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Knowledge Base features in TimeTrak

One of the hardest things to do today is to consolidate an organisation’s knowledge and make it
available in a way that assists all team members. TimeTrak Knowledge Base is available in TimeTrak
Professional and TimeTrak Mobile, meaning that users can access information while out in the field.

There are almost unlimited uses for a Knowledge Base.

A Knowledge Base can be a question and answer forum, allowing team members to share their
experiences and solutions with one another. A Knowledge Base can be a repository of organised
documentation, contain Sales and Marketing information, tools for those in Field and Customer
Service and store HR information.

When used properly a Knowledge Base can be an excellent tool for cataloging information, enabling
and increasing collaboration, managing data, and assisting in self-learning.

The purpose of this whitepaper is to demonstrate how to enable and set up a Knowledge Base in

TimeTrak, how to use it in TimeTrak Professional and TimeTrak Mobile, and give real world examples
of the benefits.
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Setting up a Knowledge Base

To be prepared to set up a Knowledge Base, it is a good idea to have noted down what kind of
information the Knowledge Base is going to contain and how that information is ordered.

Clipboard I Font ] Alignmer

HR Knowledge Base
Category One Sub Cateogory
Administration

Applicant Screening
Position Reqguirements

Base Rates
Coaching Methods and Tools
Self learning tools
Company Policies
Complicance
Work Place Standards
Health and Safety
Employment Law Contracts
Resigning
Job Postings
Orientation Mew Staff Person
Existing Staff Person

Once you have a structure in place, log in to the TimeTrak Admin Console.

Go to the Knowledge Base menu.
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TimeTrak Setup

-ﬁ Global System Setup
@ Web Configuration
::?:: Users & Resources
Ei Profiles
Rosters
E Appointments
= Cueues
3.31 Groups
Q Billable Statuses
Disburzements & Allowances
), Checklists
[=] Standard Narrations
D"' Cost Types
@ Stock Locations
E‘% Admin Contacts
=] Templates

Holidays

E2 Payrall
E Repaorts
Knowledge Base h

w| TaskTrak

.?@ TimeTrak Client Portal
€) About TimeTrak =/

CIRE;

Click on Add to create a new Knowledge Base.

Give the Knowledge Base a meaningful name. This name is what the Link will show in TimeTrak
Professional and TimeTrak Mobile to access the information.
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Group 3

Knowledge Base Group | Group Permissions

I Mame: HR Knowledge Base|
- 3

Allowed Types: | Artide -

Categories:

[a C¢//fa

Ok Cancel

Set the Allow Types.
A Knowledge Base can have Articles and Questions.

kKnowledge Base Group | Group Permissions

Mame: HR. Knowledge Base

Allowed Types: | Artide -
O (select all) :
| Artide

Question

Categories:

Ok Cancel

e An Article is designed to contain a specific piece of information. Comments are allowed but
often this will be disabled as the information is set and not up for discussion.

* A Question is designed to have answers and team members can vote on the answers until one
answer is selected as the solution.

Now set up the Categories and their Sub Categories.
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These are the groups for the information that is either an Article and/or Question.
Click on the Plus Icon to create a Category.

J Knowledge Base Group | Group Permissions

Mame: |HR Knowledoe Base |
Allowed Types: |Ar1jde - |
Categories:
rifs I
Ok Cancel
A new pop up will show with the Title of Category.
Enter in the Name of the first Category.
Category X
MName: |.ﬁ.dminish’aﬁunl
Sub Categories:
r‘{} E‘ LT';; Ok Cancel
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Tip: This screen looks very similar to the Knowledge Base set up screen and to the Sub Category Screen so it
is important to read the Title of the screen to make sure you are in the correct place.

Sub Category for Administration £3

MName: ||

Sub Categories:

Fﬂ E‘ L_i|3 Ok Cancel

Click OK to save the Category.
A Category can be edited and deleted from the main Knowledge Base Screen.
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Knowledge Base Group | Group Permissions
Mame: HR. Knowledge Base
Allowed Types: | Article

Categories:

Administration

Ok Cancel

Important: If a Knowledge Base or its Categories are deleted then all references to Articles and
Questions will be removed from the database and lost. Users will be warned.

