TIMESLICE USER'S GUIDE

MACINTOSH/
POWER MACINTOSH



TimeSlice® User’s Guide
TimeSlice requires System 7.1 or greater.

©Copyright 1996 Maui Software.
All Rights Reserved Worldwide.

TimeSlice developed by
William E. Modesitt
Maui Software
189 Auoli Drive
Makawao, Maui, Hawalii 96768-9313
U.S.A.

Phone: 1-808-573-0011
FAX: 1-808-572-2406

E-mail: info@mauisoftware.com
WWW page: http://www.mauisoftware.com

E]

TimeSlice cover graphics by
Ed Fenner, Design Mine, Boulder, CO
email: DesignMine@aol.com

TimeSlice application icon by
Halvor Nome, Halden, NORWAY
email: nome@oslonett.no

And a special mahalo (thanks) to all the people who helped beta test TimeSlice.
It would have been a lot harder developing this product without their help.

Page 1


URL
Click on the WWW page address to go to Maui Software's web page.


Contents

END-USER LICENSE AGREEMENT .....cocooveiiiiiiiis 4
Ta] (o To [V ox i o] o IS 5
QUICK STAIT ...oeeeeeeeeeeeiiee e e e e e e e eeeeeeeees 6
Terms used inthismanual ...............cvviiiiiiiie e, 7
BaASICS .. 8
Basic TimeSlice Window Parts ...........cccccvvvvviiiieeeceeeeiiiinnn. 9
TimeSIice TOOlI Bar..........uceiiiieeiieeeeeeeeeeeeee e 10
Creating @ Template ...........coeeeviiiiiiiiiii e 12
Editing Time ReCOrdsS ..........cooviiiiiiiiiiicieie e, 13
IN-LiN€ EditiNg....cccoviiiiiiee e 15
Projects, Categories, and Clients .............ccccvvvveiieeeveeennnnnn. 18
Default Time ReCOrd..........ccooeeiiiiiiiiiicceie e, 20
TIME DISPIAY ... 21
Password Protection ............cooevvviiiiiiiiiiiiiee e eeeeeeeeeeeeeiiiinnns 22
Sorting TIMe RECOIS......uuuuiiiiiieeee e 22
FINA oo 23
Resizing the ColumMNS ..........oooiiiiiiiciec e, 24
Combine Time ReCOrdS.......cccovveeieeeiiiieeeeeiee e 25
Change Font and FONt Size ..........cccvviiiiiiiieiiiieee e 26
Preferences ... 27
Preferences—General ...........cooovvvviiiiiiiiiie e 28
Preferences—AUto-LinK ............cccoorriiiiiiiccce e, 29
Preferences—AUtO-PauSe ........ccooevviiiiiiiiiiiiee e 31
Preferences—File Saving .......cccccoceeeeeeiiiiieieeicee e 32
Preferences—Start Up ........coeiiiiiiiiiii e 34
PreferenCes—Speech .......ccccuuviiiiiiiiiiiieeee e 35
Preferences—In-Line Editing ............cccoovvviiiiiiiieciieen, 36
Preferences—Start/Stop .......cccccveeeeeiiiiiieii 37
Preferences—CoOl0r........cooovviiiiiiii e, 38
FIle NOES... .ot 39
Panning.......coooiiiiiiii s 39
Numbers, Dates and TIMe .........ccceevvriviiiiiiiee e 40
Exporting TimeSlice Data...............uuvvviiiiiiieeeiiiiiiiiieeeeeeeeen 41
Printing TimeSlice Data............coovvveviiviiiiiiii e, 43



Edit Charge AmMOUNL ...........oovvviiiiiiiiiie e 45

St BUAGEL ..o 47
Marking Time RECOIS ...........uuuuiiiiiiiiiiiiiiiieeeeeee e 48
Mark SPeCial .........coeviiiiiiieiiiieceeee e 49
SEALISTICS .oiiiiiiiiiiiiiie et 50
Importing TiMe RECOIAS .....ccooeeeeeiviieeeeeeevieee e 51
File MENU ... 52
Edit MENU....cco i 53
TIME MENU ... 54
WINAOWS MENU ...ttt 55
HINES & TIPS, .ieiiieiieiiiiiie e e e e e ee et e e e e e e e e e e e eeaeennanens 56
TroubleshOotiNg .......coovviiiiiice e 59
(0] 01 o] £SO 60

