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Screencasts

Visit the Timelog 4 homepage and check out the screencasts. This is often more helpful
than static screenshots.

@ Watch the screencasts on the Timelog 4 homepage


http://www.mediaatelier.com/TimeLog4/screencasts
http://www.mediaatelier.com/TimeLog4/screencasts

Quick start

First Run

If you are new to TimelLog, the built-in setup assistant will ask you for the most important
settings to start immediate working with it. All those settings can be changed later on in
the Preferences.

For users of TimeLog 3, TimeLog 4 does import the existing preferences.

Starting a Timer

If you don’t have any entries yet, you can start a new timer by selecting “New Project” from
either the “File” menu or the record button. Once a timer is running you can stop it by
clicking the stop button.

Adding a manual Entry

To add an entry either drag in the TimeLine View or click the + button in the List View.

@ watch the screencast on the Timelog 4 homepage

Assigning a client, project and category

Your entries allow to assign and change

. . . Demo & Co - ...
client, project and category at any time.
Custom App
The client can be chosen from a popup Default
menu. This popup menu shows you all clients 30 min

that have already been assigned to another
entry. To assign a different client, open
“Address book” from the “Window” menu and
drag the client to the entry.

The project can take any name. A list of the existing projects will appear while typing.

Categories are the link to the the rate. If you assign category that is defined in your
preferences, the entry will use its rate. Adding another name will take the rate from the
topmost category in your preferences.


http://www.mediaatelier.com/TimeLog4/screencasts
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Preferences
General

Select in which calendar you want to store
your recordings. You can either pick an
existing one or create a new empty one. If
you select more than one you can decide
which one to use as default.

1 Keep in mind that subscribed calendars are read
only.

You can setup a global keyboard shortcut to
activate the fullscreen panel.

) This shortcut only works while TimelLog is running

You can choose to show a mini window that
floats above all other applications while
TimeLog is not the frontmost application

e 0 Preferences

A A () $ok

Categories Expenses Timer Application Tracker Printing XML Advanced

7

General

Calendar

0 @ Private
O @ Office
™ @ Demo's timesheet

™ © Demo's timesheet 2 Make Default

| Create new calendar

Options
Hot key to activate panel ~e
Show floating mini window when Timelog is inactive
VI Launch at login
v Check for Update at start up

If you want TimelLog to start each time you login, check the ,Launch at login“ option.

It's recommended to let TimelLog check for updates when it starts.

Categories

Define the types of work and the
corresponding rates (per hour) here. If you
charge some clients with a special rate, you
can add that one in the lower list.

The topmost rate will applies for all
categories that are not defined here.

Rates can be locked in the List View. Use the
Lock rate/Unlock rate items from the
Advanced menu. (Locked rates are indicated
with a ¢ Symbol)

Once a rate is locked, changing the Category
will not update the cost anymore.

) You can only add special rates to clients that have
at least one entry in TimeLog.

(L X@) Preferences

eSS A OB i

= W \ {
General Timer Application Tracker Printing XML Advanced

Categories
Name Rate
Q Default 70.00
Layout 70.00
Programming 85.00

[(+] (=] © Default - The entries can be reordered

Custom rates for category: Default
Client Rate
Sample Inc. - Jeff Sample 60.00




Expenses
Units

TimeLog allows to add Expenses to each
Entry. Here you can define units and the
corresponding rates.

You can also add custom rates for specific
clients.

A\ You can only add special rates to clients that have
at least one entry in TimelLog.

Shortcuts

If you have do drive often to the same
location, you can define a shortcut and assign
the mount and the unit.

A\ The unit needs to be defined in the,,Units” tab

eon Preferences
Name | Rate |
| 150/ @ |
km 0.90
=
Custom rates for unit: miles
Client | Rate| |
Demo & Co - Garry Demo 0.75
=

Preferences

Shortcut | Value |
124 miles




Timer

If you choose to show the timer in all
applications, a small icon will appear in the
right part of the menu bar. There you can
start and stop timers from within any
application.

Here you can setup the rules that apply to
timers.

Joining recording helps you get less entries
when having short breaks within the the
same project.