Exosoft

o There are 2 artides assigned to this category.

Are you sure you want to delete this category?

Mo

A Category can have a Sub Category and that Sub Category can have a Sub Sub Category and so on.

Best practice is to have three levels of Categories; this keeps the Knowledge Base screens easy to use
in TimeTrak Professional and Mobile.

To add the Sub Categories keep clicking on the Plus Icon in each layer of Category.
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Category 2z

Mame: | Applicant Screening

Sub Categories:

Marme: |Pusitinr| F‘.equirements|

Sub Categories:

E‘ r'@ Ok Cancel
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Knowledge Base Permissions

Permissions for a Knowledge Base are set initially against the Groups.
Click on Group Permissions on the Knowledge Base set up screen and update the permissions.

Visibility allows the group’s users to see the Knowledge Base and Read Only prevents users from
adding any articles, questions or comments of their own.

Knowledge Base Group | Group Permissions

Mame Visible Fead Only
: Admin Profile v

Another Profile V

Equipment Profile W

Subby 4

Testing Profile A

Ok Cancel

Once the Knowledge Base itself has permissions set up then further permissions can be set at the
Profile level. This can result in a single user with their own visibility and access to a Knowledge Base
that is different from others.

Go into the Profiles Menu
Open a Profile
Click on the Knowledge Base Tab to set the permissions

Visibility - allows the group’s users to see the Knowledge Base

Read Only - prevents users from adding any articles, questions or comments of their own.
Editable - allows those users allocated to the profile to edit another users article within that
Knowledge Base.
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Profie —
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Name: AdmmM
TimeTrak | Config | Alerts | MYOBExo | Post & Invoice &

Knowledge Base | Form Layout | Customisations | Checkiists | Reports | Queues | Users
Name
Hazard Register

HR Knowledge Base

Knowledge Base

The Knowledge Base is now set up and ready for use.
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TimeTrak Professional Knowledge Base

Articles and Questions are created in TimeTrak Professional within a Knowledge Base.
Log into TimeTrak Professional.

Just underneath the report selection option, a list of existing Knowledge Bases will show.

Logged in as: Bridget Fairweather (Switch User | Logout)

.?;IE';@@&EIEIG&O |[SelectaR_Epnrt] '||GEI|

| Hazard Register | HR Knowledoe Base | Knowledge Base |Map | Chent Map | Get Directions | Tasks

Click on a Knowledge Base link to open the Knowledge Base panel.

Filters and the Categories will show in a panel on the right side of the Knowledge Base.

HR Knowledge Base ﬁ G >4 % %

|T'_-"SE search stn ng and press enter | 9 Filters

There were no articles found that match the search criteria

Favourites

My Drafts
Created By Me
Subscribed
Answered
Unanswered
Articles

Questions

Administration
Applicant Screening
Base Rates
< Coaching Methods and Tools
Company Policies
+  Compliance
Health and Safety
Work Place Standards
+ Employment Law
Cantracts

Resignations
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HR Knowledge Base | == ﬁ G >4 % %

Type search str ng and press enter | e Filters

There were no articles found that match the search criteria

Favourites
My Drafts

[ S

Icons:

Allows the Knowledge Base to be opened in a new window.

Refresh

Subscriptions

® K O my

Ask a Question

@

Create an Article

Ask a Question

Click on the Ask Question Icon

TG4 @ @ || Jobs

—
| Ask Cuestion i Jobs

Search

) Filters

The New Question screen will pop up.

The Details tab is the landing page.

In this screen, the Question will need a meaningful Question Title.
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New Question

J Details ‘ Attachments (0) | Related Items (0)

Question:

[Enter subject...

Categories:

[select categories...

Description:

|Norma\ |-| \Anal |-| \(ant Size) |-|

B I U@ & @ A~ - [F

Allow Comments [ Save as Draft Add this article to my favourites list

Save Cancel

Select at least one Category to assign the Question to.
To do this, click on the Categories Field and a drop down list will appear.
Repeat this to add more than one Category.

Mew Question

J Details | Attachments (0) Related Items (0)

Question:

|Hc-w many days notice to give?

