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Time Log Add-on User Manual

How can | install Time Log add -on?

Requirements
* Apache with ‘'mod_rewrite

* Enable curl in php.ini

* Change the 'post_max_size' and "upload_max_filesize™ to 200Mb in
php.ini

* PHP 5.4 or higher and less than PHP 7
* MySQL 4.1 or higher

* If STRICT mode is On, turn it Off.

Installation
Below prerequisites need to be taken care of prior to installation.

The most important thing is if you have already purchased anyoadokefore
16th July 2016, then contact us &tLpport@orangescrum.orgbefore you
proceed to the following.

Note: If you have already installed tiWeddoninstallerbefore then no need to

install it again. Only exception is if you are finding any new version of installer or
you have not installed before then follow the below steps for successful and
seamless ingilation.

1 Make sure to keep a baag of your existing "app"” folder of your current
working directory.

1 Extract the zip file(Addonlinstalléf1.0.zip) to your desktop.

1 Remove the existing "app" folder from your working directory then copy
and paste the extreted "app” folder inside "Addonlinstall&f1.0" to your
working directory.
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1 If you are using local machine as storage (excluding Amazon S3), please
replace the folder, named "files" inside the "app/webroot" folder from the
back up to the current "app/webrodbtfolder.

1 Givewrite permissionto "app/Confid', "app/tmp", "app/Plugin’ and
"app/webroot" folders.

For Examplechmod-R 777 app/Config
chmod-R 777 app/tmp
chmod-R 777 app/Plugin
chmod-R 777 app/webroot

1 Import the 'installer.sql' filesfrom the extracted files to your current
database. If you have already imported installer.sgl before then no need to
import it again. Only exception is if you are finding any new version of
installer.sql then import to your current database.

1 Do necessarghanges to ¢onstants.php and 'database.phg inside
"app/Config' folder again as you have done earlier. For Example SMTP
email credentials in constants.php and database credentials in
database.php.

9 Run your website once.

Ex. http://localhost/orangescrur(if you are using localhost)
http://127.0.0.1/orangescrum (if you are using IP)

http://myprojects.orangescrum.com (if you are using any valid domain)

Note: if you are facing any issue or seeing any blank page after doing all the above
steps, then justo the following once.
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1 Replace Configure::write('debug’,0); with "Configure::write(‘debug’,2);
in the app/Config/core.php Run the web url once and restore the debug
value to 0 again.

l.eConfigure::write(‘debug’,0)

Congratulations!!

Add-on Installation:-
1 Download the Adebn zip file.

9 Place the downloaded zip file(Ex. Timeldh0.zip) in the "app/webroot"
folder.

1 Log in to the application.

9 To install the adebn(Ex. Time log adon) run below link once and follow

the instructions.
Ex. http://..../install/timelog (for Time Log adaoin)
Note: http://.... means your Orangescrum access URL.
Ex. http://localhost/orangescrum (if you are using localhost)
http://127.0.0.1/orangescrum (if you are using IP)

http://myprojects.orangescrum.com (if you @using any valid
domain)

1 Do the same for other addns.
Ex. http://..../install/invoice (for Invoice addn)

http://..../install/taskstatusgroup (for Task Status Group add
on)

http://..../install/ganttchart (for GanttChart adebn)

http://..../i nstall/recurringtask (for Recurring Task aoial)

Designed and Powered by

E['] AndolaSoft



http://..../install/api (for API addon)
http://..../install/chat (for Chat addon)

http://..../install/clientmanagement (for Client Management
add-on)

http://..../install/projecttemplate (for Project Template add
on)

Note: you can find natification.js, node-installationlinux.pdf, nodejs-
installationwindows.pdf file in app/plugin folder after install the chat plung

For Upgrading Addoninstaller: -
91 Download the Addoninstaller zip file

1 Before installing updated Addoninstaller, make sure to keep a backup of
your existing "app/Plugin” and "app/webroot/files" folders.

1 Then follow the steps written above to install Addoninstaller.

1 Atfter installing the new Addonlnstaller, Copy all thieléss inside
"app/plugin” backup folder to the new "app/Plugin” folder.

1 Also copy all the folders inside "app/webroot/files" backup folder to the
new "app/webroot/files" folder.
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How do | log time?

2 A0K hNIy3aISaONHzyQa ¢ AYS agkatany énkdr foDothérs &lsd.Thell A Y S
Time Log sheet will show the time logs of your tasks, but owner and admin can see all the time
logs of all resources of the project.

