
               

Timelink  
User Guide   



 

2  

CONTENTS     

Installing Timelink 3   

Setting up Timelink .. .5   

Add/Amend Details 6  

 

Employee Details 

 

Client Details 

 

Category Details 

 

Job Details (Optional)    

Processing a Timesheet .10    

Reports . . 12  

 

Functions 

 

Employee Report 

 

Client Report 

 

Category Report 

 

Alpha Summary Report  

Deleting Entries . .. . . 15   

Inputting an Invoice . . 16   

Customising Timelink to an Employee s PC .. .. 17   

Backup . . .18   

Restoring Data Files... . . .19   

Registering Timelink .20  



 

3

INSTALLING TIMELINK   

Before you install Thesaurus Timelink, ensure that all other running applications and Toolbars are closed.   

 
Insert CD in drive 

 

Choose a program to install by clicking on one of the options  

   

Click Full Setup

          



 

4

 
Click  'Setup'  

 

Click OK

    

Click the Program Icon or Space bar to install Timelink   

 

Click OK when the setup is complete. An icon will automatically appear on your desktop.    
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SETTING UP TIMELINK  

 
Double click on Timelink Icon 

 
Specify location of Timelink Report file (.tmk) 

 
Click OK

  
This will ensure that each timesheet is saved to the same .tmk file  

Please Note: If this is your first time to use Timelink you will need to save the first 
timesheet before you have the option to specify where all timesheets should be 
saved thereafter. Repeat above step after first timesheet has been saved.   

NETWORKING TIMELINK  

 

Timelink should be loaded onto each employees

 

c:drive. 

 

The Timesheet Report File should be saved into a location on the server drive 

 

In specify location of Timesheet files change the location to where the timesheet file has been saved 
on the server 

 

Click OK

  

This will ensure that timesheets are saved to the server  

   

Click OK
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ADD/AMEND DETAILS  
ADDING A NEW EMPLOYEE  

 
Select Timesheet

  
Select Post Timesheet

     

Click Add/Amend beside employee menu 

 

Enter employee s name  

 

Enter name

 

and hourly rate

  

Click 'save'  

 

Repeat for all employees 

 

Click Save

   

AMENDING AN EMPLOYEES DETAILS:  

 

Select Timesheet

  

Select Post Timesheet

     

Click Add/Amend beside employee 

 

Select an employee to edit from the drop down list

  

Amend details (i.e. name or rate) 

 

Click Save
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ADDING A NEW CLIENT:  

 
Select Timesheet

  
Select Post Timesheet

     

Click Add/Amend beside client menu 

 

Enter clients name  

 

Click 'Save'  

 

Repeat for all clients 

 

Click Save

   

AMENDING A CLIENTS DETAILS:  

 

Click Timesheet

  

Select Post Timesheet

     

Click 'Add/Amend' beside Client 

 

Select client to edit from the drop down menu 

 

Edit the details 

 

Click 'Save'  
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ADDING A NEW CATEGORY:  

 
Click Timesheet

  
Select Post Timesheet

     

Click Add/Amend beside category menu 

 

Enter category  

 

Click 'Save'  

 

Repeat for all categories 

 

Click Save

    

AMENDING A CATEGORY:  

 

Click Timesheet

  

Select Post Timesheet

     

Click 'Add/amend' beside Category 

 

Select Category to edit from the drop down menu 

 

Edit Category 

 

Click 'Save'  
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ADDING JOB (Optional):  

 
Click Timesheet

  
Select Post Timesheet

     

Click 'Add/amend' beside job name 

 

Enter job name 

 

Click 'Save'   

AMENDING JOB DETAILS:  

 

Click Timesheet

  

Select Post Timesheet

     

Click 'Add/amend' beside job name 

 

Select job name to edit 

 

Edit job name 

 

Click 'Save'  

   



 

10

PROCESSING A TIMESHEET   

 
Click Timesheet

  
Select Post Timesheet

      

Enter 'Date' 

 

Select 'Employee' 

 

Select 'Client' 

 

Select 'Category' 

 

Select 'Job' (if applicable) 

 

Enter 'No of hours & minutes' 

 

Enter 'Comment' (if applicable) 

 

Amend Rate

 

(if applicable). You may change the rate for an employee if it differs for different 
clients etc. 