You can have reminders that warn you if
don’t have any timer running.

Y Reminders only show up when Timelog is
launched.

Application Tracker

Application tracking records the frontmost
application. If this feature is turned on, you
can see what applications you were using
above the time line. This makes it easy to fill
out your work times if you forgot to turn on
a timer.

Applications are shown as gray bars, unless
you define a color for a specific application
here.

1\ The tracking results are shown above the TimeLine

® 0 Preferences
0 < T ¢ : = §03
e r @ - /)\ =

General Categories Expenses Timer Application Tracker Printing XML Advanced

Appearance

v/ Show timer menu in all applications
JMinimal (®Time (UProject () Extended
Animate
Show tasks in menu

Recent items

Limit the number of recent items to: | 50 55

[ Clear list |

Rules

Stop timer after minutes of inactivity
Stop timer when going to sleep

Show edit window after stopping a timer
Ignore recodings shorter than Minutes

V! Join recordings having a gap of less than:

|'5 Minutes m
Reminders
When timer is running, every: | 15 Minutes F]
When timer is idle, every: | 5 Minutes o8
OO0 Preferences
N s - /,\ i | <o
ENSE NG 72c =N RO
General C: i Timer ' Application Tracker Printing XML Advanced
v/ Enable application tracking
Delete entries | after 1 month T] | Delete now
Application Color
Mail :
Safari [ —
iChat
E3E




XML

If you have a webserver running you can
TimelLog let post an XML with its data to it.

You can find the same xml file in ~/Library/
Application Support/TimeLog/TimeLog.xml

I\ This is a advanced feature and requires knowledge
in web server programming.

Advanced

Here you can setup how manual rounding
works.

!\ This applies when you hit the round button of an
entry.

You can define how your Address Book
entries appear in lists. By default the settings
from the Address Book application are used:

If a card is marked ,Show as Company” the Company
name is shown in front of the the name.

If you have Growl installed you can route all
of TimeLog’s notifications to it.

Your iCal content can be saved in an easy to
restore backup archive. Each time Time
Machine starts backing up your machine this
archive is replaced. In case of data loss you
can restore an older version of that file with
Time Machine and double click it.

e o Preferences
i § 5 n -
¥ e T 6 A = |

Aoé
= P 5
General Categories Expenses Timer Application Tracker Printing XML

Advanced

URL:

User name:

Password:

gzip
Post XML every:

[ Post now J

80 Preferences

A A OB e

7 \ !
General Categories Expenses Timer Application Tracker Printing XML  Advanced

Rounding

Round te | 5 Minutes 1

Always round up

Address Book
‘&) Default

. Custom
Name order:

When company name is available:

| Show Address Book |

Notifications

Use Growl

Backup
v Backup iCal when Time Machine runs
Backup is stored in ~/Library/Application Support/TimeLog/iCal Backup.icbu




Timeline View 3£1

® 00 Timelog

(Q X idle Q )

Today Hour Day Week Month

Monday, December 31, 2007
12AM 1AM 2AM 3AM 4AM 5AM 6AM |7AM 8AM SAM |10AM 11AM 12PM 1IPM 2PM (3PM 4PM 5PM 6PM |7PM 8PM |SPM 10PM 11PM
* Client
Project
Category Programming -
Duration
Cost

Client Demo&Co-... =
Project Homepage Re... §
Category

Duration

Cost

Client

Project

Duration
Cost

UL List | Grouped | Analysis | Tasks | Budgets | Help |

The Timeline gives you a quick overview of your recordings in the selected range. You can
edit the items by dragging them to another time or change the duration by either
dragging on the left or the right side of an entry.

/% Running entries can only be dragged on the left side

If a entry is too short to be shown at the current scale a lens tool will appear. Clicking on it
will take you to a more accurate scale.

You can create a new entry by dragging in the empty part of the Timeline.

On top of the Timeline the results of the Application Tracker are shown, if this feature is
turned on in the Preferences.

