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Document storage in TimeTrak

In TimeTrak versions 3.2 and 4.0, there are four different options for attachment storage.

This white paper will take you through the different storage options and the pros and cons of each so you
can make an informed decision when choosing the correct solution for your company.

It is important to note that the maximum file size that can be uploaded to TimeTrak is 20MB. This applies
to all attachment storage solutions.

TimeTrak Attachment Storage is set at a “Global” database level in the TimeTrak Administrator Console as
per below:
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At the time of Implementation, your TimeTrak Consultant will set this up for your company.




Attachment Storage — None
If the Attachment Storage type is set to “None” in Global System Setup as per below:
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No attachments (including checklists) can be loaded in TimeTrak against Jobs, Tasks or Knowledge Base
articles.

If there is no attachment storage option set, the TimeTrak Outlook Add-In will not be able to be used, as this
requires attachment storage to attach emails to the task.

For more information on the TimeTrak Outlook Add-In click here.

Attachment Storage - Shared Folder

This is the preferred attachment storage method in TimeTrak if there is no requirement to browse to the
folder location where the files are stored in File Explorer.

A single shared folder will need to be created on your network in a location specified by your IT Company.
Note: The size of this folder will grow depending on the amount of attachments you are going to use.

Once this folder has been created, it will need to be mapped in the TimeTrak Administrator Console under
Global Settings as the TimeTrak database storage location:
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Credentials that TimeTrak will use to access the file location when adding/ editing attachments are also
required to be added here as per below.

These credentials require read/ write access to the shared folder.

There is the option to check credentials in the TimeTrak Administrator Console as per below to ensure that
these credentials have the correct access.



https://timetrak.co.nz/products/tasktrak-outlook-add-in

Global System Setup
Modify the Global System Settings for TimeTrak.
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Note: It is recommended that a username and password that does not change is entered in here or users will
be unable to add attachments (including submitting checklists) until the details are updated in the TimeTrak
Administrator Console if the accounts password was to change.

Some IT Companies provide a “services” username and password that will not change to prevent this issue
from occurring.

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.

The folder structure is able to be browsed via File Explorer but it contains folders with no naming convention
as per below example:

TimeTrakMightlyAttachments » Wi
+ Mame - Date medified Type
of 1F 30/05/2012 1:41 PM File folder
- 2E 16/07/2018 2:03 PM  File folder
- 4F 20/05/2018 12:08 File folder
aF 13/08/2018 2:08 PM  File folder
39 23/05/2018 1:33 PM  File folder
56 30/05/2018 1:41 PM  File folder
D3 28/08/2018 2:48 PM  File folder
DD 13/08/2018 2:08 PM  File folder

If end users have access to this file location and modify or alter attachments, TimeTrak will be unable to
access the attachment and the below “Attachment source could not be found” error will occur when trying
to review the attachment in TimeTrak.
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The TimeTrak 4.0 attachment database schema can be found on our website via the below link:
https://timetrak.co.nz/uploads/all/Attachments.pdf

Link Attachments to MYOB Exo Documents
TimeTrak has the option to Link Attachments to MYOB Exo Documents.

This is a global database setting and defined in the TimeTrak Administrator Console under Global System
Setup as per below:
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If this setting is enabled when an attachment is created in TimeTrak, a link to this attachment will also be
available on the Documents tab in Exo against the Client, Job, Serviceable Unit, Purchase Order, Prospect or
Opportunity (depending on where the attachment was added).

In the below example, this Demo database has this setting enabled.

Against Job 11155 there are three attachments as per below:
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Job - REPLACE BRAKE PADS (Code: 11155) (Id: 11155)

=
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b} 11155 TEST checklist checklist (19306) completed by Henry Thompsen Henry Thompsen N 30/05/2018 178.19kB P @
-/: 11155 TEST checklist checklist (19310) completed by Bruce Bowden Bruce Bowden N 16/07/2018 54.69 KB n))@
v Genersl
o3| 11155 TimeTrak Implementation Timeline Bridget Fairweather Y 13/08/2018 355.83kB DB
Browse...

Against the same job (11155) in Job Costing on the Documents tab, the same attachments are available for
users to view by simply double clicking on them.