There are two ways you can log time for a task:

1 Log Time
1 Start Timer

Using Log Time

1 Go to the Time Log page by clicking on menu from the left side menu

panel.
Andolasoft

[& Create Task

Dashboard
Tasks @
Time Log

=] Invoice

= Files

e Milestones

a Projects

“- Users

‘ﬂ_ Daily Catch-Up

& Miscellaneous <

€& Recently viewed <

1 Hoveron Button on right hand sideclick on the g Time button

1 You can also navigate to t button on the top menu bar and clickme Log
from the dropdown.
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1 Onthe Log Time pojip, selec& enterthe following details:

o Task

Date

o O O O O

Start Time
End Time
Break Time

Resource Name

Log time - How to Log Time for a Project

Task Title

How to Log Time for a Project

Resource

John Doe

John Doe

+Add ltern

Note:

L

L

Date

Sep 21,

Sep 21,

2016

2016

Start Time

5:25pm

5:30pm

L

L

Logged:

End Time

5:55pm

6:00pm

L

L

Billable:

Break Time

MNon-Billable: Estimated:

Spent Hours

0:30
| Billable? %

0:30
| Billable? %

Once the Time entries are done, Orangescrum will automatically caldhlat&pent

Hoursfor you.
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. & RS TWlabtfiéid istheckedyou can always uncheck in casfanon-billable
hours.

T / tAOtAd@heldlera > AF &2dz ¢l yd (G2 23 Y2NB K2 dzNA
same resource different date or different time.

1 Enter you Note (if any)

1 / f A O%ave? ytonito save data.

On the Time Log paggou can view the time log for

Resources

Task

Date

Spent Hours

Billable or Norbillable
Notes

=4 =4 4 -4 A 2

Along with the above information, you can see fhatal Logged Time, Total Billable hours,
Non-Billable hours, Estimated Hourfer all users and all dates.

Showing time log: for all users and all dates Y Filters 3
Logged: 45 mins Billable: 43 mins Mon-billable: Estimated E’,‘ Export(.csv)
Date + Name 2 Task = Note Start End Break  Billable Hours Action
Sep 21,2016 John Doe How to Log Time for ... Logged time to creat... 550 PM 6:20 PM = 0 hrs 30 min ]
Sep 21,2016 John Doe How to Log Time for Logged time to creat 6:40 PM 6:55 PM = 0hrs15min ]
1-2of2

Resource Utilization Report
At any time, you can export the data.rcsv format
Using Start Timer

1 Hover on the™" icon and click or to start the Timer.
1 Or, Go tollSXER button on the top menu bar and click on the Start Timer button.
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Milestone

1 Once you clicked on th®tart Timer the Timer sheet will open.

Getting Started with Orangescrum o

Select Task -

« |5 Billable?

Start Timer or Cancel

1 On Timer, select;
o Project
o Task
o Enter Note (if any)
o Mark billable or Norbillable (by default billable field is checked)
1 Click on theStart Timerbutton to start the Timer top track your time.
1 You carpause, startor cancelthe Timer at any time before saving the tracking time.

10
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00:02:53 (1 v

Getting Started with Oran

How to configure Daily Catchup

To set the daily update reminder

# |5 Billable?

9 You can minimize the Timer also.

1 Click orthe Savebutton to save the time for the selected task.
1 You can view the logged time for the task in Time Log page.

Showing time log: for afl users and all dates

Logged: 46 mins Billable: 46 mins  Non-billable: --- Estimated:

Date « Name = Task = Mote

Sep 21,2016 John Doe How to Log Time for ...

Sep 21,2016 John Doe How to Log Time for ... Logged time to creat...

Sep 21,2016 John Doe How to Log Time for ... Logged time to creat...

Start

7:06 PM

5:50PM

6:40 PM

Y Filters =
Ea; Export(.csv)
End Break  Billable  Hours Action
707PM | — = Ohrs 1 min @i
620PM | — = 0 hrs 30 min =i
6:55PM | — ) Dhrs 15 min =i
1-30f3

Resource Utilization Report

How can | view the total log time for a particular day or date?

You can view total log time for a particular day or date from:

9 Dashboard

1 Time Log Page

1 Resource Utilization Page
1 Calendar aw

11
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Go to theDashboard, you can view the Time Lbgr chart to view the total time log for the day
or date forlast 30 daysYou can also view the total billable and non billable hours of the day or

any date forlast 30 days

©OrangeScrum

Here also you can view the total billable or non billable by hover on the time log bar.