Page 3



END-USER LICENSE AGREEMENT

NOTICE. Please read this Agreement before using the accompanying software and
any documentation (the “ Software”). By using the Software, you agree to be bound by the
terms of thislegal Agreement between you, the end user (“User”), and Maui Software. If
you do not agree to these terms, Maui Software is unwilling to license the Software to you
and you should promptly return the Software together with all accompanying items, disc (if
applicable), package (if applicable) and proof of payment to Maui Software for afull re-
fund. If you have any questions regarding this Agreement, please contact Maui Software.
LICENSE GRANT. The copy of the Software accompanying this Agreement is owned by
Maui Software and protected by United States copyright laws and international treaties. All
rights not expressly granted are reserved by Maui Software. Upon receipt of full payment
for the Software, Maui Software grants User the right to use one copy of the Software on a
single computer for User's own persona useonly. If User would like to use the Software on
more than one computer, User must purchase a separate license for each additional com-
puter on which the Software is to operate. RESTRICTIONS. User may not make any
copies of the Software, except a single backup copy used solely for backup purposes. User
may not decompile, reverse engineer, disassemble, decode or otherwise reduce the Soft-
ware to a human perceivable form. User may not modify, network, rent, lend, loan, distrib-
ute or create derivative works based upon the Software, in whole or in part. User may not
electronically transmit the Software from one computer to another or over anetwork. User
may not remove from the Software or accompanying materials any copyright or trademark
notices, logos, product or company names, labels or identifications. WARRANTY DIS
CLAIMER. MAUI SOFTWARE DOESNOT WARRANT THAT THIS SOFTWARE WILL
MEET YOUR REQUIREMENTS OR THAT ITS OPERATION WILL BE UNINTER-
RUPTED OR ERROR-FREE. MAUI SOFTWARE EXCLUDES AND EXPRESSLY DIS
CLAIMSALL EXPRESS AND IMPLIED WARRANTIES, INCLUDING THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PUR-
POSE. THESE WARRANTY LIMITATIONS MAY NOT APPLY TO USERSIN SOME
STATES. DEFECTIVE DISC. For Userswho received from Maui Software the Software
recorded on a disc, User's sole and exclusive remedy for a defective disc shall be either
replacement of the defective medium or refund of the license fee, at Maui Software’s op-
tion, upon return of the Software to Maui Software within thirty (30) days of purchase,
together with all accompanying items, disc, documentation, package (if applicable) and
proof of payment. LIMITATION OF LIABILITY. MAUI SOFTWARE SHALL NOT BE
LIABLE FOR ANY DIRECT, INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUEN-
TIAL DAMAGES (INCLUDING LOST PROFITS) ARISING OUT OF THE USE OF, OR
INABILITY TO USE, THE SOFTWARE, EVEN IF MAUI SOFTWARE HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. THESE LIABILITY LIMI-
TATIONSMAY NOT APPLY TO USERSIN SOME STATES. TERMINATION. This
license and User’ s right to use the Software automatically terminatesif User: (i) failsto
comply with any of the provisions of this Agreement, (ii) destroys the copy and any backup
copy of the Software in User’s possession, or (iii) voluntarily returns the Software to Maui
Software. Upon termination, User shdl cease al use of the Software and destroy, or return
to Maui Software, all copies of the Software then in User's possession, and take such other
actions as Maui Software may reasonably require to ensure that no copies of the Software
remain in User's possession. GENERAL PROVISIONS. Thisisthe entire agreement be-
tween the parties relating to the Software, and this Agreement supersedes any purchase
order, communication, advertising or representation concerning these matters. This Agree-
ment will be governed by and construed in accordance with the laws of the State of Hawaii,
and any dispute arising from this Agreement shall be settled in, and the parties consent to
jurisdiction in, the State of Hawaii. Should any provision of this Agreement be held to be
void, invalid or unenforceable by a court, the validity and enforceability of the other provi-
sions shall not be affected thereby. Failure of a party to enforce any provision of this Agree-
ment shall not constitute or be construed as awaiver of such provision or of the right to
enforce such provision. REGISTRATION AND TECHNICAL SUPPORT. User shall be
entitled to reasonable technical support from Maui Software only if User registers with
Maui Software by following the registration instructions in the Software.
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Introduction

TimeSlice is a Macintosh application that works in native
mode on both 68K and Power Macintosh computers.
TimeSlice is used for tracking time events while you work, or
when you want to track application use, or any other situa-
tion when time-tracking and recording time events is impor-
tant.