Q Watch the screencast on the Timelog 4 homepage
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List View 362

Source List

®o0o Timelog
@ idle Q
Source Ui Clients Projects
CALENDAR All All
gy All Calendars Demo & Co - Garry Demo Brochure
(O Demo's timesheet Sample Inc. - Jeff Sample Homepage Redesign
SMART LISTS New
[&] ist Heute
|&] ist Gestern
|&] in diesem Monat
[&] im letzten Monat
© New smart list
 Calendar | Category | Project Client _ Duration Start
" (O Dem...sheet Design Brochure Demo & Co - Garry ... 04:02h Oct 12, 2C
" () Dem..sheet Design Brochure Demo & Co - Garry ... 02:48h Oct 10, 2C
Work:
Expenses:
06:50h
Work: 478.33 [ — - T

\itl Grouped | Analysis | Tasks | Budgets | Help |

On the left side of the window you have your sources. This includes your selected
calendars, subscribed calendars and Smart Lists. The “All Calendar”item on top merges all
calendars in your list to a single one.

Browser

The browser lets you quickly filter the entries of the selected Source by Clients and
Projects. Users of previous versions of TimeLog will notice that the Range column has been

removed. Use smart list to filter ranges.

Entries

Depending on your source and browser selection your entries will appear in the bottom
list. The columns can be rearranged by dragging the headers. Right clicking the header lets
you turn on/off the columns.



Modifying an entry

Double click an entry to edit it. Alternatively you can hit return or 31. You can close the
entry by hitting esc or 31 again.

10/21/07 2( 10/21/07
12:23 PM - 12:54 PM

& >
Nr v

QL
S+

To change the duration of an entry hold down the mouse either on the left or the right
side of the date element and drag.

/A Running entries can only be dragged on the left side

You can also type the minutes to change the duration. If you hold down the \-Key the
typed value is taken as hours.

Arrow Keys o ctrl
+- Shift earlier by 5 mins 1h 24 h
-+ Shift later by 5 mins 1h 24 h
T Make longer by 5 mins Th -
+ Make shorter by 5 mins Th -

/A You have to click the date element once first.

For shifting the entry to another start and end date, drag in the middle.

Click the © symbol or hit R to round the time according to the preferences.

Q Watch the screencast on the Timelog 4 homepage
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Adding Expenses

35 miles

O
$+)»

To add an expense click the + button and type the amount and the unit.

A\ The unit has to be defined in the preferences

Adding notes

5ou can add notes to your entries.



Grouped View 363

®0 0 Timelog

F

CALENDAR
gy All Calendars Demo & Co - Garry Demo
(3 Demo's timesheet Sample Inc. - Jeff Sample Homepage Redesign

SMART LISTS New
(& ist Heute
&) ist Gestern
[&] in diesem Monat
[&] im letzten Monat
© New smart list

Demo & Co - Garry Demo
v Brochure
D@ign

ml!!«'l Grouped mm__:_‘ m

06:50h
06:50h
06:50h

70.00

478.33
478.33
478.33

Here you get check your entries grouped by client, project and category.

Q Watch the screencast on the Timelog 4 homepage
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Analysis View &£4

Timelog

Clients

idle

(O Demo's timesheet
SMART LISTS

(& ist Heute

|&] ist Gestern

in diesem Monat
(] im letzten Monat
© New smart list

CALENDAR All
gy All Calendars

Sample Inc. - Jeff Sample

Demo & Co - Garry Demo

Brochure

Homepage Re#esign
New

Website

Caption _Name | Value Share
(m Toal 6,612.50 100%
B samplelinc.-Je... 5,763.17 87%
[ | Demo & Co - G... 849.33 13%

1] by [ Client

[V Tasks | Budgets | Help |

Use the analysis view to find out how much time you spent on a clients project. Or see

how much you earned in a certain period of time.

Q Watch the screencast on the Timelog 4 homepage
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Tasks View 385

Priority [Completed
CALENDAR * kK
Oct 26, 2007 * * K Dec 22, 2008

gy All Calendars (O Demo's timesheet Slam the bugs

(O Demo's timesheet
SMART LISTS
© New smart list

| | Hide completed tasks

In this view you can add tasks that will appear in the system wide task system. You can see
them in iCal, Mail and other applications.

To create a new task, hit the + button at the bottom of the list.