The last attachment “File uploaded from checklist” is a file that was added with in one of the checklists; e.g. a
photo that was uploaded.
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Job Mo: 11155 - REPLACE BRAKE PADS

Account: 20. ALLPARTS AUTOMOTIVE LTD
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[ show documents for this job only

Ref Code Doc Code Description
TIMETRAK _ TimeTrak Implementation Timeline
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llFl‘Ie uploaded from chedklist l
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Exo looks at the file path in which TimeTrak has stored the attachment to open this document, in the below
example this is: \EMMA-W10\TimeTrakNightlyAttachments$\2E\42\
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Bruce Bowden

Iel: 19310
Client: ALLPARTS AUTOMOTIVE LTD
Job: REPLACE BRAKE PADS

Set attachments client visible by default in the Client Portal

TimeTrak has the option to set all attachments added to be visible by default in the Client Portal.

This is a global database setting and defined in the TimeTrak Administrator Console under Global System
Setup as per below and only applies if you have the Client Portal enabled.
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If this setting is enabled when an attachment is created, by default, Client Portal visible will be ticked on as
per below:
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When your client logs in to your Client Portal, against the task they will be able to see any attachments that
have the Client Portal Visible setting enabled against them as per below:

Logged in as: Connor Hill Logout

Current View: | D & C Panelbeaters ¥ | o @

ID: 15156

History (9) ‘I Attachments (1) I

Name
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T quote

Category: | All Categories ¥

o

Upload Attachment

Attached By File Date Size

Bridget Fairweather  25/09/2018 2,001 KB =




Attachment Storage - Exosoft Document Manager

This is the storage method that was used previously in all old implementations of TimeTrak.

This storage method requires an additional piece of software (Exosoft Document Manager) to be installed.
A shared folder will need to be created on your network in a location specified by your IT Company.

This folder is usually shared so everyone can access it and in many cases it becomes its own mapped drive.

Document Manager is setup with a connection to the Exo database (some customisation is added to the Exo
database to allow this).

Once this folder has been created, it will need to be mapped in the TimeTrak Administrator Console under
Global Settings as the TimeTrak database storage location:

Global System Setup
Waodify the Global System Setftings for TimeTrak.

TimeTrak Setup TimeTrak Settings 2

Iﬁ Global System Setup I General Admin Settings  Email Settings  Customisation  Verification jAttachments | Support  Backup

@ Web Configuration

C?_‘: Users & Resources Attachment Storage: | Shared Folder =

g:'g:; Frofies I Shared Folder: [ VEMMA-W 10\ TimeTrakNightlyAttachmentz | I -

Credentials that TimeTrak will use to access the file location when adding/ editing attachments are also
required to be added here, as per below.

There is the option to check credentials in the TimeTrak Administrator Console, as per below, to ensure that
these credentials have the correct access.
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Note: It is recommended that a username and password that does not change is entered in here or users will
be unable to add attachments (including submitting checklists) until the details are updated in the TimeTrak
Administrator Console if the accounts password was to change.

Some IT Companies provide a “services” username and password that will not change to prevent this issue
from occurring.




When using the Document Manager storage type, some configuration will be required in the Exosoft
Document Manager Application also.

Integration to the TimeTrak database will need to be enabled to allow TimeTrak attachments to save to the
structured file location.

The folder structure will need to be configured as per below example:
Note the field tags are limited to below:

Document Manager Settings 3

General | Folders | TimeTrak | Advanced

_‘E"\ fCreditorMame}
_-E'z {MonAccountSegho} - {MonAccountiMame}
w [] Debtors
v _‘E"\ {DebtorAccho} - {DebtorCode} - {DebtorMame}
v [ {JobNo} - {IobCode}- {JobTitle}
;i,a TimeTrak

Ok Cancel

You will need to enter a Databaseld and set your Synchronisation schedule for after the initial
synchronisation has run.




Document Manager Settings 2

General | Folders | TimeTrak | Advanced

Database Id: 20163

Location: [\ \emma-w 10\ Dodvanager Attachments bt
Skin: Office 2010 Silver -
Synchronisation: |Update all records daily at 12:00 AM .

Update only modified records every 5 minute(s). -
| Synchronisation Enabled
| Only create job folders for active job statuses

Only create debtor folders for debtors with jobs

Ok Cancel

It is important to note that Document Manager runs on a Windows service and creates a hidden share for
every Non-Account, Creditor, Debtor and Job that a folder is created for.

The amount of hidden shares that Document Manager generates does not interact with modern servers as
efficiently as it used to, which is why shared folder is often the preferred attachment method.

In the above example, the service is only going to run every five minutes. This will limit the ability to create a
Job and add attachments against it straight away as the service will not have run and created the hidden
share which will prevent the ability to add attachments and users will receive the below error:




New Attachment &3

Details

Name: * Quote
File: = Browse...
The maximum file size that can be uploaded is 20 MB.
Description:
Category: General -
¥| Link To MYOB Exo Documents [#f] Client Portal Visible
0 The document manager share for this job does not exist. Save Cancel

Once the Document Manager Service has run and the hidden share has been created, you will be able to
attach documents to the Job/ Client/ Task/ Prospect etc.