What is the best way to use TimeSlice?
The answer is “whatever works for you is the best way.”
People use TimeSlice in a variety of ways. It's suggested
that you read this manual and spend some time experi-
menting with TimeSlice. Learn some of its features, and
find out what works best for you. See the chapter on Hints
& Tips for more information on how to best use TimeSlice.

Technical Support
Before you contact technical support, please search this
document for terms related to your questions. More than
likely your questions are answered within this manual.

Notes

This icon precedes an important related note.
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Quick Start

o Start TimeSlice by double-clicking on the TimeSlice appli-

cation icon. It looks like this:

o If you haven't already done so, personalize TimeSlice with
your name, organization and serial number. A new
TimeSlice window appears.

o Click on the Start button ‘ and then click on the Stop

button .

0 You've just created your first time record. From here you
can add Projects, Categories, and Clients to the file. Edit
the time values using the Edit Time Record window or In-
Line Editing. Please see the related chapters in this

manual for more information.
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Terms used in this manual

Time Record
Each time-line of information on the main window is re-
ferred to as a “time record” or sometimes a “time entry.”

Field
Fields are the individual components of a time record. For
example, the elapsed time is a field. So is the paused
time, the start time, and so on. All the individual fields
make up one time record.

Job
Categories, Clients, and Projects are “Jobs.”

Application
TimeSlice is an application. Also referred to as a program.
File
You create and save files with TimeSlice. Also referred to
as a document.

Highlight

Or select, as in highlighting (selecting) a time record (so
that it displays in reverse)

Stop Time Elapse Paused Hr Rate Charge |Project Categary

| 415PM | 325 | 00000 |$5000 $16250]  Ww'w Training Design _
a:00PM | 150 | 00000 | $4000 $60.00 Eioeing Ad Consulting-Smith
1:00PM | 150 00000 7500311250 SPPM &d Cansulting

| 13040 | 425 [ 00000 [$7500[$31875] First Hawaiian Bank | Training |
a:O00PM | 150 | 00000 | $4000 $60.00 Eoeing Ad Consulting-Smith

| Z00PM | 1.25 | 00000 |$7500) $95.75 American School dssn.|  Consulting |
[ 1245PM| 1.75 | 00000 4000 $7000 Bioei ng Ad Conzulting-Smith|

In the figure above, there are two time records highlighted, or selected.

Tracking time
Also referred to as recording time to a TimeSlice docu-
ment.
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Basics =]

(=————————— Johnson =—"———————[1
ot Yo I e e N =] I
AMOEREE ©
@[ 5142 || %28450 || o:o0:oo | [ $284.50 || $0.00 |
[ Elapsed Charge + Expenses Faused Charge Expenszes

Start Date |Start Time Stop Date  |Stop Time Elapse Paused Hr Rate Froject Cateq)
10/10/96| T0OOPM (10710496 418PM | 18| 00000  $50.00 W W Training it
10/15/96| 430PM [10/15/96 A00PM | 1:30 | 0.00:00 | $40.00 Boeing Ad Conzl |
10416/96( 11:304M (10716496 1:00PM | 1:30 | 00000 |$75.00 AFPPM Ad C]
10417796 2ASPM (1018796 1:334M | 418 | 00000 |$75.00| First Hawaiian Bank
10/15/96| 430PM (1018796 A00PM | 1:30 | 0.00.00 | $40.00 Boeing Ad Cons

10419796 10:154M | 10419496 333PM | 518 | 00000 |$50.00 Smith Poster
10£21/496] 145PM [ 10/21/96) TOSPM | 1218 | Q0000 |$75.00 ) American School Assn. C
10/22/96| 11:004M [10/22/96 12:48PM| 1:45 | 00000 | $40.00 Boeing Ad Cons
10/24/96| &00PM | 10/24/96| 6:45PM | 043 | 00000 | $50.00 WY Training

e Mumber of records -

K Z ) N. A vy %
z : ~e % z | Ko

550 |[  %280.00 | 550 || $2s0.00 |
. Elapzed Charge + Expenses . Elapzed Chatge + Expenses

~Time Budget -

You can have as many TimeSlice documents open as you
want at the same time (as many as memory permits). For
example, let's say you're working on the document
“Johnson,” and you get a phone call from Mr. Jones. You
can pause the Johnson document and start the Jones docu-
ment. When the phone call ends, you stop the Jones docu-
ment, and resume the Johnson document.

