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Introduction
Asthe staff come and go, TimeTrak will need to be updated to reflect that.

A user with the Global Administrator permissions will be able to log into the TimeTrak Admin Console and either
delete a user or add anew user.

If you are increasing the number of users, it might be your licenses will need to be increased a so.
Please contact Focus Technology Group at support@exosoft.net.nz to request an increase in licenses.
There is some setup required in both MY OB Exo and TimeTrak to get the new user up and running.
Before you begin please consider permissions you would like the user to have.

If there is someone who is already set up in the same role with the correct permissions please note what settings
they have.
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MY OB Exo - Setup Staff

- 0 x
Active ] Setup Staff Form -
! File Navigate Help 9Devices @

Staff No: \m active [ | Absent
User name | Mmo USER |
T Nickname: | |

Job Title: | |
Extension: l:l
Phone: | |
Email Address Home Ph: | |
Email: él'“fsty.bowden@foms.net.nz | Change Password
Login ID: |DEMO | | Change Password. ..‘i
User Profile: |Defau|t User Profile |E"
Security Profile; |Defau|t Security Profile |E"
Default Analysis Codes: | |:||
Menu: |Exo Business Default |E"

Account Status: coount Ok W |
Account Status
-

Motopartz,co.nz

& Active
The staff member will need to be activein MY OB Exo for TimeTrak to be able to pull them through.

& User name
Enter in the staff persons user name.

& Email Address
Enter in avalid email address for the user. TimeTrak will pull this through in the user setup.

& Change Password
Click hereto enter in a password.

& Account Status
Make sure the account statusis set to OK.

© Thiswhite paper has been complied by Exosoft and may not be reproduced without our express permission.



MY OB Exo - Stock Item Setup

Labour codes will need to be set up.
This can be just the one labour code that al users will use or each user can have their own labour code.
The Stock Item will need to be alookup.

| Stock ltem Details = B
i File Utilities Mavigate Help 5]
: 1 Dlew Save Save & Exit Cancel i I Stock Description
Stockcode S i 5 A sa pote gz | |
a
Details 1 | Details 2 | Extra Fields Sell Prices
Primary Stock Group
\.stock code: |LABDEMO Description:  LABOUR. - DEMO /
Secondary Stock Group | \ Groups Cost Prices Sel Prices /
Stock group (Fine): | SERVICES v|  supplier: $0.00 1. Internet: $65.01
— | e Stock Group (Coarse): | NO GROUP SELECTED v | Last $0.00 2. Retail: $70.00 Active
Classification
/,' Classification: NORMAL w Average: $0.00 3. Trade: 58,00
|
Price group: NOT ASSIGNED v Standard: £0.00 4 UK: I Lookup
. US: $0.00
Other Flags 5. Us:
Main supplier o e M’_
Unit/ Pack: v Lookup 7. Australia: s0.00
Recoverable § @00
Link stockcode: Discountable 8. Singapore: A
9. G itedSellPrice:
Serialno. racked: Mot Seriglised (Mo} [IRestricted Goods omputedSellPrice:
[Batch tracked
No. Stock Location Physical Mot forsale  Committed  Back Order Incoming Free Stock
Motopartz.co.nz.

& Stockcode
Enter in the stockcode.

& Stock Description
Enter in the stock description. This could have the staff persons name.

@ Primary Stock Group
Select the correct stock group, thisis used for reporting by MY OB Exo.

& Secondary Stock Group
Select the secondary stock group, thisis used for reporting with MY OB Exo.

e Sdll Prices
Update all active Sell prices, these will be picked up by TimeTrak.

@ Classification
Select the stock classification.

& Active
Make sure the stock item is active.

& L ookup
The stock item should be alook up item, this meansit is never actually purchased but can be sold.
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MY OB Job Costing - Job Resour ces Setup

Once the staff user and their labour has been set up then a job resource will need to be created to pull it all
together.

New Job Resource a Setup Job Resources “

! File MNavigate Help 4 ]

Search
Search key: | | | Search |
Segho Staff Mo. Mame Title Active | ™
1 BRIDGET FARWEATHER
2 2 DAVID CRAMSTON SAL ¥
3 3 | TIM MCIMNTOSH SAL i
4 4 | GREG MAMMING SAL Y
5 5 MALCOLM BREEM SAL ¥
9 HYDROLIC LIFT 01 ¥
10 HYDROLIC LIFT 02 i
11 10 STEWART O'BRIAM Y
W
£ >

Motopartz.co.nz

& New Job Resource
Click on New to create a new job resource.