Time Log
30
-
-
a 20
a
v
-
=
T
Rl
I
Aug Aug
23, 51,
2016 2016

Sep Sep Sep
0z, 04, 08,
2016 2016 2016

Sep Sep Sep Sep Sep Sep
08, 10, 1z, T4, 16, 18,
2016 201a 201a 201a 201a 201a

| 77 Mon-billable @ EBillable |

Sep 28, 2016
Eillable: 21 000666006667
Total: 28 100666606667

Sep Sep
20, 2z,
201 2018

You can also view the total log time for a day in thee Log page.

12

Go to the Time Log page.

Navigate to

Click on Date option, and seldoday, yesterday, this month, thisye SG O FTNRY

Y Filters+

Sep Sep Sep
24, 28, 28,
2018 208

on the top right (above the export button) and click ibn

option or you can set theustom datefor your convenience.

Showing time log: for all users and all dates

Logged: 63 hrs 17 mins Billable: 51 hrs 17 mins  Non-billable: 12 hrs Estimated

Date =

Sep 28,2076
Sep 28,2076
Sep 21,2076
Sep 10,2076
Sep 16,2076
Sep 20,2076
Sep 28,2076
Sep 28,2076

Sep 20,2016

A 20 2014

Name = Task = MNote Start
John Doe | Welcome to Orangescr... 4:40 PM
John Doe | How to Log Time for ... 4:40 PM
John Doe | How to Attachfilet... 10:25 AM
John Doe | Manage Project with .. 12:30PM
John Doe | How to generateinvo.. 1115 AM
John Doe | How to Log Time for ... 3:00PM
John Doe | Howlo start the Tim... 2:45PM
John Doe | Logout and redirects 2:50 PM
John Doe | Welcome to Orangescr... 110PM
nhn Naa Heuwta | an Tima far 110 DR

End Break.
10:40 PM |
510PM
4:45PM
4:45PM
4:45PM

6:05PM

2016

Time Log Filter

Y Filters 3
| I Al Dates | Date
! Resource
Today  —
Yesterday Action
This Week
min =)
This Month
I'min 210
This Quarter | e
=
This Year ) min [Eqm]
Last Week i min =)
Last Month
) min =)
Last Quarter
=
min L LI
Last Year

10:35 AM

4:40PM

140 PM

1AM DRA
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©OrangeScrum

1 Once you select your date, you can see the total time log for that day or day along with

total billable and nonbillable hourswith details as shown in below.

Showing timelog: for Sep 28, 2016 x

i|€||3|F 21 hrs 40 mins  Mon-billable: & hrs 30 mins Estimated

Date = Name = Task = Mote Start

Sep 28, 2016 John Doe Welcome to Orangescr.. 4:40 PM
Sep 28, 2016 John Doe How to Log Time for 4:40 PM
Sep 28, 2016 John Doe How to start the Tim.. 2:45PM
Sep 28, 2016 John Doe Logout and redirects 2:50 PM

You can view this also in th&source Utilization Page .

End

10:40 PM

510PM

10:35 AM

4:40 PM

Break Billable

x

»®

v

Time Log Filter

Y Filters+
Hours Action
6 hrs 0 min g'u?j
0 hrs 30 min g'u?j
19 hrs 50 min u'u?j
1 hrs 50 min M'u?j

1 Go to the Resource Utilization page by clicking onRkesource Utilization Report
below the Time Log table or click on tResource Utization from the Company Setting.

1 The report is for current month which you will see once you visit on the page.

1 Click on theAdd/Remove Columrtio select the required fields for your report.

[ov Task Reports (© Hour Spent

Y Filters Sep 01,2016 to Sep 28,2016 X

Date

Sep 10,2016
Sep 13,2016
Sep 16,2016
Sep 20,2016
Sep 21,2016

Sep 28,2016

-~

A Weekly Usage

Project

Getting Started with Orangescrum
Getting Started with Orangescrum
Getting Started with Orangescrum
Getting Started with Orangescrum
Getting Started with Orangescrum

Getting Started with Orangescrum

e<] =9

Q | Search

Hour(s) Spent
4 hrs 15 mins
30 mins
Shrs 30 mins
3 hrs 35 mins
7 hrs 6 mins

28 hrs 10 mins

o 50w | B~ |
¥ Date
Resource
¥ Project
Task Title
Status
Type
# Hour(s) Spent
Billable

Showing 1to 6 of & entries

1 SelectDate, Project& Hour(s) Spentfrom the column, and click on th ¥ Filters=

button.

