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INSTALLING TIMELINK

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

= InsertCDindrive
=  Choose aprogram to install by clicking on one of the options

#3 Thesaurus Software - Program Selection

Thezauruz Pavrall kM anager

CIS Azzigtant

Solutionz Plus accounts software

TimeLink time recording

= Click ‘Full Setup’

@Thesaurus TimeLink

Full Setup

Fricing:

£100




= Click 'Setup'

Wincip Self-Extractor - timezip_exe

on zcreen ingtructions at each stage.

Click the Setup button to continue. Cancel |
Lbout |

® Thezaurus Software Self Extract Utility - Simply follow the

= Click ‘OK”

3 TimelLink Setup

@ Wwielcome to the Timelink installation progran.
L=F

Setup cannot inztall zuztem files or update shared files if they are in uze.
Before proceeding. we recommend that you close any applications you may
be rwnning.

Exit Setup |

=  Click the Program I con or Space bar toinstall Timelink

#3 TimeLink Setup

Eeagin the inztallation by clicking the button below.

Click thiz button to install TimeLink software to the specified destination
directorny.

Directon:
(C:"-.F'mgram Filesthmelinks LChange Directaomy

Exit Setup

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

TimeLink Setup E2

TimeLink Setup was completed succeszsfully,




SETTING UP TIMELINK

= Doubleclick on Timelink Icon

= Specify location of Timelink Report file (.tmk)

= (Click ‘OK”

=  Thiswill ensure that each timesheet is saved to the same .tmk file

Please Note: If thisisyour first timeto use Timelink you will need to save thefirst
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 alocation on the server drive

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

= Click ‘OK”

= Thiswill ensure that timesheets are saved to the server

= & Specify Location of Timesheet Files

I Dirivve
/ | = & [\Mheserveriuserdatal j
If the location shown iz correct, simply
Directory hit Feturn or Click on OF.
E: _ . Othemwize, change lacation by
& Timelink 0 ata zelecting the appropriate drive and
: directony. when the location is comrect,
0 Click on OK.

If & new directory iz preferred, click on
Exit and create the new direcory in the
narmal way,

Location |

Optiohal: - Pleaze choosze a file to autormatically save entries to

E xit

Ok

= Click ‘OK”

1 ) Entries will be saved ko Timedata.tmk




ADD/AMEND DETAILS

ADDING A NEW EMPLOYEE

= Sdect ‘Timesheet’
= Select ‘Post Timesheet’

FiIe|Timesheet Inwoices Feports  Register Help  Abouk

Post Timesheet  Chel+T
Refresh

Click ‘Add/Amend’ beside employee menu
Enter employee’s name

Enter ‘name’ and ‘hourly rate’

Click 'save

Repeat for al employees

Click ‘Save’

Mew Employes Mame |Jge Bloggs

Hourly R ate I

Select Ernployes ta Edit I LI

Print Full li=t | Cancel Save

AMENDING AN EMPLOYEESDETAILS:

= Select ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Invoices Feports  Register Help  Abouk

Post Timesheet  Chel+T
Refresh

Click ‘Add/Amend’ beside employee

Select an employee to edit from the ‘drop down list’
Amend details (i.e. name or rate)

Click ‘Save’

MNews Employes MName

Hourly R ate
Select Emploves to Edit Joe Bloggs
Edit Hame Here |._Ige Bloggs

Edit Rate Here |-||:|_5
Frint full lisk | Cancel Save




ADDING A NEW CLIENT:

= Select ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Invoices Feports  Register Help  Abouk

Paost Timesheet Chrl+T
Refresh

Click ‘Add/Amend’ beside client menu
Enter clients name

Click 'Save

Repeat for al clients

Click ‘Save’

MHew Client Hame |,&,B|: Lirnited

Select Client ta E dit I ;I

Frinit full lizt | Cancel | Sawve |

AMENDING A CLIENTSDETAILS:

= Click ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Invoices Feports  Register Help  Abouk

Post Timesheet  Chel+T
Refresh

Click 'Add/Amend' beside Client

Select client to edit from the drop down menu
Edit the details

Click 'Save

Mew Client Mame

Select Client ta Edit

Edit Here Test Co

Print full lizt | Cancel Save




ADDING A NEW CATEGORY:

= Click ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Invoices Feports  Register Help  Abouk

Paost Timesheet Chrl+T
Refresh

Click ‘Add/Amend’ beside category menu
Enter category

Click 'Save'

Repeat for al categories

Click ‘Save’

Mew Categomn Marme IEDDkeepind

Select Category to Edit I j

Pint full ist__| Eancell B~ |

AMENDING A CATEGORY:

= Click ‘Timesheet’
= Select ‘Post Timesheet’

FiIe|Timesheet Inwaoices Feports  Redister Help  sbouk

Post Timesheet  Chel+T
Refresh

Click 'Add/amend' beside Category

Select Category to edit from the drop down menu
Edit Category

Click 'Save

Mew Categaory Mame

Select Category to Edit AT returme

Edit Here WAT returns

Print full lizt | Cancel Sawve




ADDING JOB (Optional):

= Click ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Inwoices Feports  Register Help  Abouk

Post Timesheet  Chel+T
Refresh

=  Click 'Add/amend' beside job name
= Enter job name

= Click 'Save
& AddfAmend Job Type E3
Mews Job M ame |Year End
Select Job to Edit I j
Priet full ligt Cancel Save

AMENDING JOB DETAILS:

= Click ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Invoices Feports  Register Help  Abouk

Post Timesheet  Chel+T
Refresh

Click 'Add/amend’ beside job name
Select job name to edit

Edit job name

Click 'Save'

& Add/Amend Job Type ﬂ

Mew Job Mame |

Select Job to E dit Iw vI

Prirt full lizt | Cancel | Save |




PROCESSING A TIMESHEET

= Click ‘Timesheet’
= Select ‘Post Timesheet’

FiIelTimesheet Invoices Feports  Reagister Help  abouk
Past Timesheet Chrl+T
Refresh

=  Enter 'Date

=  Select 'Employee

= Select'Client'

=  Sdlect'Category’

= Sdlect'Job’ (if applicable)

= Enter 'No of hours & minutes

=  Enter 'Comment’ (if applicable)

= Amend ‘Rate’ (if applicable). Y ou may change the rate for an employeeiif it differs for different
clients etc.

= Click 'Next'

=  Repeat the above until total timesheet is entered for the employee

= Click ‘Post Timesheet’

= Thetimesheet will save automatically to the .tmk file specified

etz i I-I 4032004 — Timezheet Details

Employee IBIoggsJoe LI Pzl Client Cateqgory Job Comment Hrs
Clignt/Drept I',._\,_BC Lirited LI e li=nie |

Celizma I.t'-‘-.ccounts ;I T — I ABC Limited Acoounts arinual Feturns up to dat |15.75
Job [[eat End | _Add/Amend |

Hours |2_ Minutes I_

Cormmetit |
Rate 10.55

Charge |21 1

Clear | Mest |
Post Timeshest |

Cloze

—
o
i
o
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SAVING A TIMESHEET FOR THE FIRST TIME:

Replace * with afile name (i.e. timedata.tmk)

Click 'Save

IMPORTANT: When atimesheet has been saved make sureto specify the location of the timesheet file
when opening Timelink again. Thiswill ensure onceyou click ‘Post Timesheet’ the timesheet will save
automatically to the location specified.

=

Save timesheet entries

Save in: | == timelink,

B

fy Recent
Documents

[

Dezktop

=

j

fy Docurments

s

ty Computer

=
|

by M etwark
Places

| gl
Tirmedata. k.
File name: |Timedata ﬂ
Save as ype: | Timesheet Files [*.tmk] | Cancel
Help

11



REPORTS

= Sdlect 'Reports
= Sdlect ‘Prepare Reports’

Fil= Timesheet Invoices | Reports Register Help  About

= Select datafile (i.e. 2005.tmk)
= Click 'Open'