The Job Resource will need to be active and link the staff person and labour code.
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= Setup Job Resources “

Active

Setthe Job Resource
asactive,

Staff Person
Select the newly

Details

created staff person, \ \Egcﬁue

N
Staff Name ISEFF’ |DEMD USER |E“
_Li@Name: |DEMD USER
Short Code ’Shurt code: |DU

/ Title:

Default Stock Code: |LABDEMO|
Stockcode f" |

) Filter SQL to refine
Futin the default / stock item search

labour code for the for times:
staff person,

|

) |
| |

|
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TimeTrak Admin Console - User Setup

Once the staff person, labour code/s and job resource are all set up in MY OB Exo then the user can be added into
TimeTrak viathe TimeTrak Admin Console.

Go to the Users Menu to get started.

[£4 TimeTrak Administrator Console - DEMO TIMETRAK o B R

File View Setup Postto MYOBExe Help

User Setup
Add/Edit/Delete TimeTrak Users. Logout
Users Menu TimeTrak Setup _ _ _ _ _
Show: (@ AllUsers () TimeTrak Professional () TimeSheet Manager () Mobile () TaskTrak
—_— -
a Global Group v
Users User Login ID Settings  Admin
Administrater Admin Y A
&= Bridget Fairweather BRID Y Y
David Cranston DAVID M N
Profiles Greg Manning GREG % N
Malcolm Breen MALCOLK N N
e Stewart O'brian STEW Y hd
Groups

4

Billable Statuses
-

Post to MYOB Exo | Delete

Database Connections
Add Edit 6 user(s) found. Reset Passwords Delete @
TimeTrak Add-Ins ;

User: Admimstrator/ \

1

/
pi 14
Add User |/ Edit User / \l Reset Password

+—

& UsersMenu
Click into the users menu to add or edit a user.

& Add User
Click hereto add anew user.

& Edit User
Click hereto edit auser.

@ Reset Password
Thisisaglobal reset of passwords.

& Delete
Click hereto delete a selected user.
The user is not actually removed from the database for data integrity but made inactive.

Please do not rename a user as all historical time for the old user will be shown as time and disbur sements for the new
user.
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User Setup - Add User

Type of User | User -Demo User =
General | User Seftings | User Groups | Labour Codes | Disbursements & Allowances | Stock Locations
MYOB Exo User )
\.User Details
[~ . i
Job Cost Resource -\\. Type Of User: TimeTrak Professional
WY 0B Exo User: Demo User

. B
LoginID I @ Job Cost Resource: | Demo User
—I_—_——. Login ID: DEMO1
User Name / User Mame: Demo User

v
v
v
-1 Short Name: Demo Password
Short Name /.
Initials: DU
e sty bowden@? " » Confirm password
P mall: Irs 0w aen ocus.net.nz
Initials /
g /
o~ | |

Email

G

Password:

Confirm Password:

Qutlook Profile
Outlook Profile: Demo User

Image: User Photo

Ty

Login Message | /. Login Message
A

Ok Cancel

@ Type of User
Select the module the user is going to be licensed for.

The options are TimeTrak Professional, Timesheet Manager and TimeTrak Mobile.

& MYOB Exo User
Select your newly created user from MY OB Exo.

@& Job Cost Resour ce
Thiswill populate automatically if the job resource is set up correctly.

@ LoginlD
Thiswill default to what isin MY OB Exo but can be overwritten.

& User Name
Thiswill automatically populate from MY OB Exo but can be overwritten.

& Short Name
Thiswill automatically populate from MY OB Exo but can be overwritten.

@ |nitials
Thiswill automatically populate from MY OB Exo but can be overwritten.

e Emalil
Thisisarequired field and is used by TimeTrak.
Thiswill automatically populate from MY OB Exo but can be overwritten.
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& Password
If you have a password policy you will need to make sure the password complies with that.

Keep note of the password to give the new user.

& Confirm password
Both passwords need to be the same.

& Outlook Profile
Please make sure the Outlook Profile name s correct.
The TimeTrak Outlook Add inlooks at this setting.

@ User Photo
If you would like the user to have a photo image for the maps then you can load it here.