Categones:

Company Policies € Employment Law > Resignations @ |

Administration

Applicant Screening

Base Rates

Coaching Methods and Tools

Coaching Methods and Tools = Self Learning Tools
Compliance

Compliance = Health and Safety

To assign under a Sub Category, these are displayed as “[Category] > [Sub Category]”.
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Question:
How many days notice to give?
Categones:

Company Policies €@ Employment Law = Resignations @ |

Admimstration
Applicant Screening
Base Rates
Coaching Methods and Tools
Coaching Metheds and Tools = Self Leaming Tools I-_
Compliance
Compliance > Health and Safety

Enter in the Description of the Question.

There is some basic formatting tools for the content of the Question.

Mew Question 52

| cetais [ attachments (o) [ related stems (0) |

Question:

How many days notice to give?

Categories:

Company Policies @ Employment Law > Resignations €
Description:

Normal - | |arial ~| |(FontSize) |+ ||i= i=

B I U@ EG A~~~

| have a situation where a staff member is wanting to give notice but they do not have a firm date of leaving. What is the best way to deal with Ims’\

Should | force them o set a daie or can we negotiaie this on a week by week basis?

| W] Allow Comments | Save as Draft ¥| Add this article to my favourites list

Save Cancel

Allow Comments will be ticked on by default, this will allow others to post comments against this
Question.

Save as Draft will save the question but it will not be visible to others, it can be edited as needed and
then unticked to make it visible to others.

Add this article to my favourites list is also ticked on by default as it makes searching for your own
posts much quicker.

Click Save to save the Question to the Knowledge Base.

The Question can be found against the Categories that were set against it.
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HR Knowledge Base cxee
Type search string and press enter Filters
How many days notice to give? 5 Favourites
D Solutions My Drafts
0 Posted by Bridget Fairweather Created By Me
votes Company Policies Resigning Last updated on Thursday, 07 December 2017 14:15 Subscribed

Answered
Unanswered
Articles
Questions

Administration
< Applicant Screening
Base Rates
¥ Coaching Methods and Tools
Self Learning Tools
Company Policies
¥+ Compliance
Health and Safety
Work Place Standards
¥+ Employment Law
Contracts
Resigning
Job Postings
¥ Orientation
Existing Staff Person

New Staff Person

e

[2) Solution accepted

The Question icon will change colour from blue which indicates the following:

New Question, no solution

An answer is posted but possible answer not accepted

Testing question icon colours

0 Olivia
&
1 Answers
0 Olivia
= el ¢
%
. —

X
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Create an Article

Click on the Create Article icon.

Filters

The New Article screen will pop up.
The Details tab is the landing page.

In this screen, the Article will need a meaningful Title.

New Article b3

| oetais [ attachments (0) [ Related 1tems (0)

Subject:

Enter subject...

Categories:
Select categories...

Description:

B I U @E@@A-~-w-~-F

Normal +| |aral ~| |(Font Size) |~

W] Allow Comments Save as Draft ] Add this article to my favourites list

Save Cancel

Select at least one Category to assign the Article to.
To do this click on the Categories Field and a drop down list will appear.

Repeat this to add more than one Category.
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Mew Article

J Details Attachments (0) Related Items (0)

Subject:

Enter subject...

Categones:

Administration

Applicant Screesning

Base Rates

Coaching Methods and Tools

Coaching Methods and Tools = Self Learning Tools
Company Policies

Compliance

To assign under a Sub Category, these are displayed as “[Category] > [Sub Category]”, the same
principal as “Ask a Question”.

Mew Article

J Details Attachments (0) Related Items (0)

Subject:
|I.D.Eﬁ[£ﬂ.[ﬂlll Fire Emergency Procedure|

Categones:

| Compliance = Health and Safety @
Description:

|Nor1ﬂal |v| |Aria| |v| |(F|:|nt Size) |v|

Enter in the Description of the Article.