—=

Sawve timesheet entries

Sawve in: | I timelink - |=_-:T< ,

=1 Tirmedata. tmk.
by Fecent
Documents

F

Dezktop

by D ocuments

by Cormputer

.:} Fil= name: |Timedata j
2
by M etwaork Save az tupe: |Timesheet Files [*.tmk] j Cancel
Places
Help
FUNCTIONS:
On Screen Use to view your report on screen
Printout Use to print this report
Alpha Summary-Screen Use to sort your report aphabetically (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
ALL = A i N =] [ e =l From [o7011333  Te [31122050
ALL Employes Categorny Job Mame
On Screen | Printout
Alphabet Alley Compagest
Edeharés Client |Categor_l,.l |J0b M ame |C0mment |H0urs |F!ate |Chalge
M Byt ABC Limited _ Bookepping N 350 950 3325
Ta09Z00F  Tezhing [ ezza Alphabet Alley Eookepping b ayidun VAT 17.00 9.50 161.50
130532004 Eloggs Joe Alphabet Alley Auwdit T A 3.00 1055 94.95
13092004 Bloggs Jos ABC Limited Accounts ‘Year End 16.00 1055 168.80
1323092004 Homer Simpzon [&BC Limited Compary M A 7.000 11.00 Fr.00
13092004 Homer Simpzon kMr Byrne Cornpany annual 8.50 11.00 9350
13092004 Homer Simpson  Mo's Bar Company annual 4,00 11.00 44.00
13092004 Testing Tesza tdr Byrne Bookepping M A 10.00 950 55.00
13092004 Testing Tesza Ma's Bar Bookepping [l £, 15.00 9.50 171.00
13032004 Eloggs Joe Ma's Bar Audit REE) 5.00 10.55 52.75
132092004 Bloggs Joe tdr Byrne Accounts M A 800 1055 84,40
14092004 Bloggs Joe ABC Limited Accounts annual Returns up ta 15.75 1055 1EE.1E
14092004 Testing Tessa Alphabet Alley Eookepping Fayrall E.25 11.00 E3.75
Totals 128.00 1311.06

Alpha Surnmary- Alpka Surmary - Copy to Clipboard | ™ lgnore Invoices Cloze I
Screen Prirkat

™ Show lrvoices Only




EMPLOYEE REPORT:

=  Select Employee's name from the employee drop down box
=  Enter date of report

= Click 'On Screen’
= To print same Click 'Printout'

1LY Testing Tessa

ABC Limited

B ookepping

M A%

Testing Tessa

Alphabet Alley

B ookepping

b aypAlun VAT

Testing Tesza

tdr Byrne

Bookepping

HAL

Testing Tesza

tlo's Bar

Bookepping

HAL

Testing Tesza

Alphabet Alley

Bookepping

Payrall

CLIENT REPORT:

Tatals

= Select ‘Client's name’ from the client drop down box

= Enter date of report

= Click 'On Screen'
=  Toprint same Click 'Printout’

04
132032004

Testing Tesza

ABC Limited

Bookepping

A

Bloggs Joe

ABC Limited

Accounts

“rear End

13092004

Hamer Simpsot

ABC Limnited

Canmpary

MA&

14092004

Blogags Joe

ABC Limited

Accounts

annual

Returnz up tao

Totals

13



CATEGORY REPORT:

= Select ‘Category’ from the drop down box
=  Enter date of report

= Click 'On Screen'

= To print same Click 'Printout'

[oiorraes | T [siiza080

I8 Homer Simpzon ABC Limited

Cormpary

I

Hormer Simpzon

Mr Byrne

Cormpary

annual

Hormer Simpzan

Mo's Bar

Carnpary

anrual

Totals

ALPHA SUMMARY REPORT:

=  Enter date of report
=  Click 'Alpha Summary-Screen’
= Toprint same Click 'Alpha Summary Printout’

TS| T | T | T

—

ABC Limited
Alphabet Alley
tdo's Bar

kdr Byrme

Totals

14



DELETING A TIMESHEET ENTRY

= Click ‘Reports

= Sdlect ‘Prepare Reports’

=  Sdlect ‘Timesheet File’

= Click ‘Open’