1 Click on theDateand selectday or month or year or any custom date

13

Designed and Powered by

[_{ Andolasoft



OrangeScrum

A @GLEEEE Sep 01, 2016 to Sep 28, 2016 X Q | Search o 50w B
Date Today
Status A Project Hour(s) Spent

‘Yesterday
Project

rojee This Week Getting Started with Orangescrum 4 hrs 15 mins
Resource
[TORp TS ZUTY This honth Getting Started with Orangescrum 30 mins

Sep 16,2016 This Quarter Getting Started with Orangescrum 5hrs 30 mins

This Year
Sep 20,2016 Getting Started with Orangescrum 3 hrs 35 mins

Last Week
Sep 21,2076 Last Month Getling Started with Orangescrum 7 hrs 6 mins
Sep 28,2016 Last Quarter Getting Started with Qrangescrum 28 hrs 10 mins

Last year |

«<] >0 Showing 110 6 of 6 entries
Last 365 days
¢! Custom Date
From
To
Using 0.00 Mb of stora m ars 17 mins Orangescrum Last Activity | Getting Started with... Today 5:11 pm

1 Click on Search & you can see the total time spent for that day on the project by

resources.

[‘ Task Reports G our Spent A/ Weekly Usage
b BEER M sep 28,2016 to Sep 28,2016 X ’ o S0v S
Date A Project Hour{s) Spent
Sep 28,2076 Getting Started with Orangescrum 28 hrs 10 mins

Showing 110 1 of 1 entries

X

Similarly you can add more columns to view different reports like total log time by
Resources on a particular date or task or project.

On theCalendar view, you can also view the total log time for the day or any particular date.

1 Go to the Time Log caldar view.
1 Select the Month from monthly view and select the day ( To change the month use this

button < 7 )

 Clickon the Day Mo Week 7BV trom the view button.
1 You can see at the top of the calendar how much time spent for the day along with
billable and norbillable hours of the day.

14
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Showing time log:for alf users and alf dates

I Logged: 28 hrs 10 mins Billable: 21 hrs 40 mins  Non-billable: 6 hrs 30 mins I

< 1

all-day

8am
Sam
10am
T1am
12pm
1pm
2pm
3pm
dpm
Spm
6pm
7pm
8pm
Spm
10pm

11pm

» Today

19 hrs 50 mins

How to start the Timer

Wednesday, Sep 28, 2016

Wednesday 9/28

1 hr 50 mins

Logout and redirects

®rangeScrum

Month  Week | Day

440 - How 1o Log Time fora Project

-

Resource Utilization Report

How can | view total time log for a resource of a project?

You can view this by the following two ways:

1 Time Log List view
1 Resource Utilization view

15
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OrangeScrum

Time Log List view
1 Go to Time Log page

1 Select the Project from thdropdown on the top menu bar

1 Click on the Filters button

1 Click on Resource option

1 Select the Resource

You can see the total log tinisee Logged Tim&r a Resource of a Project as shown in below:
./,‘ TimeLog | Project:  Getting Started With Orangescrum w =]
Showing time log: for all users and all dates Y Filters %
. Date
Logged: 63 hrs 17 mins Billable: 51 hrs 17 mins  Mon-billable: 12 hrs Estimated \ John Doe

Date & Name & Task = Note Start End Break  Billable  Hours Action
Sep 28, 2016 John Doe | Welcome to Orangescr.. 4:40 PM 10:40 PM o 6 hrs0min lg'u?j
Sep 28,2016 John Doe | How to Log Time for ... 4:40 PM S510PM o 0 hrs 30 min lg'u?j
Sep 21,2016 John Doe | How to Attach filet... 10:25 AM 4:45PM ] 6 hrs 20 min Iﬁ'IJTJ'
Sep 10,2016 JohnDoe | Manage Project with ... 1230 PM | 445 PM = 4 hrs 15 min @

Resource Utilization View

1 Go to Resource Utilization Page ( You can go by clicking &tedwurce Utilization
report in the Time Log Page or from the Company Setting clicking dRekeurce
Utilization)

1 Click on the Add/Remove Button

1 SelectResourceProject Hour(s) Spentolumns

16
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[~ TaskReports (@© Hour Spent

b GLEER Jan 01, 2016 to Sep 28, 2016 X

Resource

John Doe

M Click on the Filters

=

[7v TaskReports (© Hour Spent
Date
Status
Project
Resource

A7 Weekly Usage

Project

Getting Started with Orangescrum

e<] =

Click on the Date & select the dat@nge
1 Select Project & Resource

A7 Weekly Usage

Project

Getting Started with Orangescrum

e<1 =

®rangeScrum

Q | Search < 50 v

| Date

Hour(s) Spent ¥/ Resource
¥ Project

[ Task Title

49 hrs 36 mins

¢ [ Status
L Type
¥ Hour(s) Spent
I Billable

Q | Search

Q0

50w

ii
{

Hour(s) Spent

49 hrs 36 mins

Showing 1to 1 of 1 entries

You can see the total time spent by the resource for that project with the gia¢émrange.