@& L ogin Message
If the user requires a user specific message on log in you, add it here.
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User Setup - User Settings

Modify Settings
Restricted User JseEen B ” ’

\ General | Usel ings | User Groups | Labour Codes | Disbursements & Allowances | Stock Locations ,/ R .
Group Administrator Overwrite Global Settings
N User Settings

L . - L —
Global Administrator \ Eﬁe: efault Profile w odify Settings

| TaskTrak User

\ Restricted User |:| Overwrite Global Settings:
StartDate | N Group Adminstrator [ TaskTrak User @—— TimeTrak Mobile User
\E Global Administrator []TimeTrak Mobile User @—
Time Balancing Check Date ™~
[T~ start Date: 4/05/2015

Salary Wage Cost Ih\""“—-.‘nme Balancing Check Date: 4i05/2015  [I)~

®) Hourly () Daily

—@ Wage Cost:

Foreground Colour | ||» Foreground Colour:

Background Colour:
Background Colour | /.
| Calendar Colour:
rd
Calendar Colour |
A

/ MY 0B Exo Settings

Branch | /Branch: AUCKLAND v

P Default Job

User can change their default job
Default Job Payrol Setiings \ | User can change their default job
/ Payroll Code:

=

0on-

Ok Cancel

@ Profile
Select the profile the user should be assigned to.
Thisisthe Mobile profile and only required when the Mobile website is used and the user is licensed to use the website.

@ Restricted User

Tick this setting to restrict the user from seeing anything other than their own tasks, time entries and reports
for the clients they are assigned to as Job Managers.
This setting is perfect for Contractorswho are not regularly employed by the organisation.

@ Group Administrator
This setting will allow the user to see the Calendars, reports and tasks for all users in the same groups they,
themselves are assigned to.

& Global Administrator
The Global Administrator setting will let the user see all groups and all staff even if they are not assigned to
the groups.

@ Modify Settings
Thislink will take you into the users settings for the different modules.

& Overwrite Global Settings
Tick this setting to overwrite the global settings and make the Modify Settings link active.

@ TaskTrak User
Tick thisif TaskTrak is enabled and the user needs access to TaskTrak.
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& TimeTrak Mobile User
Tick thisif the Mobile website isinstalled and the user needs access to the M obile website.

e Start Date
Thisisthe start date for auser and is recorded in the database for reporting purposesin TimeTrak.

& Time Balancing Check Date
Tip. This date selector needs to reflect the correct go live date for the user to have Time Balancing to start.

@ Salary Wage Cost

The wage cost function allows the administrator to set the cost value when posting transactionsto MY OB
Exo.
Thisis designed to accurately cost salaried employees.

@& Foreground Colour
This setting allows the user to edit the colour of the foreground of the TimeTrak Screen.

@ Background Colour
This setting allows the user to edit the colour of the background of the TimeTrak Screen.

@ Calendar Colour
This setting allows the user to edit the colour of the background of the Calendar Screen.

@ Branch
Select the Branch the users time should be posted against.

@ Default Job
If the user has a default job then this can be set up in this setting.

@ User can changetheir default job
Tick this setting if the user will default to their default job but they are allowed to choose a different job.
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Modify Settings- General Settings

Time Units B User settings 3 ImEmployee
\ General | Time Entries | TaskTrak L
\Yﬁyﬂ'ime Settings /
Time Units: 15 w | (minutes) asual Employee
Work Days | Daily Default
.--"’. Work Days Hours of Work Minimum Pruducﬂve.\ Im- Productive
ul Monday 08:30 2] to 17:00 = |75 7 )
Tuesday 08:30 2 to 17:00 |75 7 l Daily Minimum
Weﬂne&day 08:30 &+ to 17:00 = |75 T In
[ Thursday 08:30 2 to 17:00 = |75 7
Friday 0330 R to 1700 [ |7s 7
DSaturday 08:30 % | fo |17:00 =||0 0
|:|Sun-da‘,r 08:30 % | to |17:00 =0 1]
AllowTimeSheet Verification
TimeTrak Settings | Allow Request PO no.
Allow Job Budget Notiﬁmlhh_ﬁ-ﬂ Allow TimeSheet Verification [ ] Allow Regquest PO No. @
-____.-Q‘ Allow Job Budget Notifications [] Allow Customer Approval .\ I Allow Customer Approval
Restrict Job Visibility by User || e e 19
Restrict Job Visibility by Group ’/—/E‘ Restrict Job Visibility by Group
/’ Restrict Job Visibility by Branch
Restrict Job Visibility by Branch | /E
//
Ok Cancel

& Time Units

Set this to the minimum measure of time you would charge out to your clients.
Note: Keep in mind if you have payroll integration this might need to be set to a different time unit due to payroll exports
and there can only be one measure of time in TimeTrak.