=  Sdlect 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‘Yesor No’

| AL A A Elan =l From [mo11393 Teo [31122050
Cligtit Ernploves Categony Jaob Mame
_ On Screen | Prirtot
CHid e s & oo
Date [Employes | Client |Cateqan [Job Mame [Comment [Hows  [Rate [Chage
13092004 Testing Tesza  ABC Limited Bookepping M 360 980 3325
13092004 Testing Tesza  Alphabet Alley  Bookepping M apddun WaT 17.00 960 161.50
13032004 Bloggs Joe Alphabet Alley  Audit KR 00 1085 9495
13092004 Bloggs Joe ABC Limited Accounts Tear End 16.00 1055 168.80
13092004 HDmE[ D irmmcman ADT L eaibad e —aa Rl 7 nn 14 0N ??DD
13032004 Homer 53.50
13092004 Homer 44.00
13032004 | T esting @ Ape pou sure vau want to delete 15 hours of emploves Bloggs Joe from client ABC Limited? 95.00
13092004 | Testing 171.00
13032004 Bloggs 5275
13092004 Bloggs Mo 84.40
14092004 Bloggs 1EE.16
14092004 Testing Tesza  Alphabet Alley  Bookepping Fayrall E25 11.00 E3.75
Totals 128.00 1311.06

Alpha Summary- Alpha Summary - Copy to Clipboard | [ Ignore Invoices Close |
Screen Prirtaut

[~ Show lrvoices Only
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INPUTTING AN INVOICE

= Click ‘Invoice’
= Select ‘Post | nvoice’

File Timesheet | Invoices Reports  Register

Help  About

Post Invoice  Cerl4+I
Refresh

»  Sdlect ‘Client’

= Sdlect ‘Employee’

=  Select ‘Category’

=  Enter ‘Amount’ of invoice

= Select ‘Next’

= Repeat for different clients if necessary
= Click ‘Post Invoice’

Date [ddmmyy] |1 4092004

— Inwvoice Details

Amount |-| [ @

Clear | Mest |
Post Ihvoice |

Ermployees Cateqgory Job Walue
Client [4BC Limited 2 [t
Employee T Additmend I Bloggz Joe Accounts [ EF) 150
Categoy  [accounts o [T
Joh I M j Additmend I

I 150

Cloze |

16



CUSTOMISING TIMELINK TO AN EMPLOYEE’SPC

This alows 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’

File |Ti|‘|‘|ES|‘|EEt Inwoices FReports  Regisker Help  abouk

Fost Timesheet Cerl+T
Fefresh

= Choose the Employee’s name from the drop down menu
= Click onthe F8 key on your keyboard

Dsliz Joidifi 1] |D4D42DE|5 — Timezsheet Details

ey I‘JDB Bloggs j MI Client Categam Jab Comment Hrz
Cliert/Dept | ]| _Addamend |

Cateqony I j Additmend |

Joh [ =] _Add/Amend |

Howrs I Minutes I

Comment |

R ate Iﬁ

Charge Ig—

Clear | Mext |

Post Timezheet |

= Click ‘OK”

@ The TimeLink program is now personalised to this machine.

Cloze |

17



BACKUP

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

= Click ‘File’
=  Sdlect ‘Backup’

Fil= Timesheet Inwoices FReporbs Register Help  Abouk

Backup
Restore

Exik

= Sdlectthe‘Drive’ (i.e. A:\isnormally afloppy disk drive)
= Click ‘Backup’

#& Zip data files |
Backup Mame & Location
ah.zip
Cancel Backup
= Click ‘OK”

@ Files successfully backed up,

18



RESTORING DATA FILES

Click ‘File’

Select ‘Restore’

Select the location of your backup you wish to restore (floppy disk driveis normally A :)
Highlight ‘Timesheets.zip’

Select ‘Restore’

% Restore -0l x|

Mame of file to restare

ahtimesheets. zip

Cancel | Restare

= Click ‘OK”

Restore successful x|

@ The requested files were successfully restored.

19



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

O |

Fegistening vour copy of TimeLlink will enable printing of repaorts, the
zurmmarizing of reportz by client name and the copying and pasting of the
contentz of the reportz and to a suitable zpreadzheet program e.g. Lotus or
Emcel.

|Business Mame |Testing Cornpary Lirnited

|&Ipha Murneric Code f|

|pdate | Cloze |

20