Q Watch the screencast on the Timelog 4 homepage
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Budget View 356

®00

20urcc “Henis |
CALENDAR Demo & Co - Garry Demo Brochure
gy All Calendars Sample Inc. - Jeff Sample Homepage Redesign
(O Demo's timesheet New

SMART LISTS
ist Heute
ist Gestern
(4] in diesem Monat
im letzten Monat
© New smart list

Client Demo & Co - Garry Demo
Project Brochure

Duration 06:50h

Rate 117.07/h

Manage your Budgets here. TimeLog will calculate the remaining costs and the average
rate you worked for so far.



Help View €7

Manual
Read how to use ...

Does TimelLog allow me to create invoices?

Answers to your GrandTotal works in combination with Timelog 4.
Screen Casts
The TimeLog Cin...

Feedback / Support
Tell what you think

How can | edit multiple entries?

Just select the entries you want to edit in the list view and hit command-I.
Beta Blog

What's going on
Utilities

Tools for TimeLog What about the iPhone?

Web developers
Go further

GrandTotal

A companion for the iPhone is in the works. Stay tuned.

Can | turn a TimeLog.xml file back to a calendar?

Yes, use this tool for it: "“TimeLog2iCal"

k

Does TimelLog support repeating Events?

No. It only takes the first occurence of an entry. This is because this could end up in

If you have any questions about Timelog, this is the point to start.



Timers
Rounding

Timers are accurate to the second. When you stop a timer the time will be rounded to the
next minute.

Multiple Timers

If you want to run more than one timer at the same time, hold down the {}-key while
starting the second timer.

% You cannot run a timer twice if client, project and category are the same

@ Watch the screencast on the Timelog 4 homepage
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Status Menu
By default the status menu is turned on and appears in the right part of the menu bar.
With this menu you can quickly check if you have a timer running and for how long it runs.

No timer running:

2
zE

One timer running:

20 min
Multiple timers running:

20 min (2}

If you click on the status menu you can stop ~ Window Helb (& B
running timers or start a recent one. Edit running timers

® Demo & Co - Garry Demo, Custom App, Default (16 min)

® Demo & Co - Garry Demo, Custom App, Default

® Sample Inc. - Jeff Sample, Website Redesign, Layout
® Sample Inc. - Jeff Sample, Website Redesign, Layout
® Demo & Co - Garry Demo, New, Default

New Project...
Show Panel

If you select to edit the running timers, a panel will show up and let you change the start
time, add expenses or add notes to a running timer.

Edit running timers

Client
Project
Category
Duration
Cost

10/22/07 M 10/22/07
3:00 PM 3:17 PM

e o




Oct 15, 2007 - Oct 21, 2007
Thu Fri Sun

Demo&Co- ... +
"
.

Custom App

Y
.
Custom App =

Layout =

03:37h

Cost 253.17 e

Client [sample Inc. - ... ]
Project New )
Demo & Co - G Demo T T —

Sample Inc. - Jeff Sample Custom App Layout
Programming

The panel shows you a full screen view of the timeline. In the preferences you can setup a
keyboard shortcut to make it appear from within any application.

1\ The shortcut only works when TimeLog is running.



Smart Lists

® Timelog File Edit View Window Help O 3 = 4 Demo Q

0060 TimeLog
& Garry's Custom App E Match all rules .
Source (Client +) (_contains ¢)[Garry I =®

CALENDAR -

™, All Calendars ( Project %+ (contains ) Custom App eO®

(O Demo's timesheet

() Demo's timesheet 2 @
SMART LISTS

¥ Garry's Custom App

© New smart list

o 30min e 10/21/07 : 10/21/07
Work: 35.58 Eroject $ 12:23 PM IO UATTILTE 12:54 PM

Expenses: 0.00 Category Def —
Duration 30 m “»

G oudeh —
Work: 138.78 7‘ 0 Dem...sheet Custom App Programming Demo & Co - Garry ... 01:00h Oct 20, 2007 3:03 Oct 20, 2007 4:03 85.00
Expenses: 0.00 » 0 Dem...sheet Custom App Layout Demo & Co - Garry ... 15 min Oct 7, 2007 9:17 F Oct 7, 2007 9:33 PI 18.20

3 Entries

With smart lists you can filter the entries according to your needs. There are almost endless
combinations you can define here.