There is some basic formatting tools for the content of the article.
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Subject:
Invercargill Fire Emergency Procedurs
Categories:

Health and Safety @ Complicance @

Description:

Normal ~| |arial +| [(Fontsize) |[+||i= &=

B I U @ & @ A~~~ [

1. Stay calm.
2. Check for danger.
3. Assess the fire
4. If you feel confident that you can put the fire out, use the fire exfinguisher provided.
5. One person calls emergency services — the caller then moves fo a safe, visible point to await and guide the services o the accident site on arrival
Dial 1-1-1 The operator will ask what service you require — ask for FIRE
You will then be put through to this service you require. Location —176 Spey Sireet, Invercargill
Clearly state your name and the nature of the fire (ie what has happened)
Telephone number is 03 211 0099

6. Another person activates the evacuafion alarm. 7. Follow site evacuation procedures. 8. The branch Health & Safety representative notifies management of the emergency. Management will then advise the necessary
agencies including Worksafe NZ

9. No-one is to return to their work area until management gives the “all clear

¥ Allow Comments Save asDraft (] Add this article to my favourites list

Save Cancel

Allow Comments will be ticked on by default, this will allow others to post comments against the
article.

Save as Draft will save the article but it will not be visible to others, it can be edited as needed and
then unticked to make it visible to others.

Add this article to my favourites list is also ticked on by default as it makes searching for your own
posts much quicker.

Click Save to save the Article to the Knowledge Base.

The Article can be found against the Categories that were set against it.
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™
HR Knowledge Base e Yi.}
|T)'DE search str ng and press enter ‘ o Filters
Invercargill Fire Emergency Procedure Favourites
0 Comments My Drafts
0 Posted by Bridget Fairweather Created By Me
votes Compliance Compliance > Health and Safety Last updated on Monday, 30 July 2018 16:30 Subscribed
Answered
Unanswered
Articles
Questions

Administration
Applicant Screening
Base Rates
¥ Coaching Methods and Tools
Self Learning Tools
Company Policies
‘
Health and Safety
Work Place Standards
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Add An Attachment to an Article or Question

On the attachments tab of an article or question there is the option to browse for the file you wish to
attach via the browse button, files can also be dragged here to be attached as per below:

Note: multiple files can be dragged and attached at once.

You can also attach files via the Add Attachment icon.

Edit Article 22

Details | Attachments (0) | Related Ttems (0) |

Enter text to search Search \
Type | Name m Attached By Client Visible File Date Size B
j There were no attachments found.
=
| Browsa...( I Drop a file here to add an attachment. )
+ Copy

The default settings against the attachment are specified in your TimeTrak Setup.

New Attachment =
Details
Mame: * Fire Extinguishers
File: * Fire Extiguishers.png X Browse...

The maximum file size that can be uploaded is 20 MB.

Types of Fire Extinguishers

Description:

Category: General *

I ] Link To MYOB Exo Doc.Jmer'tsll';' Client Portal Visible I

! !

Save Cancel

Link to MYOB Exo Documents will be ticked on or off by default based on what is set in your global
system setup within the Admin Console as shown below:
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TimeTrak Settings 2

General Admin Settings  Email Settings  Customisation  Verification Attachments  support  Backup

Attachment Storage: | Shared Folder -
Shared Folder: >
User Mame:

Domain:

Password: Check Credentials

| [ Link Attachments to MYOB Exo Documents |

Attachments are visible by default in the TimeTrak Client Portal

0 Shared Folder
When using the shared folder storage type all attachments will be stored in the specdified folder and
managed by TimeTrak. Itis recommended that you use a hidden share that end users do not have
access to,

Client Portal Visible will be ticked on by default, based on what is set in your global system setup
below:

TimeTrak Settings 3

General Admin Settings  Email Settings  Customisation  Verification Attachments  Sypport  Backup

Attachment Storage: | Shared Folder -
Shared Folder: =
User Name:

Domain:

Password: Check Credentials

Link Attachments to MYOB Exo Documents

I'_' Attachments are visible by default in the TimeTrak Client Portal I

o Shared Folder
When using the shared folder storage type all attachments will be stored in the specified folder and
managed by TimeTrak. It is recommended that you use a hidden share that end users do not have
access to.

