timetac.com/accountname

Click on Login. Now you can insert your username and password as usual and click
again on Login @. You can also use the SSO login (Single Sign On) & by clicking
the respective button. On the contrary to the usual login procedure, logging in with
SSO does not require you to insert your login data.

The SSO login is only available if you are logged in with your
company account in your standard browser.

Logout

Click on the arrow symbol in your taskbar in order to open the system tray and
show hidden symbols. Click right on the TimeTac symbol to log out. Here, you
can also quit the program.

Further Settings

By clicking right on the TimeTac symbol in the system tray (see previous sub-
chapter), you can define further preferences. For example, you can tick the op-
tion Start TimeTac automatically when Windows starts. Then, the TimeTac
Desktop is opened every time your device is switched on. The system tray also
allows you to search for updates und eventually, update the program. This is
how you can make sure that you use the most recent version of TimeTac Desk-
top. You can also access these settings via the gearwheel icon in the dashboard.
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View Settings

As soon asyou have logged in, the Windows app is opened. The title barindicates
the name of the user that is logged in. The window can be scaled according to =
your preferences. Click on the sides or edges of the window and drag them in = P

o0 00:06:02
order to enlarge or reduce the app window. A compressed view provides you
with a more compact usage, especially when starting or stopping tasks @.
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A reduced format does not show every available piece of
information.
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Change to full-screen display by clicking on the respective symbol in the title
bar. This view displays all available data of a specific menu item @.

Office

& Il B

15 suyaests Timestamp details
00:07: 11
e e
(0] § 0 sa
. 3
S S dune. ‘\ tnd date
A e 012h
Marketing & PR

These general functions are available with any configuration.




Side Menu

Click on the menu symbol in the upper left corner in order to open the side
menu. All available menu items are listed here @. These are adjusted according
to your configuration. Further information on single menu items can be found
in the respective chapter. You can identify the currently open menu item by the
grey highlighting.

Dashboard:
Here you get an overview of different aspects of your time tracking.

Live Tracking:
Within this menu item you can start and stop timestamps.
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Timestamp details

Timestamps: . : & °

Here, all timestamps are listed in a chronological manner. 0.1®

Holiday Planner: .
This menu item contains three sub-menus called Holiday Planner, Department [ ... .

Calendar and Team Calendar. N o

Status Overview:
Here, you receive an overview of colleagues and if they are present, absent or on e
a break.

Message Box:
Here you can read messages that were addressed to you, your department or the
entire company. You can also directly reply to them or write your own messages.

Notifications:
This menu item provides you with an overview of system notifications.

These general functions are available with any configuration.




Dashboard

The dashboard offers you a compact overview of the most important data of
your time tracking. Get a short overview @ on the dashboard, which allows you
to see at a glance how much working time or breaks you have already booked for
today. In addition, you have access to your current working time balance. If you
also use TimeTac's Leave Management and Holiday Planner, your holiday entit-
lement will be displayed here as well.
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In the field of notifications @ you can view the most recent notifications. Click
on View more notifications to switch to the menu item Notifications.

By default, the dashboard also shows you the currently running timestamp €.
You can use the buttons to stop or pause time tracking. You can also edit the
timestamp with a click on the left button. Here you will be guided to the menu
item Timestamp List.

In the field of the Latest messages @ the latest messages are displayed. Tap on
View more messages and to switch to the menu item Latest messages. (4]

In the field below @), you can search for a task, which you can then start using
the Start button.

Dashboard configuration %
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Three buttons @ are displayed next to your photo or name tag. The first one is
used to configure the dashboard @. Use it to determine the order of the di-
splayed fields or whether they should be displayed or not. The gearwheel icon
allows you to check for updates or to set whether the Windows App should start
automatically when you startyour device. The last button leads you to our Know-
ledge Base, where you can find extensive information on how to use TimeTac.
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These general functions are available with any configuration.
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Live Tracking

This section shows the task you are currently working on. Additionally, you recei-
ve information about the exact start time of the timestamp as well as the project
level the respective task is subordinated. The running timestamp is displayed in

blue @.

There are three buttons below @: The first one lets you choose the task for your
timestamp. If (at a reduced format) the right-hand side of the interface is not
displayed, you can also use the first button to edit the current timestamp. The
second one allows you to stop a running timestamp or, if there is no current ti-
mestamp, to start one. According to this, the symbol displays either a start or a
stop button. Via the coffee button you can start a break. The button then chan-
gesinto a start button. Click on it to restart the last task.