In this example, the attachment has been added against the Job in TimeTrak as per below:

Job - SERVICE OF UTE REQUIRED (Code: 12163) (Id: 12163) P
| Details ‘ Sub Jobs (0) | G i | D - Ee— ‘ [—— ‘ A ) ‘ Time Entries (0) ‘ Tasks (0) ‘ Notes (0) ‘
| HstoryMotes(@) |  arices(@ |  Attechments(1) |  Disbursements (@) |  PurchaseOrders(8) |  Quotelines(1) |  ServiceableUnits(0) |  Reports |
Enter text to search Search
Type | Name Attached By Client Visible File Dats Size B
v Genersl
™ Quote Bridget Fairweather Y 1/10/2018 195M8 P @

Browse...

Users can go to the Document Manager share to browse for the attachment:
Debtors > Select the Debtor account > Select the Job > TimeTrak > Job

» emma-wll » DocManagerAttachments » Debtors » 20 - Allparts Automotive Ltd » 12163 - Service Of Ute Required » TimeTrak + Job

#

+ A Name Date modified Type Size
» "L Quote.pdf 1/10/2018 4:22 PM Adobe Acrobat D... 2,001 KB
P

Document Manager has set the folder as a hidden share, as per below, with the company’s database Id (in
this case 20163) also passed into the hidden share name as per below:

\\EMMA-W10\XS_Job20163_12163%\TimeTrak\Job
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Share...
Link Attachments to MYOB Exo Documents
TimeTrak has the option to Link Attachments to MYOB Exo Documents.

This is a global database setting and defined in the TimeTrak Administrator Console under Global System

Setup as per below:

File VWiew Setup Postto MYO Tmeiirak Setings 52
Global System Setup
Modify the Global System Settings General Admin Settings Email Settings  Customisation  Verification| Attachments §Support Backup
TimeTrak Setup Attachment Storage: | Exosoft Document Manager -
Iﬁ Global System Setup I Location: \\emma-w 10\DocManager Attachments
@ Web Configuration User Name: emma
C?_‘: Users & Resources Diomain: Feo
i, Proflles Password: | EEEEsEsss Check Credentials
Rosters | ] Link Attachments to MYOB Exo Documents ’
@ Appointments |¥] show Warning if Document Manager hasn't run in the last 24 hours
E Sueues | Set attachments dient visible by default in the Client Portal
roups

Please refer to Link Attachments to MYOB Exo Documents Attachment Storage — Shared folder for more

information.




Set attachments client visible by default in the Client Portal
TimeTrak has the option to set all attachments added to be visible by default in the Client Portal.

This is a global database setting and defined in the TimeTrak Administrator Console under Global System
Setup as per below and only applies if you have the Client Portal enabled.

File VWiew Setup Postto MYO Tmeiirak Setings 52
Global System Setup
Modify the Global System Settings General Admin Settings Email Settings  Customisation  Verification| Attachments §Support Backup
TimeTrak Setup Attachment Storage: | Exosoft Document Manager -
I.ﬁ. Global System Setup I Location: V\emma-w 10\DocManagerAttachments
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pstErs V] Link Attachments to MYOB Exo Documents
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L Graone

Please refer to Link Attachments to MYOB Exo Documents Attachment Storage — Shared folder for more
information.

Show Warning if Document Manager hasn’t run in the last 24 hours

Due to Document Manager running via a service, on top of the standard attachment options that are
mentioned above and available across all attachment storage options, if Document Manager is specified as
the Attachment Storage option then the setting “Show Warning if Document Manager hasn’t been run in

the last 24 hours” will be available.

File VWiew Setup Postto MYO Tmeiirak Setings 52
Global System Setup
Modify the Global System Settings General Admin Settings Email Settings  Customisation  Verification| Attachments §Support Backup

TimeTrak Setup Attachment Storage: | Exosoft Document Manager -

I.ﬁ. Global System Setup I Location: V\emma-w 10\DocManagerAttachments

@ Web Configuration User Name: emma

C?_., Users & Resources Domain: Fec

i Profiles Password: Sl Check Credentials

Rosters V] Link Attachments to MYOB Exo Documents

@ Appointments ﬁ Show Warning if Document Manager hasn't run in the last 24 hours’

O=3. SI':I:ILZS |¥| set attachments dient visible by default in the Client Portal

If this setting is enabled and Document Manager has not run in the last 24 hours, within the TimeTrak
Professional website the below pop up message will appear.