Category This is the category the attachment will be available against, these categories are again
stipulated in the TimeTrak global setup.
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TimeTrak Settings £

General Admin Settings Email Settings  Customisation Verification Attachments  Support  Backup

Attachment Storage: |Shared Folder -
| Shared Folder: =

User Name:

Domain:

Password: Check Credentials

| Link Attachments to MYCOE Exo Documents

| Attachments are visible by default in the TimeTrak Client Portal

ﬂ Shared Folder
When using the shared folder storage type all attachments will be stored in the specified folder and
managed by TimeTrak. Itis recommended that you use a hidden share that end users do not have
access to.

Attachment Migration

Attachment Categories

\ MName
Checklists
General
Photos
Software

Add Edit Delete
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Edit an Attachment against a Knowledge Base Item

The ability to edit an attachment is based on the user’s TimeTrak Profile settings

1. Edit Attachment must be enabled as per below:

Profile
Mame: | Admin Profile

TimeTrak | Config | Alerts | MYOB Exo | Post & Invoice | CheckIn | Knowledge Base | Form Layout | Customisations | Checklists | Reports | Queues | Users

Show Time Entries | Show Disbursements

Add Time Entry | Add Disbursement

+| Edit Time Entry + | Edit Disbursement

| Delete Time Entry | Delete Disbursement

| Add Non Billable Time Entry | Show Tasks

| Add Non Productive Time Entry | Add Task

| Show Appointments o | Edit Task

| Add Appointment | Delete Task

| Edit Appointment | Show Task Activities

+| Edit Appointment Recurrence | Add Task Activity

| Delete Appointment o | Edit Task Activity

| Add Mon Billable Appointment Delete Task Activity

| Add Non Productive Appointment | Show Attachments
| Show Master Job Attachments On Sub Job
| Add Attachment
|¥] Delete Attachment
| Show User Profile

2. The knowledgebase must be visible against their profile not “read only”
Click Edit against the Article/ Question

Then Click on the Edit Attachment icon against the attachment you wish to edit

Edit Article 2

Details Attachments (0) Related Items (0)

Search
Type | Name Attached By Client Visible File Date Size )
¥ General
Invercargill Fire Emergency Procedure Bridget Fairweather Y 13/02/2018 118.81 KBI "y)l(’.;,

Browse... Edit Attachment

This will open the attachment screen where you can edit the details of the attachment and save, or
delete the attachment by clicking the icon.
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Attachment =
Details
Name: * Elnverearn_iﬂfnre Emergency Procedure
File: Invercargill Fire Emergency Procedure.pdf
Descnption: lnvercargill Fire Emergency Procedurs
Category: i-_’._-‘»g:_'-_era_l -
| Link To MYOB Exo Documents [of| Client Portal Visible

™S

Save Cancel

=]
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Edit a Knowledge Base Article or Question

If permissions allow, users can click the “Edit” icon to edit the article/ question

HR Knowledge Base cHee
|Ty':a search string and press enter Fl|ter3
Invercargill Fire Emergency Procedure 2 4 Favourites
0 Comments . My Drafts
0 Posted by Bridget Fairweather | Edit }] Crested By Me
votes Complicance Health and Safety Last updated on Tuesday, 13 February 2018 11:49 Subscribed
- P— = Answered
How many days notice to give? %
0 Solutions Unanswerad
p Posted by Bridget Fairweather Articles
votes Company Policies Resigning Last updated on Tuesday, 13 February 2018 11:21 Questions

Administration
= Applicant Screening

Base Rates
Delete a Knowledge Base Article or Question
Click the edit icon against the article/ question
HR Knowledge Base
|Ty'3e search string and press enter Fil
Invercargill Fire Emergency Procedure 2 A
0 Comments *
0 Posted by Bridget Fairweather
votes Complicance Health and Safety Last updated on Tuesday, 13 February 2018 11:49
How many days notice to give?
0 Solutions "g %
5 Posted by Bridget Fairweather
votes Company Policies Resigning Last updated on Tuesday, 13 February 2018 11:21

The Edit article/ question screen will apear.

Click the delete icon in the bottom left hand corner.
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Edit Question 2

J Details ‘ Attachments (0) | Related Items (0)

Question:

How many days notice to give?
Categories:

Company Policies @ Resigning @

Description:

Normal ~| |(Font Name) ~| |(Fontsize) |[~| | i= E=

B I U@ & @ A -GG~ [

| have a situation where a staff member is wanting to give notice but they do not have a from date as yet for leaving. What is the best way to deal with this.
Should | force them to set a date or can we negotiate this on a week by week basis?