[#7 Task Reports (© Hour Spent

hALLEEE Jan 01, 2016 to Sep 28,2016 X

Resource

John Doe

17

A/ Weekly Usage

Project

Getting Started with Orangescrum

e<1 =3

50w

Q

Q, | Search

Hour(s) Spent

49 hrs 36 mins

Showing 11to 1 of 1 entries
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®rangeScrum

How can | view total billable hours for a project?

You ca view the Total billable hours ddashboard, Time Log List view aFiche Log Calendar
view.

T On

Dashboard page, scroll down to see the time Log bar chart.

1 Hover on the Time Log bar to see tiogal hours spent with total billable hours like
shown in the image.

Time Log "

30

20

Hour(s) Spent

Sep 28, 2016
Billable: 21 666666666667
Total: 28. 166666666667

Aug Aug Sep Sep Sep Sep Sep Sep Sep Sep Sep Sep Sep Sep Sep Sep
) 31, 0z, 04, 08, s, 10, 12, 14, 16, 18, 20, 2z, 24, 28, 28,
2016 2016 2016 2016 2016 2016 2016 2016 Z01a 2016 2016 Z01a 2018 2018 2018 2018

| 9 Non-billzble @ Eillable |

On the Time Log List view, see at the top of the time log table. You can view total
billable hours for the project.

Showing time log: for all users and alf dates ¥ Filters *

18

Logged: 63 hrs 17 mins Billable: 51 hrs 177 mins  Mon-billable: 12 hrs Estimated:
99 EZ; Export(.csv)

Date =

Sep 28,2016
Sep 28,2016
Sep 21,2016
Sep 10,2016

Sep 16,2016

Name = Task = Note Start End Break  Billable  Hours Action
John Doe | Welcome to Orangescr... 4:40 PM 10:40PM — ® 6 hrs 0 min ey
John Doe How to Log Time for ... 4:40 PM 510PM x 0 hrs 30 min [g'u?j'
John Doe | How to Attach filet.. 10:25 AM | 4:45PM = 6 hrs 20 min [g'u?j
JohnDoe | Manage Project with ... 12:30PM - 4:45PM = 4 hrs 15 min ey}
John Doe How to generate invo... 11:15 AM 4:45PM x 5hrs 30 min [g'u?j'

Designed and Powered by

[_[) AndolaSoft
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1 On the Time Log Calendar vieattop of the calendar you can see total billable
hours of the project or resources.

Showing time log: for alf users and alf dates

Logged: 49 hrs 6 mins Billable: 37 hrs 6mins  Non-billable: 12 hrs
99 E%, Export(.csv)

<. | > | | Teday September 2016 Month | Week Day
Sun Mon Tue Wed Thu Fri Sat
1 2 3
30 ming
How to Log Time for a
Project
4 5 & 7 g 9 10

4 hrs 15 mins
Manage Project i
enable/disaby

delete produc

How can | view total hours spent by resources for a project on a particular

date?
Total hours spent by resources can be vieviredh the Time Log & Resource Utilization page.

1 Go to the Time Log page
1 Click on the Filters
1 Select the option Resources & click on the resource

You can view the total hours spent by the resources.

Showing time log: of user JD x% *Filters:
. Date
Logged: 63 hrs 17 mins Billable: 51 hrs 17 mins  Non-billable: 12 hrs Estimated: thn Doe il Resource
Ml
Date Mame = Task = MNote Start End Break Billable  Hours Action
Sep 28,2016 John Doe | Welcome to Orangescr... 4:40 PM 10:40PM | — x 6 hrs 0 min =1
Sep 28, 2016 JohnDoe | How to Log Time for ... A4:40 PM 510 PM ® O hrs 30 min @1
Sep 21,2016 John Doe How to Attach filet... 10:25 AM 4:45 PM ] 6 hrs 20 min u'u?j'
Sep 10,2076 JohnDoe | Manage Project with ... 12:30PM | 445PM = 4hrs15min e
Sep 16, 2016 John Doe | How to generate invo 1115AM | 445PM - ® 5 hrs 30 min @1
19
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1 On the Resource Utilization pageYou can go by cliclg on theResource Utilization
report in the Time Log Page or from the Company Setting clicking dRebkeurce
Utilization)

Click on the Add/Remove Button

SelectResourceProject Hour(s) Spentolumns

Click on the Filters

Click on the Date & select the date range

Select Project & Resource

= =4 4 -4 -

You can view the total hours spent by resources on that project.