The time record with the italicized text is the active time
record, or the time record that is tracking time. To stop or

pause an active time record, click on the Stop or Pause
button.

Click on a time record to select (highlight) it. To unselect it,
hold down the command key when clicking on a time record.
Unselect all time records by selecting “Unselect All” from the
Edit menu, or scroll to the end of the list and click just below
the last time record.
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Basic TimeSlice Window Parts

$284.50° |[ 0:00:00" | [ $284.50 || $0.00
L ] Elapsed Charge + Expenses Faused Charge Expenses
Start Date |Start Time |Stop Date  |Stop Time Elapse|Paused Hr Rate|Project Cateq
10/10496| 1:00PM [10/10/96| 418PM | 18 | 00000 |$50.00 Wy Training |4
10/15/96| 430PM (10415796 | 6:00PM | 1:30 | 0:00:00 |$40.00 Bioging Ad Cons{=
CI|

~Tirne Budget
I oeaz @ eE ]
: + D % L [E

@ ® ©
A. Tool bar. The icons across the top represent button
shortcuts to the menu items.

B. Status indicator. Green means the timer is active, red is
off, and yellow is paused. Set the indicator to black, gray,
and white by clicking on it.

C. Total Marked indicator. When visible, the totals are
calculated from the marked time records. Otherwise, the
totals are calculated from all time records.

D. Total Elapsed time from all time records or from marked
time records.

E. Grand Total from all time records or from marked time
records (Total Charge plus Total Expenses).

F. On-line help messages. Move the cursor around the
window to display the messages.

G. Total Paused time from all time records or from marked
time records.

H. Total Charge from all time records or from marked time
records.

I. Total Expenses from all time records or from marked
time records.

J. Number of time records in the current document.
K. Charge Budget displays the charge budget, if any.
L. Time Budget displays the time budget, if any.

o]
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TimeSlice Tool Bar

e % CORE
¥ K
nDn Minimize or Maximize the window.

Start recording time. A new time record is appended
to the list of time records, and the button becomes
the Stop button. The new time record is the active
time record, and it is displayed in italicized text.

e

Restart the selected time record or copy & start a
new record (see Preferences—Start/Stop for more
information). This button looks just like the Start
button above except the minute hand is ten after the
hour. This button is available when only one time
record is selected.

o

Stop recording time. This button then becomes the
Start button.

Pause recording time. This button then becomes the
Resume button.

Resume recording time. This button then becomes
the Pause button.

Total All time records. This button then becomes the
Z Total Marked button.

Z Total Marked time records. This button then be-
comes the Total All button.
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Mark/unmark the time records given certain specifi-
cations you set.

Edit the selected time records.

Print the time records.

Export the time records.

Preferences.

Time Display options.

Charge and Time Budget.

Mark/unmark the selected time records.

Delete the selected time records.

Search the time records for some text.

Statistics about the time records.

Turn on and off the on-line help messages.
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Creating a Template

Why create a template? Instead of selecting New from the
File menu and customizing the new file as you want it, you
can instead start a new file from a template. A template is a
special kind of file that preserves your Categories, Projects,
Clients, window size, and many other of your settings. Once
you create and save the template, double-click on it next
time you need a new file. The following steps show how to
create a template file.

Select New from the File menu.
This starts a new TimeSlice document.

Customize the file to your own style.
Adjust the column widths, adjust the size of the window,
set the Time Display, and adjust any other items that you
would like set differently than the default settings.

Create a set of jobs.
Select Projects, Categories, or Clients from the Edit menu
to build your list of jobs. There is no set way for naming
jobs—whatever works for you is the best way.

Save the file.
Select “Save As Template...” from the File menu. Now
when you need a new file with the same jobs, instead of
selecting New from the File menu, double-click on the
template file you just created (or select Open from the File
menu). Instead of the template opening, TimeSlice makes
a copy of the template for you without changing the origi-
nal, and you start working with the copy.

Close #W

Save As...

Save As Template...
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Editing Time Records

Edit Time Records

--Time Values

Time Date Project: | Boeing Ad - |
start  |EEEDEE 10/18/96 Category: [ Consulting-5... v |
Stop  |6:00 PM H 10/18/96 Client: | Aloha Design v |

Elapsed | 1:30:00 Clear Elapsed] (A Mark  Color[ Blue  w|]

Paused |0:00:00 Clear Paused
[ Enpen... v| $[0.00
(] Auto-Adjust: @ Elapsed 7 Paused Hpen... v sl—\

--Notes. Max of 255 characters: 31

Create rough draft for next ad.