¥| Allow Comments Save as Draft

m Save Cancel

Relate an Article or Question

An article or question can be related against an Article, Client, Contact, Job, Task, Serviceable Unit
or Stock Item

When you relate an Article or question to any of these options the article can then be accessed via
these.

E.g. Stock — In Mobile (only) you can search stock and it will have a link to the article.

Relating an article or question can be done against the related items tab, click the “Relate” icon and
select which option you would like to relate your article/ question to

Edit Article 52
Details | Attachments (1) | Related Items (0) |
Description Type &
Article [
There were no related items found. Client
Contact
Job
Task
Serviceable Unit
Stock Item
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In this case the article is getting assigned to a job.

You can search/ select by client to limit the jobs or enter the job number directly.

Select Job X4
"12155 2 CCIMP‘AN‘Y PO‘F_iC.Y RIEVIEW.IIZIISS -
Status: NEW 10B
Type: MINOR SERVICE
Category: DOMESTIC
Contact: MNone
Lead Provider: Bridget Fairweather
Secondary Provider: Bridget Fairweather
Response Level: None
Ok Cancel

Now from the related items tab users can click the job icon to view the job the article/ question is
related to.

Edit Article 22

Details | Attachments (1) | Related Items (1)

Description Type @
COMPANY POLICY REVIEW Job | o I.%
=

To remove the relation click the “Remove Related Item” Icon.

| Edit aricie B

Details Attachments (1) Related Items (1)

Description

COMPANY POLICY REVIEW Job -

Remove Related Item
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From the Knowledge Base home screen the job icon is visible to show users the article/ question is
related to a job.

Hovering over the icon displays the job name.

"
HR Knowledge Base SR ee
Type search string and press enter Fllters
Invercargill Fire Emergency Procedure [2 Favourites
0 Comments My Drafts
0 Posted by Bridget Fairweather E Created By Me
votes Complicance Health and Safety Last updated on Tuesday, 13 February 2018 13:;]:1 TOMPANY POLICY REVIEW h I
3 iva? =] Answered
How many days notice to give? 2
0 Solutions Unanswered
0 Posted by Bridget Fairweather Articles
votes Company Policies Resigning Last updated on Tuesday, 13 February 2018 11:21 Questions

Administration

= Applicant Screening

Against the job, users can see there is an article related to the job via the articles tab.

Job - COMPANY POLICY REVIEW (Code:12155) (Number:12155) b4

Details ‘ Sub Jobs (0) ob Financial Summary | Location | sppointments (0) | Time Entries (0) | Tasks (0) ‘ Notes (0)
History Notes (0) Articles (1) Attachments (0) ‘ Disbursements (0) ‘ Furchase Orders (0) ‘ Quote Lines (0) | Serviceable Units (0) | Reports

Search

Title Posted By Posted On ~

Invercargill Fire Emergency Procedure Bridget Fairweather 13/02/2018 |E

Selecting the item will open it on screen for users to view.

Users can also remove the relationship between the article/ question from this here or add an
additional realationship to another article/ question.

Share an Article or Question Link

Users may want to share an article they have created or think will be useful with a co-worker.

This can be done by clicking on the “Share” icon against the article or question, this will pop an Article
Link box which users can then copy and send to a co-worker.

As long as they have a login to TimeTrak which has access to the Knowledge Base they will be able to
go to thelink.
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Article Link:
‘ http://localhost/dev/timetrak?articleid=3011

Complicance Health and Safety

0 Brldget Fairweathel‘ Tuesday, 13 February 2018 11:49 Related Items

Job: COMPANY POLICY REVIEW

-

. Stay calm.

[}

. Check for danger.

w

. Assess the fire.

S

If you feel confident that you can put the fire out, use the fire extinguisher provided.

5. One person calls emergency services - the caller then moves to a safe, visible point to await and guide the services to the accident
site on arrival.