By clicking on the start/stop button, you always change
back to the task that was started last.

Below, you can find a list with projects and tasks. Sort them by expanding the
dropdown menu @ and selecting a category. These can be defined by your-
self or a manager with Full Employee Access. In the category To-Dos there are
tasks listed that should be managed by you. Frequent tasks are suggested wit-
hin the category Favourites. The category Recent shows you the tasks that you
used most recently. In All you can view all projects, sub-projects and tasks that
you have access to.

If you are using Employee Time Tracking without Project
Time Tracking, this menu item is not categorised.
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By using the search bar @ you can directly search for a specific project or task.

The row below indicates the superior levels @ of the tasks that you can seein the
main section of this menu item. Projects are illustrated with a grey folder sym-
bol while blue symbols refer to tasks of any kind. Click on a project folder to get
to the hierarchy level below. There is a start/stop symbol © next to every task.
Click on this symbol to either start or stop a task.

On the right-hand side you receive information about the current timestamp @
(ifthereis one). Here, you can also edit the task, the start and end time as well as
insert fees/costs or notes. Save by clicking on the button below @.

00
If you have activated the automatic start of a task in the E

Web App, this task will also be started automatically on
the Windows desktop.

00000

- The Live Tracking is available if you use Employee Time
) Tracking and/or Project Time Tracking.
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Timestamps

By default, this section shows you the timestamps of the current day. Click on the
datein order to open the calendar and choose another day. Below, you receive the
following information @: The corresponding calendar week, the working hours
of single week days as well as the weekly sum of working time.

Working hours in TimeTac are always indicated in indus-
try hours, i.e. in decimal values. Click on Refresh to up-
date these.

In the main section of this menu you can view timestamps in a chronological
order. The start and end time, the task of the timestamp as well as the working
hours are indicated in each row @. If you have left a comment regarding this
timestamp, a note symbol is displayed. Click on this symbol in order to read the
comment. Select a timestamp in order to view further details on the right-hand
side. Here, you can also conduct changes.

If you wish to add an entry, simply click on the plus symbol & and fill out the
form on the right-hand side ©: Define task as well as start and end date/time
of the timestamp. Select the option Billable, if you intend to bill the respective
timestamp. The fields below allow adding Fees/costs as well as notes. Click on
Save @ to finalise the process.

The timestamps are highlighted in different colours. Blue represents working

time while green stands for break time. Select a timestamp to - depending on
your authorisation - either edit it or request an adjustment.

E The menu item Timestamps is available if you use Emp-
@ loyee Time Tracking and/or Project Time Tracking.
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Holiday Planner

This section contains the three menu items Holiday Planner, Department Calen-
dar and Team Calendar.

Holiday Planner:

The Holiday Planner shows entered and requested absences. Your current leave
entitlement and overtime balance can be found in the first row. Tab on the arrow
symbol @ to view further details.

By default, the current month is displayed in the main section of the Holiday
Planner. Click on the time period @ to select another month or use the right
and left pointing arrows to view the previous or following month. The different
types of absences appear in bars with different colours underneath the respec-
tive days ©.

Click on a day in this calendar to add a new absence. Fill out the form on the
right-hand side @: Indicate the type and duration of the absence. In the next
step itis possible to determine a replacement and leave a comment. As soon as you
confirm your entry, the request is displayed as a dashed line in the Holiday Planner.

If you have the required authorisation, the absence is
directly entered.

Below the calendar you can see a list displaying leave requests of the respective
month @. The small symbol indicates, if the request has been approved or decli-
ned. Click on one of these requests in order to view further details on the right-
hand side or to cancel already approved requests.

You can only cancel absences if a manager with Full Emp-
loyee Access has granted you this right in the user manage-
ment settings.
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Department Calendar:

The department calendar provides a structured visualisation of absences in a
specific department. By expanding the dropdown menu @ you can select de-
partments that shall be displayed. By default, the current month appears in the
department calendar. Click on the date @ to choose another month or use the
left and right pointing arrows in order to view the previous or following month.

Department Calenda)

Team Calendar:

If you are member of a team, you can view the absences within your team in the
team calendar. By expanding the dropdown menu @ you can select teams that
shall be displayed. By default, the team calendar indicates the current month.
Click on the date @ to choose another month or use the left and right pointing
arrows in order to view the previous or following month.