& Work Days
Set up the normal working week in days and hours.

This can be set differently for each user.

& Casual Employee
The casual employee check box indicates that "Compulsory Time Balancing” should calcul ate based on days.
It also stops the automatic overtime calculation from cal culating when using TimeSheet Manager.

@ Daily Minimum
Add in the daily minimum of hours the usersin general should be at work, excluding breaks.
This can be set differently for each user.
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@ Default Productive
Set the default productive hours expected from the general users.

This can be set differently for each user.

& Allow TimeSheet Verification
This setting adds the verification reports to TimeTrak Professional and alows the user permissionsto verify

time.

| Calendar | alerts | Clients | Jobs | Contacts | User Diary | Client Diary | User Summary |

| TimeSheet Verification By Jn::biTin'lEEheet Verification By User | Job Budget Notifications |

TimeSheet Verification Reports |/

There are tiwo Fepors -
che by job and the ather

by user,

& Allow Job Budget Notifications
If thereis a budget set up in the Quote/Budget tab of the MY OB Job Costing job, users will be notified of the

budget and can view the budgets in the Job Budget Notification report.

| Calendar | Alerts | Clients | Jobs | Contacts | User Diary | Client Diary | User Summary | | Job Budget Notification

=

| TimeSheet Verification By Job | TimeSheet Verification By User | Job Budget Notifications fe——

@ Restrict Job Visibility by User
Thiswill restrict the jobs seen by the user to only the MY OB Job Costing jobs they are assigned as the Job

Manager against.

@ Restrict Job Visibility by Group
Thiswill restrict the user to view only the MY OB Job Costing jobs, that have been assigned to the TimeTrak

user group.

@ Restrict Job Visibility by Branch
Thiswill restrict the users to only be able to see MY OB Job Costing jobs in the same branch the user has been

assigned toin MY OB Exo.
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& Allow Regquest PO no.
This setting enables areport in TimeTrak Professional showing the jobs without purchase order numbers and
sends out an email to client requesting an order number.

Run this report toget a
list of jobs without
purchase arder nurnber
assigned totherm,

| Calendar | Alerts | Clients | Jobs | Contacts | User Diary | Client Diary | User Summary | | Request PO No.

| TimeSheet Verification By Job | TimeSheet Verification By User | Customer Approval | Job Budget Notifications | Request PO No.

Note: TimeTrak will only send one email per client with multiple jobsin list.

@ Allow Customer Approval

This setting will give the user access to the Customer Approval function. This requires the extra module Client
Approval .
Please see our website for more information.
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http://www.exosoft.net.nz/

Modify Settings- Time Entries

Can Change Labour Code

i

B User Settings 3

General | Time Entrigs | TaskTrak
\\ur;. Entry Settings
Can Change Labour Code

Can Change Rate

Can Change Rate

Can Change Disbursement Rate

Show Cost Group

Show Cost Type ™ Can Change Dizburzement Rate

/| /S S S

e

Narrations Required Show Cost Group [ ] Required

Show Cost Type Reqguired
Show Narration on Dishursements | [ T——#f| narrations Required
_____..--E| Show Narration on Disbursements
Show Stock Location Show Stock Location

Show T TimeTrak Calendar Options and Breaks S 3 B s

Show Job Description when creating Time Entries and Tasks

Show Job Description when creating Time Entries and Tasks Enable Bil Of Materials For Day Biling

Enable Bill Of Materials For Day Billing

Only allow Billable Time Entries to be created from a Task

. . . Time Entries are visible when Customer iz viewing a task lo
Only allow Billable Time Entries to be created from aTask J g

AR

Time Entries are visible when Customer is viewing a task log

ANEANEA AN

Ok Cancel

@ Can Change L abour Code
Allows the user to select another rate from their labour rate dropdown list in the Time Entry screen.

& Can Change Rate
User can overwrite the charge out rate.

& Can Change Disbursement Rate
User can overwrite the disbursement charge out rate.
Example - MISC code is used for all disbursements and each use has a different charge out value.

@ Show Cost Group
Thiswill display the Cost Group on the Time Entry Screen and the Required tick box enforces a selection
from a Cost Group.
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@& Show Cost Type
In this example Cost Type has been renamed to Activity and will show in the Time Entry Screen and the
Required tick box enforces a selection from the Cost Types.

@ Show Narration on Disbursements
Display the narrations box when adding a disbursement to a Time Entry.