This message is to prompt end users who contact the TimeTrak support team to investigate why the service
has stopped running and start the service again to provide the ability for attachments to be saved in

TimeTrak.




emma-w10 says

TimeTrak Demo 4

Exoscft Document Manager hasn't run in the last 24 hours.
| Calendar | Alerts | Clients | Jobs | Tasks | Serviceable Units | Contacts | Analysis | User O jent Diary |

Please check that the Document Manager windows service is running.
| TimeSheet Verification By Job | TimeSheet Verification By User | Job Budget Motifications | Request P8 = -

< Today v | > | 1-30ctober2018 2%

My Calendar Muobile team Techs Greg and Harry All Staff Document Manager last run on 25/07/2018 at 2:27 PM
=

-i;‘ Monday, 1 October Tuesday, 2 Octu‘

Craig Findlater Courtney ‘ Harrison Internet | David Courtney ‘ Harrison Intg
15 “

30

@

Users who have access to the TimeTrak Administrator Console can see the last time that document did run in
the below location:

Global System Setup
Modify the Global System Seftings for TimeTrak.

TimeTrak Setup TimeTrak Settings 22

I# Global System Sempl General Admin Settings  Email Settings  Customisation  Verification | Attachments  Bupport  Backup

@ Web Configuration

C?_‘: Ulsers & Resoees Attachment Storage: |Exosoft Document Manager i
E:?; Profiles Location:

Rosters User Name: emma

ﬁ Appointments Domain: Fcc

= Queues Password: | Check Credentials
aﬂa Groups

| Link Attachments to MYOE Exo Documents
% Bilable Statuzes

| Show Warning if Document Manager hasn't run in the last 24 hours
Disbursements & Allowances

| Set attachments dient visible by defaultin the Client Portal

%) Cheddists
[=] standard Narrations ﬂ Exosoft Document Manager _

Attachments are stored in a shared folder that is managed by Exoso nt Manager. Document
DI‘I Cost Types Manager will create multiple shares on the server that TimeTr, i access the attachments,
@ Stock Locations I Document Manager was last run at: 25/07/2018 2:27 PM

8 admin Crntacte

Attachment Storage - TimeTrak Database

This Storage method does not have a separate file location, as files are stored directly in the TimeTrak
database.

This is the least common attachment storage option, and not recommended due to the impact that it can
have on the TimeTrak database if a lot of attachments are going to be used.

The more attachments that are added, the larger the database will be come, meaning the size of backups
and room that is required to store these on your server will also increase over time.

Like all other attachment types, this will need to be defined in the TimeTrak Administrator Console under
Global System Setup as per below:




TimeTrak Setup TimeTrak Settings

I'ﬁ'GlDbalS“"StemSEt”Dl General Admin Settings  Email Settings  Customisation  Verification] Attachments fSupport  Backup

@ Web Configuration
r_% Users & Resources I Attachment Storage: IE'I'|mETrak Database | v
4
i:% Profiles | Set attachments dient visible by default in the Client Portal
Rosters
o TimeTrak Database

Attachments will be stored in the TimeTrak database. Storing attachments in the database will increase

E Appointments
the database size, which over time will also increase the size of backups.

o
== (Queues

Once defined in Global Settings, attachments can be added in both Professional and Mobile websites.

Unlike the attachment storage types Document Manager and Shared folder, the TimeTrak database storage
type does not have the option to link attachments to MYOB Exo Documents.

Set attachments client visible by default in the Client Portal
TimeTrak has the option to set all attachments added to be visible by default in the Client Portal.

This is a global database setting and defined in the TimeTrak Administrator Console under Global System
Setup as per below and only applies if you have the Client Portal enabled.

File View Setup Postto MYOB B Help

Global System Setup TimeTrak Settings

Modify the Global System Settings for
General Admin Settings Email Settings  Customisation Werification | Attachments §Support Backup

TimeTrak Setup

Attachment Storage: | TimeTrak Database
# Global System Setup

& Web Configuration I || Set attachments dient visible by default in the Client Portal:

C?_., Users & Resources ﬂ TimeTrak Database

& Profiles Attachments will be stored in the TimeTrak database. Storing attachments in the database will increase
] the database size, which over time will also increase the size of backups.

H= b nctare

Please refer to Link Attachments to MYOB Exo Documents Attachment Storage — Shared folder for more

information.
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