Dial 1-1-1 The operator will ask what service you require - ask for FIRE

You will then be put threugh teo this service you require, Location -176 Spey Street, Invercargill
Clearly state your name and the nature of the fire (ie what has happened).

Telephone number is 03 211 0099

&. Another person activates the evacuation alarm. 7. Follow site evacuation procedures. 8. The branch Health & Safety representative
notifies management of the emergency. Management will then advise the neceszary agencies including Worksafe NZ,

9. Mo-one is to return to their work area until management gives the "all clear”.

.§> Invercargill Fire Emergency Procedure.pdf (118.91 KB)

Leave a Comment

Subscriptions

TimeTrak users can subscribe against a Knowledge Base to receive TimeTrak notifications and/or email
notifications when new questions and/or articles are posted against the Knowledge Bases categories.

This can be done against the Knowledge Base by clicking the Subscriptions icon as below:

HR Knowledge Base G >4 % Q:
‘T‘-':E search str ng and press enter Filters
Invercargill Fire Emergency Procedure Favourites
0 Comments My Drafts
0 Posted by Bridget Fairweather = Created By Me
votes Complicance Health and Safety Last updated on Tuesday, 13 February 2018 13:36 Subscribed
How many days notice to give? 17 04 Answered
0 Solutions - Unanswered
0 Posted by Bridget Fairweather Articles
votes Company Policies Resigning Last updated on Tuesday, 13 February 2018 13:35 Questions

Administration

=* Apolicant Screenina

This will open the Subscriptions screen where users can specify which categories they would like to
get notifications against as well as what type of notification they would like to receive.
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Subscriptions 2
Enter text to search |
Category Articles | Questions
Administration None} |v MNene
Applicant Screening None MNone
Base Rates Email Mone
Coaching Methods and Tools MNone None
Coaching Methods and Tools = Self Learning Tools Mone MNone
Company Policies Mone Mone
Compliance MNone MNone
Compliance > Health and Safety Mone Mone
Compliance > Work Place Standards MNone Mone
Employment Law MNone MNone
Employment Law = Contracts MNone MNone
Employment Law = Resignations None None
Automatically subscribe to new categories: MNone |'||None |'|

Right click the grid to view additional options

Save Cancel

All categories can be updated at once instead of individually by right clicking on the grid.

Subscnptions 32

Enter text to search
Category Articles Questions
Administration Mone MNone
Applicant Screening Mone None
Base Rates Mone None
Coaching Methods and Tools Mone None

- 1
Coaching Methods . h e

g Asgsign All Categories  » Articles L4 Mone I

Company Policies e

) Questions  # Ermail
Compliance e
Compliance > Health and Safety Mone MNone
Compliance = Work Place Standards Mone None

There is also the option to automatically subscribe to any new categories added to a Knowledge Base.

Automatically subscribe to new categories: None |v || Mone |v|

Right click the grid to view additional options
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Filters and the Categories will show in a panel on the right-hand side of the Knowledge Base

|HR Knowledge Base | SHee

press enter Filters

There were no articles found that match the search criteria

Favourites

My Drafts
Created By Me
Subscribed
Answered
Unanswered
Articles
Questions

Administration
= Applicant Screening
Base Rates
+  Coaching Methods and Tools
Self Learning Tools
Company Policies
+  Compliance
Health and Safety
Work Place Standards
+ Employment Law
Contracts
Resigning
Job Postings
¥ Orientation
Existing Staff Person

New Staff Person
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Applying a Filter

Click on Category or Sub Category to apply a filter. This will display all articles or questions that have
that Category or Sub Category assigned against them.

Knowledge Base e Py )
Type search stnng and press enter e Filters
5 EX Favourites
Question One E2 04
1 Solutions My Drafts
. Posted by Bridget Fairweather Created By Me
votes Section One | Section Two Last updated on Tugsday, 26 JEI‘IuaI‘,-’lz?::! ]]:i Subscribed
Answered
Unanswered
Articles
Questions
* Section One
v
0B Section Une

Sub section three
Sub Section two

A filter is shown as applied when highlighted in blue and will remain highlighted when the mouse is
navigated away from hovering over the selected filter. Only one filter can be applied at any one time.
To remove the filter click on the “X".

mipeyy

Filters

Favourites

My Drafts
Created By Me
Subscribed
Answered

Unanswerad
Articles
Questions

2+ Section One
Section Three

" EEmE |
Ul

ecton Une

Sub section three
Sub Section two
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TimeTrak Mobile Knowledge Base

Articles and Questions created in TimeTrak Professional are also available in the field within TimeTrak
Mobile.