& Narrations Required
Enforces the need for a narration against the Time Entry
Used to describe the work done during the time frame of the time entry.

@ Show Job Description when creating Time Entriesand Tasks
The Job Description entered against the job in MY OB Job Costing will be visible when creating a Task or
Time Entry.

& Show Stock L ocation
The stock location will be visible when selecting a disbursement.

@ Show TimeTrak Calendar Options and Breaks
Displays the options to split over entries or breaks in the Time Entry screen.

@ TimeEntriesarevisible when Customer isviewing atask log
This allows clients logging into the Client Portal to see the time entries for the users.

@ EnableBill Of Materials For Day Billing
Will be removed in future versions of TimeTrak Admin Console.

@ Only allow Billable Time Entriesto be created from a Task
This enforces that only billable time can be put against a Task.
Any other time (No Charge, Written off) will be allowed on a task.
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Modify Settings - TaskTrak

Enable Task Acceptance |
b4

B User Settings

Enforce Task Management
General | Time Entries | TaskTrak

N

User Can Change Providers # TasKTrak Settings
I
~J

Enable Task Acceptance

\I Enforce Task Management
\\E‘ User Can Change Providers

User Can Edit Task Notification Email

User Can Modify && Add Time Against Other Users Tasks

User Can Delete Tasks |™H User Can Edit Task Motification Email

User Can Modify & Add Time Against Other Users Tasks.
User Can EditTask Logs |~“-_.,E| User Can Delete Tasks

User Can Update Response Level on Client/Job |

User Can Update Response Level onTask I
_

Enable Autematic Task Narration
>

EI User Can Edit Task Logs
/-EI User Can Update Response Level on ClientJob

/EI User Can Update Response Level on Task

Task Narration

/E| Enable Automatic Task Narratien

Set Task Narration

Email Templates
_— — | Email Templates
Task Nofification: | Default Task Notification '___\R—

Ok Cancel

@ Enable Task Acceptance
This setting allows users to accept or decline atask from within a pop up when the user logsinto TimeTrak

Professional or Mobile.

@ Enforce Task Management
This setting allows user to modify and update tasks from within a pop up when the user logs into TimeTrak

Professional or Mobile.

@ User Can Change Providers
Against aMY OB Job Costing, job a Lead Provider and Secondary Provider are set.

With this setting the user can update these to themselves or to someone else.
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@ User Can Edit Task Notification Email

This allows users to make changes to the User Task notification email and the Client Task notification before

itisemailed.
User Task Notification £

TimeTrak - TimeTrak -- Webpage Dialog Client Task Notification
Task Email
\‘rask Notification ContactEmail 06—
To: kirsty. bowden@focus.net.nz | To: £ [ John smith (software@focus.net.nz) O
S VO & V|0
From: David Cranston (Kirsty. howden@focus.net.nz) ~|  From: David Cranston (kirsty.bowden@focus.net.nz) ~
Subject: TaskTrak: Daniel Payne Ltd - Remove old Plant Subject: Task logged at Motopartz.com - Remove old Plant
TaskTrak - Task Notification Daniel Payne Ltd
~ Remove old Plant
Kirsty is testing this!
Task 1d: 130
Client: Daniel Payne Ltd
Job: Daniel Payne Plant Replacement Task Id: 130
Task: Remove old Plant Assigned To: David Cranston
Contact: John Smith
phone: 378 0755 Estimated Time: 4.00 hours
Mobile: Job scheduled for: 20/02/2014 12:00:00 p.m.
Email: software@focus.net.nz Job completion estimate: 3/10/2014 11:00:00 a.m.
Estimated Time: 4.00
Start Time: 20/02/2014 12:00:00 pum.
Due Date: 3/10/2014 11:00:00 a.m.
i e: 18/02/2014 11:55:33 a.m.
Priority:
Status: In Progress
Job Type: General
Task Category: General
Site Address: 808 North Road Invercargill
Y]
Description:
Total length of subject and message is 759 characters. Total length of subject and message is 246 characters.
Send Task Notification Send Contact Email

@ User Can Modify & & Add Time Against Other Users Tasks
This setting allows usersto edit and add time against other TaskTrak users.

@ User Can Update Response L evel on Client/Job
If response levels are set up then users can update the response level.

@ User Can Delete Tasks
This setting allows users to delete Tasks.
Tip. Tasks can only be deleted if they have no time assigned to them.
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@ User Can Edit Task Logs
Users can edit Task Logs, otherwise called Activitiesin the Task Screen.