{Use the up and down arrows to change time & date values, Shift-arrow changes larger increrments.

(CAopty ] (Reset ]

Also see the chapter on “In-Line Editing.”

There are several ways to open the Edit Time Record win-

dow:

o double-click on a time record, or

o click once on the time record(s) and click on the Edit
button in the Tool Bar, or

o highlight the time record(s) and select “Time Record...”
from the Edit menu, or

o highlight the time record(s) and press the Return or Enter
key.

Click on the Apply button to see the changes before clicking
the OK button. Click on the Reset button to start over.
Press the Tab key to go from field to field.

Time and Date. If the time record is the active time record,
then only the Start Time and Start Date can be changed.
Click in one of the time/date fields, and change the value by
clicking on the up or down buttons, or by pressing the up or
down arrow keys on the keyboard. You can also edit the
values directly using the keyboard.
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These keys preform special functions when editing time and
date values:

Key Function
= Inserts the current day or time
Shift When used with the up and down buttons,

larger increment changes occur.

Adjust Elapsed time. When checked, the elapsed time is
adjusted automatically when editing some of the time or date
values. You will probably always want this checked.

Adjust Paused time. When checked, the paused time is
adjusted automatically when editing some of the time or date
values.

Category, Client, and Project. Use the pop-up menus to
change these items.

Color. Use the pop-up menu to change the color of the time
record. Caution: changing this value will override the default
value set in the Edit Category, Client, and Project window.

Notes. Use the Notes section for notes about each time
record. The standard Macintosh editing commands are
available when entering notes (cut, copy, paste, and clear).
The number above the Notes field shows how many charac-
ters you've entered. The limit is 255 characters.

Expenses. Use the pop-up menu to choose Expenses.
Enter a monetary value for any purpose you want, indepen-
dent of the time settings. For example, during a time period
you purchased $20 of paper. You'd enter 20 as the expense,
and maybe describe the purchase in the Notes section.

Hourly Rate. Use the pop-up menu to choose Hourly Rate.
Caution: changing this value will override the default set in
the Edit Category, Client, and Project window. To revert
back to the default hourly rate, enter the default hourly rate,
or a minus one (-1).

Mark/Unmark. Check the box next to “Mark” to mark the
time record. Uncheck it to unmark the time record.
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In-Line Editing

In-line Editing is a quick and easy way to directly edit a time
record without having to use the Edit Time Record window.
Also see the chapter “Preferences—In-Line Editing.”

All In-line Editing is done by clicking on a highlighted time
record and holding the mouse button down for a short period
of time (approximately 1 second). See the chapter on Pref-
erences—In-Line Editing to adjust this time period. The field
available for editing is the field you held the mouse down on.

When the cursor is over an in-line edit field, it will change to
one of the following cursors.

n=se Colar L
00 Charity

oo I. FOQress (e
oo Fed

In-line pop-up cursor. This is valid for in-line editing the
Color, Project, Category, or Client fields.

Expensze Col
Fooo| o

$0.00

-

In-line text editing cursor. This is valid for in-line editing the
Start Date, Start Time, Stop Date, Stop Time, Elapsed,
Paused, Hr Rate, Expenses, and Notes fields.

& Mo
] He
[ | rd
ags (w | ME

Mark editing cursor. This is valid for in-line editing the Mark
field.
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To edit a date or time value, hourly rate, expense, or the
notes, click in the respective field. Hold the mouse down
until just the field highlights. Type directly into the field to
make changes. Press the Enter key or click anywhere
outside of this field when you're finished editing.

Expense|Co
$0.00

1 [1E.00

1 | $0.00|In

LNty

. When editing the Stop Time or Stop Date, the time or
ﬁ date you edit will be the actual stop time or stop date
instead of the displayed stop time or stop date.

- When in a time or date field, pressing the = (equals)
key will automatically insert the current date or time.

To edit ajob such as a category, project, or client, click in
the respective field. Hold the mouse down until a pop-up
menu appears. Choose the job of choice, or select Edit... to
add, delete, or edit the jobs.