RALLCERA Jan 01,2016 to Sep 28, 2016 X Q o s0w EEv‘

Date

Resource Project Hour{s) Spent < Resource

< Project
Task Title

John Doe Getting Started with Orangescrum 49 hrs 36 mins

<=9 ] Status
Type
#| Hour(s) Spent
Billable

Can | edit the Log Time?
Yes, you cardit the Time Log entries.

1 Go to the Time Log page
1 Sedect the Time Log entrgeyou want to edit
1 Navigate to Action

Action
@
1 Click on the Edit optiol . ?

On the Time Log edit pegp, you can edit:

I Date
 Start Time
1 End Time

20
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i Break Time
1 Check field of Billable
1 Note
Log time - Welcome to Orangescrum x
Task Title Logged: 7 hrs  Billable: 1 hr Mon-Billable: 6 hrs Estimated:
Welcome to Orangescrum v
Resource Date Start Time End Time Break Time Spent Hours
Sep 28, 20716 : k 0:00 6:00
John Doe v ep 4:40pm ~ 10:40pm * 1 Billable?
Note:

1 Click Update to save your changes.
You can also edit the Time Log entries from the Time Log calendar view.

1 Click on any time log entries from the calendar
1 Edit the Time, Date, Note and Update the fields
1 Time Log entries will be updated automatically

Showing time log: for all users and all dates

Logged: 50 hrs 36 mins Billable: 38 hrs 36 mins  Non-billable: 12 hrs
9 EZ: Export(.csv)

<.l2. | Today September 2016 Month | Week Day
Sun Mon Tue Wed Thu Fri Sat
1 2 3
30 ming
How to Log Time fora
Project
4 5 6 7 8 9 10
FETETETT

21
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Can | edit the time entries by the tim er?
You can edit the time log entries from the Time Log page List view or calendar view.

1 Click on theedit option under theAction
1 On the Time Log Edit Pap, edit the time entries and click dpdate

Who can edit the Time Logs?
There are four types of users in Orangescrum. They are:

Owner
Admin
User
Clients

= =4 4 A

Owner and Admin can view altd StiNiB 16y entriesand able to see the Resource Utilization
report.. dzi ! ASNAR FyR /fASydGa OFy &SShelRé&sBuictl) 2 gy
Utilization report.

hgySNJ 3 ! RYAY OFy SRAG Iff dzaASNBQ (GAYS f 23
own time log entries.

Can | view time logs of all resources at a time?
You can view time log entries of all resouregs time in the Time Log page and Resource
utilization page.

1 Go to the Time Log page
M Click on the Filters
i Select Resources

Upon selection of resources, you can see the time log entries by resources of that project.

But with Resource Utilization page, you car s#re clarity on the resources time spent on
tasks or projects.

Go the Resource Utilization Page from ffime Logor Company Setting
Click on Add/ Column and select Resource, Project, Hours Spent
Navigate to Filters

Click on the Resources, mark alloeses

Select the date or a date range

Select Project

= =4 =4 4 A -
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You can see the Time Log entries of all resources by Project wise.

If you want to see time log entries by one resource at a time for a single project, select that
resource from the filter and view theeport.

Can | edit the Note in the Time Log?
1 Selecthe Tasks and time log entry
1 Click on the edit option from Action field

1 Go to Note on the Edit pepp, edit the Note & click on thepdate button to save the
changes.

Can | delete a time log entry?
1 Select theTask from the Time Log List view
1 Go the Action
1 Click on the Delete icon
1 ClickOkon thepop-up

Your time log entry will be deleted successfully.
At any time you can edit, delete or entry time for that task.

NoteY Ly OF &S 27F 5SLISy R Sadoperianttas antdzyoD finisiille € 2 3
parent task.

Can | log time for a back date?
You can log time for any date from the Time Log and time log calendar page

1 Go to the Time Log page.

1 Click on the Logime from the ™ button or from theNew at the top right menu bar
click Time Log.
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OrangeScrum

Andolasoft Q_ Search Tasks @ New v John Doa . #

Getting Started With Orangescrum w - Praject

Project

o~
[ Create Task I > TimeLog
User

|
=
u Tasks @

® Time Log Logged: 64 hrs 47 mins Billable: 52 hrs 47 mins Non-billable: 12 hrs Estimated:

(&) Invoice

Time Log

Showing time log: for alf users and all dates ¥ Filters s

Start Timer

Milestone

Date = Name 2 Task = Note Start End Action

A= Sep 28,2016 JohnDoe  Welcome to Orangescr 4:40 PM 10:40PM | — x &hrs 0min il
Milestones Sep 28,2016 JohnDoe  How to Log Time for 4:40 PM 5710 PM x 0hrs 30 min @i

il Projects Sep?21,2016  JohnDoe = How to Attach filet 1025AM | 445PM | — @ 6his20min e
Users Sep10,2016  JohnDoe = Manage Project with 11:00AM | 445PM | — = i

=

Q Daily Catch-Up Sep 16,2016 John Doe = How to generate invo 1115AM  445PM =

€ Miscellaneous < Sep 20,2016 JohnDoe  How to Log Time for .. 3:00PM 6:05 PM v

Sep 28,2016 JohnDoe  How to start the Tim... 245PM 10:35 AM [/ TOTrS SUTm | £}

® Recently viewed <

Sep 28,2016 JohnDoe  Logout and redirects 250 PM 440 PM = 1 hrs 50 min @1

1 On the Time Log Entry page, select a date as per your convenience.
1 Click on Save to log your time for that date.

Logtime x
Task Title Logged: 64 hrs 47 mins  Billable: 52 hrs 47 mins  Mon-Billable: 12 hrs  Estimated:

—- Select - v

Resource Date Start Time End Time Break Time Spent Hours

v || Sep29, 2016 : ¥ - v || hh:mm 0:30
John Doe 3:20pm 3:50pm 2 Billable?
September 2016

+ Add ltemn o P °

Su Mo Tu We Th Fr Sa

Note:
1 2z 3

4 5 6 7 8 @l 10
1 12 14| 15 16| 17
18| 19| 20 21| 22 23

Cancel
25 26 27 28 29 30

You can edit a time log entries to change the date of the log time.
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What can | know from the Resource Utilization report ?

The Resource Utilization report can be viewed by owner and admin. This is not accessible to a
user and clients.

On this reportyou can see:

1 Which resource worked how many hours
i Total hours spent on a project
1 Total hours spent byesources on a day or particular date

On the Resource Utilization Page, Click on the Add/Remove Column to add fields to generate
different reports. Thdields are:

Date
Resource
Project

Task Title
Status

Type

Hour(s) Spent
Billable

= =4 4 4 -5 4 -2 -9

o sov |
Date

Resource
Project

Task Title
Status

Type

Hour(s) Spent
Billable

I . . S YA YA, Y

With the help offilters, you can get specific results.
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OrangeScrum

Y Filters =
Date

Status
Project

Resource

A @GR Jan 01, 2016 to Sep 29, 2016 X Q | Search 2 S0w

iii
<

Date A Resource Project Task Title Status Type Hour(s) Spent Billable
Aug 30,2016 John Doe Getting Started w.. How to Log Time. Bug 30 mins Yes
Sep 10,2076 John Doe Getting Started w.. Manage Project... Development 5hrs 45 mins Yes
Sep 13,2016 John Doe Getting Started w.. Welcometo Oran... Others 30 mins Yes
Sep 16,2016 John Doe Getting Started w.. How to generate.. Others 5hrs 30 mins No
Sep 20,2076 John Doe Getting Started w.. Welcometo Oran... Others 30 mins Yes
Sep 20,2076 John Doe Getting Started w.. How to Log Time. Bug 3 hrs 5 mins Yes
Sep 21,2016 John Doe Getting Started w.. How to Attach fil Others 6 hrs 20 mins Yes
Sep 21,2016 John Doe Getting Started w.. How to Log Time. Bug 46 mins Yes
Sep 28,2076 John Doe Getting Started w.. How to start the .. Unit Testing 19 hrs 50 mins Yes
Sep 28,2016 John Doe Getting Started w.. Logout and redir Development 1 hr 50 mins Yes
Sep 28,2016 John Doe Getting Started w.. How to Log Time. Bug 30 mins No
Sep 28,2076 John Doe Getting Started w.. Welcometo Oran... Others 6hrs MNo

Note: The default date range for the Resource Utilization is the current month. So change it
from the Filters and select your date or date range to view your required reports.