Task : Test Customer Portal | ient Task Summary | Assign Parent Task | Reassign Task | Task Id: 107
Client: Daniel Payne Ltd View Client
Tob: 23 - Ongoing Support View Job
General Sub-Tasks (0} Budget Appointments (1) Time Enries (1) Attachments (1) Activity (7) Motes Recurrence
Level: |43 Hours ~| 1 Hour Response (On Job) @
Task Activity Show Change Logs %] Show Time Entries || Show Emails [¥] Show Attachments
Client
Changed By Description Visible  Date Changed Edit Activity Log

Q Demo User Due Date Changed: Jul 31 2014 4:15PM N 30/07/2014 16:10
Q Demo User Looking good nearly finished Y 18/02/2014 11:37 . 1
Q Daniel Payne Query Task How is this going, is it fixed yet? Y 18/02/2014 11:35 CJ
47 Demo User eula.1026 Y 03/04/2013 16:51
Q Demo User Status Changed: Advised Client; N 03/04/2013 16:49
() Demo User Submitted quote to customer (0.25 hours) Y 03/04/2013 16:49
Q Demo User Assigned To: Focus; N 03/04/2013 16:49
[Z] Bemo User 1 have allocated to Rod to submit you a quote. Y 03/04/2013 15:48
Q Daniel Payne How's this going Y 03/04/2013 16:46 O
[_] Daniel Payne New Contact (If required) Rod 5 Would you like this work Quoted? Yes Y 03/04/2013 16:46 )
] Created: AssignedTo: UNALLOCATED N 03/04/2013 16:46

Save Save & Email Delete L CCIN M Generate Appointment

@& User Can Update Response L evel on Task

& nttp://timetrak exosoft.net.nz/3.1/TimeTrak/|/ Applications/TaskTrak/Main/Task/TaskFrame aspxPtaskld=15&editSubTask=true

Task : service | Client Task Summary | Assign Parent Task | Reassign Task | Task Id: 15

Client: D & C Panelbeaters View Client

Job: 1 - Dc Panel Beaters Support View Job

Update Response Level |
P P General Sub-Tasks (0) Budget Appaintments (1) Time Entries (1) Attachments (0) Activity (1) Motes Recurrence
—a

Level: 48 Hours ~ 1 Hour Response (On Job) (>

Task Activity Show Change Logs %] Show Time Entries %] Show Emails || Show Attachments
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& Enable Automatic Task Narration
Tick this on to turn on Automatic Narration, the Set Narration button will become visible.
This pullsin narrations which are set up in the Standard Narration Setup screen.

& User settings 2

General | Time Entries | Time Balancing | My 0B Exo | TaskTrak
TaskTrak Settings
Enable Task Acceptance
|:| Enforce Task Management
User Can Change Providers
|:| User Can Edit Task Notification Email
User Can Modify & Add Time Against Other Users Tasks
User Can Delete Tasks
[]user Can Edit Task Logs
|:| User Can Update Response Level on Client/Job

|:| User Can Update Response Level on Task
| Set task Narration

Task Narration Click to set the default
¢ task narration,
Enable Automatic Task Narration /
Set Task Narration
Email Templates Select Marration 2
Select fromdrop down list |
. Task Notification: | De| Marrations

These narrations are set
upin the Standard |
Marration Setup Screen. -__aﬁ:__'ﬁluhal Group v

Marration: | General Service and clean W

General Service and clean
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& Email Templates

The Default Task Notification can be modified, this setting can be set as a global setting and it can also be
found against the Users Settings.
When users click on the eclipse (...) , the email custom template will open.

=] Custom Template = 22

General | Preview

Name: Mew or changed Task email to the Task Owner

Subject: TaskTrak: <C:Mame= - <T:Title=

FromAddress: | User Email Address ~
TaskIrak - Task Notification ~

Task Id: <T:TaskId:»
Client: «C:Name>
Job: <J:Title>

Task: <T:Title>
Contact: <T:Contactl>
Phone: <P:Phone>
Mobile: <P:Mobile:
Email: <P:Email:

Estimated Time: <T:EstimatedTime:
Start Time: <T:5tartTime>

Due Date: <T:DuebDate>

Creation Date: <T:CreationDate>
Priority: <T:Priority>

Status: <T:5tatus>

Job Type: <T:JobTypel

Default Text Meszage |:| HTHML Message Clear Insert

Ok Cancel
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User Setup - User Groups

A user can have more than one group that they can be assigned to but they will need a default group

User -Tim Mdintosh <3
General | User Settings | User Groups | Labour Codes | Disbursements & Allowances | Stock Locations
Available Groups | Available Groups:
roup
Administrators.
Design
Engineers
Factory Workers
Move item up Move ltem down
Assigned Groups: =ﬂ Ee
Group a | Approval .\
\\ Approval Check
o | Set as Default
Set as Default “‘\\
Ok Cancel
@ Available Groups
Select the grouping the user should bein. This can group the user by work type or permissions. A user can
have more than one group.