Log into TimeTrak Mobile.

Under Profile, there is a Knowledge Base option, if this is enabled all Knowledge Bases visible against
the user’s profile will be available from the home screen.

= Monu TimeTrak Demo 4 - Greg Manning *0 20 ¢
Tuesday, 13 February 2018  Recorded Hours: 0.00 ¥
L search D 08:30 o
1700 | Unscheduled 1 8.50 hours ()
T Jobs
Map G
| Tasks 19
Map
[ Calendar

L[] Hazard Register
L] HR Knowledge Base
o

Knowledge Base

",
0y

GQueues

Click on a Knowledge Base link to open the Knowledge Base panel.

Filter for articles based on type and/or category.

4= Back = Menu Haz: 0 20 9 # Home
Hazard Register 8 Fiter By Type
All Types
Q

Filter By Category

All Categories
Security Alarm B3 Close

0 1 Comments 0 Votes
Posted By Bridget Fairweather 30/08/2017 04:52 PM
Cat1

Air Flow

o 0 Comments 0 Votes
Posted By Bridget Fainweather 28/09/2016 11:57 AM

Cat 1
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Features within an Article/Question

4= Back = Menu Hazard Register

Security Alarm

4  Bridget Fairweather
Wednesday, 12 October 2016 14:28

Security Alarm details

0 Favourite
9 Subscribe

0 Attachments 1
e Related Items 3

Greg Manning Tuesday, 20 June 2017 16:07

Power cord to be fixed

e ’?‘0 Add Comment

1. Favourite - Click to add the article/question as a favourite, the star will show as yellow when
selected, it will also automatically set this as a subscription to the article/question. By clicking
this again, it will remove the yellow star which removes it from your favourites. A list of
favourites is only visible in Professional.

Favourite

2. Subscribe - By clicking subscribe, the envelope will show a green tick on it when selected. By
clicking this again will remove the green tick and unsubscribe to the article or question.

Subscribe

3. Notifications - If an article has been subscribed to, any updates to that article or question will
show in notifications (star) on the header bar.

4= Back = Menu Hazard Register
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4= Back = Menu Notifications *x 0 20 ¥ A Home
% A new comment has been posted by Bridget Fairweather for the article in Hazard Register titled "TEST ... 30 minutes ago
Wednesday, 5 September 2013 at 10:23 AM by Sridget Fainweather.

4, Attachments

Article Summary

shows number of attachments
against the article

Attachments

Attachments

Attachments

search for an attachment

Filter by Category
All Categories

Click to view image only

Click to open attachment
Category File Date

Fire Extiguishers General 5/09/2018 143 KB

2} Add Attachment
Click to add new

attachment
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4 fack = Monu Attachment w0 30§ 4 Home 4= Back = Menu Add Attachment 0 30 ¢ @& Home

Attachment Detaits Add Attachment

Name: Fire Extigushers
Fita Name: Fira Extiguishers.png Name
Category: Fhotos
Client Visible: Yoz File: Choose File | No file chasen
Download
Edit
Descnplion
Delate
Attachment Description
Mak anm Wi n of firms wisher .
Make yoursell famdsar with the locabon of the hrms extinguishers Category General

[ oo | Visible In Tme rak Cllent Porta

Bave

e Cancel

Sle oo ec ol

:
' ]
i
:
i—
:

5. Related Items - users are easily directed to related items if they have been linked in the
Knowledge Base set in Professional.

4= Back = Menu Related Items *0 20 ¢ @& Home

Related items

Parts and Service
K and B Bowden

ALARMOS - SECURITY ALARM

6. Add Comment - users can leave a comment.

Greg Manning Tuesday, 20 June 2017 16:07
Power cord to be fixed

Bruce Bowden Monday, 10 September 2018 18:13

Fire Extingusher in kitchen requires replacing

Add Comment
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