For example you can see which entries where recorded for a certain client in a period of
time.

If you specify more than one criteria you can select if any or all conditions have to match.



Printing 6P

® Timelog File Edit View Window Help ' 3 = 4 Demo Q

Printer: | MP780 @ mini

- == Presets: | Standard ﬁ

fritiibeegeg

—— Pages: () All
— @ From: 1 Ctor 1

Paper Size: | US Letter B 8.50 by 11.00 inches
Orientation: .' I Scale: 100%

[ TimeLog H
| Field |
™ Client
™ Project
™ Category
G 1 D) o | start
Work: # Duration | )
Expens ™ Cost e
1 Nntes b
m Alignment | Left B
Work: The fields can be dragged into another order
Expens
[ Helvetica B [8 @ SAIternate rows )
® rrn )

If you print for the first time, expand the arrow beside the printers name to see the
settings.

There you can select what columns you want to print and change the order they appear
on the paper. For some columns such as dates you can choose from different formats.



Export 3£E

@& Timelog File Edit View Window Help [N 3 = 4 Demo Q

000 TimeLog

Source

CALENDAR Al Save As: | Export.txt 53]
gy All Calendars Dem _
O i sl Where: [ (i3] Documents 4
(O Demo's timesheet 2
AL Format | Comma separated (CSV) [4]
© New smart list
| Field Format \_ |
™ Client : m
4 Project
4 Category L
¥ Start Oct 21, 2007 ta
™ Duration 01:30h 1) 4

The fields can be dragged into another order

“Client","Project”,"Category”,"Start”,"Duration”,"Cost",

| Selection 30 min “Demo & Co - Garry Demo”,"Custom App","Default™,"Oct 21, 2007","30 min","35.58", m 10/21/07
Work: 35.58 “Demo & Co - Garry Demo”,"Custom App","Programming”,"Oct 20, o 12:54 PM
: 2007%,°01:00h","85.00", P ¢ :
Expenses: 0.00 “Sample Inc. - Jeff Sample”,"Brochure”,"Layout”,"Oct 20, 2007",03:37h","253.17", i
v

“Sample Inc. - Jeff Sample”,"New","Default”,"Oct 20, 2007","05:54h","354.00",
& ) <« >

h——

10, 2007 3:03 Oct 20, 2007 4:03 85.00
0, 2007 12:2 Oct 20, 2007 3:59 253.17
10, 2007 3:24 Oct 20, 2007 9:18 354.00

C All 18:16h
Work: 1251.56
Expenses: 0.00

(G (o)

] Dem...sheet Website Redes ample Inc. - Jeff Sa... 2 min Oct 12, 2007 10:4 Oct 12, 2007 10:51 2.74

+ (O Dem..sheet Brochure Demo & Co - Garry ... 1 min Oct 12, 2007 10:5 Oct 12, 2007 10:51 150 *

S| = AN7 100 Net 10 I0NT 1280 QR A7 ‘V
<« >

11 Entries
| Grouped | Analysis |

B POL L=

TimeLog allows to export the list of entries and the task. It always exports the items that
are displayed. In the Export window you can select the format and choose the fields and
the order you want for the export.

Preferences
If you have opened the preferences window the export command will save your categories

and expenses to a .timelog file. You can share this file with your coworkers. They simply
have to double click it to import it.



Working on a Network

Publish & Subscribe

If you want to share your time sheet with one or more co-worker you can do this by
launching iCal, select your time sheet and publish it either on your .mac account or any
other service that supports calendar sharing such as http://www.icalx.com/.

Your coworker then can subscribe to this calendar in iCal and add it to TimelLog.

@ watch the screencast on the Timelog 4 homepage

.mac Sync

If you use multiple Macs for work, you can use a .mac account to synchronize your
calendars between your machines.

CalDAV

If you have an OS X Server running in your company, you can use Leopard'’s iCal Server.
http://www.apple.com/server/macosx/leopard/icalserver.html



http://www.icalx.com/
http://www.icalx.com/
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