& Moveitem up
This unassign's the group from the user.

@ Approval Check

| Approval Check
Group - | Approval o

If approwal is ticked on
Factory Waorkers —

then the useris able todo
approval in the Timesheet
approval alert screen,

& Moveltem down
This assigns the group to the user.

& Set as Default

One group will be required to be set as the default group.
Thisflows into the task listing screen and reporting.
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User Setup - Labour codes
A user can have more than one labour code. One labour code will need to be the default but others could be codes
for when the user works after hours or on a public holiday and you want to charge the client a different rate.

User - Tim Mdntosh £
Search
Enter in a Stockcode to search General | User Settings | User Groups | Labour Codes | Disbursements & Alowances | Stock Locations
H—
—_— WYOB Exo Stock tems: Show Groups
——
Search: D Show Groups o
Stockcode Description &
@
Search Results 3305038 S12MB RAN
B670L1X X335 SERVER Client area
ABC123 ANDREWS TEST STOCK TEM
AIRFILO1 OVALCHROME AR FILTER
AIRFILOTZPK OWALCHROME AIR FILTER
AIRFILOS PRO-STLYE AIR FILTER
Up Arrow AIRPRED1 AIR PRESSURE GAUGE - Down Arrow
-n Me
Assigned Labour Codes: =
Labour Code Description Travel
Assigned Labour Codes
Set as Default
Set as Defautt @
Ok Cancel

@ Enter in a Stockcode to search

@ Search

@ Show Groups
If 'Show Groups isticked on then the stock items are grouped by the Primary Stock Group.

& Search Results
This screen shows the results of the search, an item can be selected and added to the Assigned Labour Codes
screen.

@ Client area

Stockcode Description 2

@

33L5038 512MB RAM

BETOLIX X335 SERVER

ABC1Z23 ANDREWS TEST STOCK ITEM

AIRFILO OWALCHROME AIR FILTER

AIRFILOMZPK OVWALCHROME AIR FILTER

AIRFILDS PRO-STLYE AIR FILTER

AlRPRED AlR PRESSURE GAUGE o
& Up Arrow

Removes an item from the Assigned Labour Codes list.
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& Down Arrow
Assigns astock item to the Assigned Labour Code list so a user can select that 1abour code when entering in
time.

@ Set as Default
One Labour stockcode MUST be set as the default Labour code. Timetrak will use this as the default in atime
entry screen.

@ Assigned Labour Codes
Any itemsin thislist are available to a user to put their time against in both TimeTrak Professional and
TimeTrak Mobile.
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User Setup - Disbursements & Allowances

Other terms for disbursementsis materials or costs that are used on ajob. Against a user they might only have
one or two specific disbursements and one can be the default. For example each user might have their own travel
stockcode and it can be assigned to the user here as their travel they would charge onto a task.

Search upon a Stockcode User -Tim Meintosh P Search
|| General | user Setiings | User Groups | Labour Codes | Disbursements & Allowances | Stock Locations H—
mmsbursamants & Allowances: // lh—
Show Groups
Search: Search Show Gruupst\ P
Group: | Global Group v ™
Search Results Stockcode Description &
AIRPRED1 AR PRESSURE GAUGE
ALLOY10114X6 ALLOY WHEELS STYLE 101 14X6.0
ALLOYSSET ALLOY WHEELS STYLE 101 14X6.0
\ ALTNTROD B5SANP NOMINAL ALTERNATOR
B7SCOOP 87 SCOOP
Up Arrow BAT127HD CHAMPION SILVER BATTERY - 127HD v Down Arrow
o) Mo

Assigned D & Allowances (ticked tems will be preloaded):

Stockcode Description
.\ Assigned Disbursements & Allowances (ticked items will be preloaded)

3

M U
evetp Move Down

@ Wove Up Move Down g

Ok Cancel

& Search upon a Stockcode
Enter in a stockcode for a disbursement to assign it to a user.