 

Click 'Next' 

 

Repeat the above until total timesheet is entered for the employee 

 

Click Post Timesheet

  

The timesheet will save automatically to the .tmk file specified               
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SAVING A TIMESHEET FOR THE FIRST TIME:  

 
Replace * with a file name (i.e. timedata.tmk)  

 
Click 'Save'  

IMPORTANT:  When a timesheet has been saved make sure to specify the location of the timesheet file 
when opening Timelink again.  This will ensure once you click Post Timesheet the timesheet will save 
automatically to the location specified.  
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REPORTS   

 
Select 'Reports' 

 
Select Prepare Reports

     

Select data file (i.e. 2005.tmk) 

 

Click 'Open' 

  

FUNCTIONS:  

On Screen   Use to view your report on screen 
Printout   Use to print this report 
Alpha Summary-Screen  Use to sort your report alphabetically (by client) 
Alpha Summary-Printout Use to print this report 
Copy to Clipboard  Use to copy your report in Microsoft Excel, Word, Lotus etc 
Return to Timesheet Entry Use to return to Timesheet Entry 
Exit    Use to Exit programme 
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EMPLOYEE REPORT:  

 
Select Employee's name from the employee drop down box 

 
Enter date of report 

 
Click 'On Screen' 

 
To print same Click 'Printout'   

CLIENT REPORT:  

 

Select Client's name

 

from the client drop down box 

 

Enter date of report 

 

Click 'On Screen' 

 

To print same Click 'Printout'    
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CATEGORY REPORT:  

 
Select Category

 
from the drop down box 

 
Enter date of report 

 
Click 'On Screen' 

 
To print same Click 'Printout'  

ALPHA SUMMARY REPORT:  

 

Enter date of report 

 

Click 'Alpha Summary-Screen' 

 

To print same Click 'Alpha Summary Printout'   
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DELETING A TIMESHEET ENTRY   

 
Click Reports

  
Select Prepare Reports

  
Select Timesheet File

  
Click Open

  
Select Client, Employee, Category, Job Name to narrow down your search or alternatively leave on 
ALL 

 

Select On Screen

  

Highlight the entry you want to delete 

 

Click Delete on the Keyboard 

 

Select Yes or No
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INPUTTING AN INVOICE   

 
Click Invoice

  
Select Post Invoice

     

Select Client

  

Select Employee

  

Select Category

  

Enter Amount

 

of invoice 

 

Select Next

  

Repeat for different clients if necessary 

 

Click Post Invoice

               



 

17

CUSTOMISING TIMELINK TO AN EMPLOYEE S PC  
This allows you to customise Timelink to an employees computer.  The employee will be unable to select or 
view other employees details. The employee will no longer be able to access the reports menu either.   

 
Click Timesheet

  

Select Post Timesheet

     

Choose the Employee s name from the drop down menu 

 

Click on the F8 key on your keyboard  

   

Click OK
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BACKUP   

It is advisable to take a backup of the Data and keep external to the PC   

 
Click File

  
Select Backup

     

Select the Drive

 

(i.e. A:\ is normally a floppy disk drive) 

 

Click Backup

     

Click OK
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RESTORING DATA FILES  

 
Click File

  
Select Restore

  
Select the location of your backup you wish to restore (floppy disk drive is normally A :) 

 
Highlight Timesheets.zip

  
Select Restore

     

Click OK
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REGISTERING TIMELINK  

Registering your copy of timelink will enable printing of reports, the summarizing of reports by client name 
and copying and pasting of the contents of the reports grid to a suitable spreadsheet program e.g. Excel     

 

Click Register

  

Enter the 'Business Name' in the box provided 

 

Enter the 'Alpha Numeric Code' in box provided 

 

Click 'Update'      