In order to use the team calendar, the team function in the
web browser must be activated and you must be assigned
to ateam.

Team Calendar

ﬁ% The functions of the Leave Management are only available
if you use the TimeTac Leave Management.
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Status Overview

This menu item provides an overview of current presences and absences of all
employees. Different colours represent different states:

Blue highlighting refers to employees that are logged in. Employees that are ta-
king a break are highlighted in green. Yellow describes employees that are not
logged in but have entered a leave day or other absence.

It is possible to have the status overview displayed as cards or as list. Set your
preferred display variation in the top right corner @.

Every card contains the profile picture of the employee or the abbreviation of
their name as well as the full name and the department @. Furthermore, the
employee’s current task is indicated. As a manager with Full Employee Access
you can start or stop the currently running timestamps of your employees via
the start/stop icon €. As an employee, you can only edit your own timestamps.
If contact information is provided within TimeTac, you can contact the employee
by clicking on the contact symbol @. If the employee broke a rule (e.g. excee-
ding the daily maximum working time), an exclamation mark appears within
the respective card.

You can filter the cards by using the dropdown menus @ and selecting a specific
status, department or team. With the aid of the search bar @ you can directly
search for a specific employee.

These general functions are available with any configuration as
long as the status overview is activated.
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Message Box

This menu item provides an overview of messages that were sent to the entire
company, your department, your team or directly to you.

A message consists of the profile picture or the abbreviation of the name of the
employee that has sent the message, their full name as well as date and time.
Additionally, you can see the recipient or recipient group (entire company, de-
partment, team, employee) the message was addressed to @.

Click on the arrow @ in order to reply to the author. Messages, that you have
sent yourself, can be deleted by clicking on the paper bin symbol ©.

Write your own message in the right section of the Message Box. Expand the
dropdown menu @ and choose the recipient(s), before you click on Send @.

The team function is only available if it is activated in your
account and you are assigned to a team.

These general functions are available with any configuration.
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Notifications

This menu item provides an overview of system notifications. The different kinds
of notifications are indicated by different symbols @:

The blue stopwatch represents notifications that concern timestamps, intert-
wining arrows describe synch problems and the sun stands for notifications
concerning absences. The additional, smaller symbol refers to the status of the
notification. The plus symbol represents a new, still open request, the green
check mark means the request has been approved and the red minus stands for
declined requests. An orange exclamation mark is used when synch problems
occur. Use the dropdown menu @ to filter the notifications.

You can process these notifications if you have the required user rights. For
example, you can select a leave request and approve it on the right-hand side €.

You will receive push notifications via Windows. You can disable them in the Win-
dows system settings.

Push notifications are only available for you if you have in-
stalled the TimeTac Desktop via an .exe file.

These general functions are available with any configuration.

26

Notifications [ Al ]
Notifications X
S [
.
92019 1039
L Remaining overtime 273 h v
Leave
© @ tunin O mnseon o .
s e
Leave Day
0 eswm ©
Leave Day
© |@twim ©
[
P o .

27



Additional Functions for Managers

The desktop app for Windows provides TimeTac managers with further functi-
ons. Similar as in the web browser, managers can view the Timestamp List and
the Holiday Panner from the perspective of a freely selectable employee.

Timestamp List

Open the side menu and select the menu item Timestamps. By default, informa-
tion on timestamps of the current day is displayed. Click on the time frame @ or
use the left and right pointing arrows in order to choose another time frame. As
manager, you can select an employee whose timestamps you wish to view. Open
the dropdown menu @ and mark an employee. A blue highlighting should then
be visible. Moreover, it is possible to edit timestamps of employees. In order to
do this, click on Add @ and fill out the form @ on the right-hand side. This times-
tamp is then added to the currently selected employee's Timestamp List.

Holiday Planner

Open the side menu and select the menu item Holiday Planner. By default, your
own absences during the current month are displayed here. Switch to another
month by clicking on the time frame @ or by using the left and right pointing ar-
rows. As manager, you can select an employee whose absences you wish to view.
Open the dropdown menu @ and mark an employee. A blue highlighting should
then be visible. Moreover, it is possible to enter absences for employees. In order
to do this, click on the respective day and fill out the form @ on the right-hand side.
The absence is then entered to the currently selected employee's Holiday Planner.

These functions are only available if you are defined as Ma-
nager with Full Employee Access in TimeTac.
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Have a successful start

with TimeTac!
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