@ Search
Click on search to search upon your stockcode or group

& Show Groups
Check this setting to search upon the stock items primary stock group.

@ Search Results
In this screen the search results will be displayed and can be selected to assign to the user.

& Down Arrow
Use the down arrow to add an item from the Assigned Disbursements & Allowances list.

& Up Arrow
Use the up arrow to remove an item from the Assigned Disbursements & Allowances list.

& Assigned Disbursements & Allowances (ticked items will be preloaded)
Thiswill be the list of disbursements assigned to the user.

@& Move Down
Move the Dishursement list item down the list.

& MoveUp
Move the Disbursement list item up the list.
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User Setup - Stock L ocations
This setting will assign a default stock location to the user as well as setting up any other location they may be

able to pull stock from.
These are MY OB Exo stock locations.

List of Stock Locations from MYOB EXO | User - Demo

\\ General | User Seftings | User Groups | Labour Codes | Disbursements & Allowances | Stock Locations

\..z Auckland
| Christchurch

V| Sydney
| TRANSIT
| Welington

Set as Default
Sel as Default o/

Ok Cancel

@ List of Stock Locationsfrom MYOB EXO

@ Set as Default
At least one location will need to be the users default stock location.
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Deleting and Reactivating a User in TimeTrak

When auser isno longer required in TimeTrak they can be deleted.
The deletion action does not actually remove the user from TimeTrak but makes them inactive.

When a user is made inactive the licenses they were assigned against are free to be used for another user.

Please make sure all time entries are posted from TimeTrak into MYOB Exo and that all Non-Billable and
Non-Producitve timeislocked for the user before you delete them.

In the Users Menu highlight the user to be made inactive.
Click on the Delete Button.

m TimeTrak Administrator Console - DEMO 20153 = B
File View Setup Postto MYOBExo Help
User Setup
Add/EditDelete TimeTrak Users. Logout
TimeTrak Setup - — -~
Show: (@ AllUsers () TimeTrak Professional () TimeSheet Manager () Mobile () TaskTrak
E Global G
ésél lobal Group v
Global System Setup User Login ID Payroll Code  Seftings  Admin
Administrator Admin Y A
O | Bridget Fairweather BRID 2 Y N
) David Cranston DAVIDC 3 Y N
Web Configuration Greg Manning GREG 1 v N | Selected User
Users Menu . ] Malcolm Breen MALCOLMB ¢ Y N |
Users
Profiles
Post to MYOB Exo
Delete User
Database Connections
Add Edit 5 user(s) found Reset Pazswords Delete g
TimeTrak Add-Ins
User: Administrator

A confirmation screen will come up, select Yes.

Delete User

o Are you sure you want to delete 'Malcolm Breen'?

You can re-activate this user at a later time by selecting deleted users
from the group list,

Yes Mo

The User will be gone from the active list and the licenses will be free.

To reactive a user who has aready been in TimeTrak expand the Group Dropdown and select Deleted Users.
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TimeTrak Administrator Console - DEMO 20153 = B =
File Wiew Setup Postto MYOBExo Help
User Setup
Add/Edit/Delete TimeTrak Users. Logout
TimeTrak Setup |
Show: (@ AllUsers () TimeTrak Professional () TimeSheet Manager () Mobile () TaskTrak —
] Group Drop Down
s Global Group 'h"‘"-- P P
Global Group S
Global System Setup Administrators
Service
a Techincal —
J Deleted Users
Web Configuration Greg Manning GREG 1 ¥ N N
Users
ﬂ
Profiles
=l
Post to MYOB Exo |
Database Connections
| Add | | Edit 4 user(s) found. | Reset Passwords | | Delete:
TimeTrak Add-Ins
User: Administrator

Select the user to be reactivated and click on the Reactivate button.

Selected User |

Show: (@) AllUsers () TimeTrak Professional () TimeSheet Manager () Mobile () TaskTrak

* Deleted Users W |

"'\.\ User

Jlalcolm Breen

Login ID Payroll Code  Seftings Admin

MALCOLMB

Tim Mcintosh TIMK Y N

Reactivate Button |

Re-Activate 2 user(s) found.

Thiswill put the user back into the active list and they will use up the same licensing they had when they were
deleted.
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Exosoft Support

Thank you for your upgrade of TimeTrak Professional.

If you have any questions or concerns please contact a team member at
Focus by either emailing support@exosoft.net.nz
or for urgent support please email and then call

NZ - 0800 12 00 99
Australia - 1800 60 80 77
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