Can | know project wise resources hours spent?
1 Go to the Resource Utilization pag
1 Select Project, Resources & Hours Spent from the Add/Remove Column
1 From the Filters, select your Project

You can see the total hours spent by resources for the project
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OrangeScrum

D ALUEEIE Jan 01,2016 to Sep 29, 2016 X Q, | Search 5] 50w

Resource Project Hour{s) Spent

iili
L]

John Doe Getting Started with Orangescrum 51 hrs 6 mins

e<1>0» Showing 1101 of 1 entries

What can | view in Time Log calendar?
You can view the timbg calendar viewsng the following steps:

1 Clickon theTime Lognenu from the menu panel.
1 Select the Project you want to view the Time Log entries.

9 Click on the Calendar icc == to view the Time Log calendar details

{,“ Time Log > Project: Getting Started With Orangescrum

1 On the calendapage, we have the following three views:
0 Monthly view
o0 Weekly view
o Day wise view

) Andolasot Orery i@ &
L3 TimeLog » Project:  Getting Started With Orangescrum v =
[& Create Task ‘ : =
T Logged: 1 hr46 mins Billable: 1 hr46 mins Non-billable _
H Export(.csv]
== Dashboard :33 port(.csv)
@ <l | Today September 2016 Month | Week Day
Tasks
Sun Mon Tue Wed Thu Fri Sat
@ Time Log 1 2 3
[E]) Invoice
& Files
2 Milestones 7 5 7 5 g 3 o
i Projects
:, Users
£ paily Catch-Up 1 12 13 14 15 16 17
@ Miscellaneous
® Recently viewed
18 19 20 21 22 23 24
(Monthly View)
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) Adolasoft

[& Create Task

== Dashboard

a Tasks @
@ TimeLog

[E]) Invaice

& Files

31 Milestones

i Projects

- Users

ﬂ_ Daily Catch-Up

\0, Miscellaneous

® Recently viewed

S
Ly

Time Log

< >

all-day

Gam

7am

8am

9am

10am

Tlam

12pm

Tpm

2pm

Project:  Getting Started With Orangescrum

Logged: 1 hr 16 mins Billable: 1 hr 16 mins  Non-billable

) Andolasot

[& Create Task

== Dashboard

u Tasks

@ Time Log

[E) Invoice

& Files

1% Milestones
i Projects

2 Users

Q Daily Catch-Up

& Miscellancous

® Recently viewed

(\

Time Log

ogged: Billable:

all-day

Bam

Fam

8am

9am

10am

Tlam

12pm

Tpm

2pm

Today Sep 18 — 24 2016
Sun 9/18 Mon 9/19 Tue 9/20 Wed 9/21 Thu 9/22
(Weekly View)
Project:  Getting Started With Orangescrum v =
Non-hillable:
Today Thursday, Sep 22, 2016

Thursday 9/22

(Day wise view)

OrangeScrum

(®) New v JnhnDoe. #

Month | Week Day
Fri9/23 Sat9/24
@ New W John Doe . '@‘

Month  Week | Day

1 To change the current month/week/day, you can use the left or right button

< >

1 At any time you can click dfodayto return to the current date.

Today

1 On the calendar page, you can view the following time log details:
o Task Title
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®rangeScrum

o Time Loggeith for the day
o0 Assigned To

14

30 mins
How to Log Time for a

How to Leg Time for a
Project

1 You can log time for any day by clicking on the day box, and enter & select the required
field in the Log Time pepp.

Log time - How to Log Time for a Project X
Task Title Logged: - Billable: --- Non-Billable: --- Estimated: --- -
How to Log Time for a Project v
Resource Date Start Time End Time Break Time Spent Hours
John Doe ¥ | | Sep21, 2016 5:25pm v | 555pm v | hhimm 0:30 @ Billable? x
John Doe v || Sep21, 2016 5:30pm v | &00pm v | hhimm 0:30 @ Billable? x
+ Add ltem
Note:

1 Your calendar will be look like this:
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) Andolasos
m Create Task ‘/f TimeLog » Project: Getting Started With Orangescrum =
T Showing time log:for all users and alf dates
== Dashboard
Logged: 1 hr 46 mins Billable: 1 hr 46 mins Non-hillable
u Tasks
QSN Tl September 2016
(© Time Log P
Sun Mon Tue Wed Thu

) Invoice

(& Files

31 Milestones

B Projects n g q =

& Users

Q Daily Catch-Up

€ Miscellancous 1 12 13 14

® Recently viewed

18 19 20 21
What can | export from the Time Log page?
, , s FT, Export(.

You can export your time log entries by clickimgthe S siail S

The following data will be exported in a .csv format:

30

Date

Task
Note

Name/Resource

=4 =4 4 4 -5 4 -5 5 4 -5 -3 -5 -3 -9

Start Time

End Time

Break time

Billable or Not

Hours Spent

Export Date

Total fields exported
Total Billable Hours
Total Nonbillable hours
Total Hours

OrangeScrum

(D New~  JohnDoe . #
EL; Export(.osv)
Month | Week Day
Fri sat
1 2 3
8 9 10
15 16 17
22 23 24
button.
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