Client Exp
Alex Smith £C
Edit...

ith

&lex Smith
i~ Aloha Dezign

BElack Sign Design

John FManley

rimf  Mize. Printing
n7a-d= (| 7=

To have the pop-up menu selection apply to all highlighted
time records, press the Option key before you use the pop-
up menu.
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To change the color of a time record, click in the color
column. Hold the mouse down until a pop-up menu ap-
pears. Choose the color of choice.

—] Black —
50 [i
| Magenta Fr
15d  Fed 0
| Cuan be
10 Green :
Blue
0 il
0 r

v Reference

Charity
In Progress
-4 Color 14
----- Calor 15

To have the pop-up menu selection apply to all highlighted
time records, press the Option key before you use the pop-
up menu.

Selecting a color here will override the color default set
in the Edit Category, Client, and Project window.
To Mark or Unmark a time record, click in the Mark field.

Hold the mouse down until the record toggles to either
marked or unmarked.

1 Helg
| e lRefi
ess (@ | Mok

-

To have the selection apply to all highlighted time records,
press the Option key before you click on the field.
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Projects, Categories, and Clients

Select Projects, Categories, or Clients from the Edit menu to
edit a Job (a Job in this context refers to either a project,
category or client).

Each TimeSilice file has its own list of Jobs.

Edi1

|__Categuries |

Mame Color Hourly Rale
Corault ng Black §75.00 i
Comulti m-Smith Alack 3-4.00
 Fromlam Dacin______. Blagk i EETOD
Trainirg Black §75.00 [

1

o Categories |

1

i [ Include rates In menu

impod.. | [ Ewpurt..

i--Use color from------------ 1 [
| Show unused | [Show duplicates

o I |
CC st ) [ .. |
]
|

i [ Projects | i

moeg sortiems () (o] o)

Add adds jobs to the list. A window appears where you
enter the job, color, and hourly rate for the job.

[Naw 11am |
Hamriy rete
O ST
=)

To quickly add multiple jobs, press the Option key
ﬁ when clicking OK. That'll keep this window open.
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Edit edits the selected job (or double-click on the job). A
window appears similar to the Add window where you edit
the job.

Import... imports jobs from another TimeSlice file (the file
you're importing from must not be open).

Export... exports the job list to a tab-delimited text file. The
format is a list of jobs where each line has the job name, a
tab character, the hourly rate, a tab character, the color, and
then a return character. Each line is separated by a return
character.

Show unused highlights any jobs not used in the current
document.

Show duplicates highlights duplicate named jobs.
?... displays additional information.

Delete removes the selected jobs.

Sort arranges the jobs alphabetically.

Use hourly rates from pop-up menu lets you choose to use
the hourly rates from either the client, category, or project
list.

Include rates in menu, if checked, also displays the hourly
rate next to the job in any related menus.

Use color from pop-up menu lets you choose to use the
color from either the client, category, or project list.

Always Sort items. If checked, the jobs in the list are
always sorted.

To keep your changes, click on OK. To cancel your changes,
click on Cancel.
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Default Time Record

Defaults

When a new time record is created,
assign it the same characteristics as

{_» The previously created time record
i@ The items defined below:

Category: | Consulting-5... v |

Client: | Aloha Design |

Project: | American Sch...v |

[<] Marked

Select Defaults... from the Time menu to set the defaults for
new time records.

New time records can have the same characteristics as the
previously created time record, or they can have the charac-
teristics assigned in this window.

In the figure above, when a new time record is created and
appended to the list of time records, it will have the category,
client, and project as show in the Defaults window. The color
and hourly rate are determined by either the project, cat-
egory, or client (see the chapter on Project, Categories, and
Clients for more information). If the check box “Marked” is
checked, new time records will be marked.
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Time Display

I T | W Bizplay ————— 1

Thme diaplay 181tings Tor the Tie “denngan™.

—Time Incremank - — | -—wpll_.l Teme Inoemard b e,
1 macond i | d0 Elapsed Time only
"2 1 minuta 1 Ewth Bapeed & Foused Time
g:ﬁmlr:ull: r-Time Incremank Rounding -———-- 1
minules I i
| [ 100tha of an hour: | | ‘@ Ramnd up :
[ hebween 1 and 100 ) J B4 mid-paind
E]Daciwma noiation i) Ramnd dowmn

Select Display from the Time menu or click on the Time
Display button on the Tool Bar to display the Time Display
window.

This window allows you to change the way TimeSlice dis-
plays the elapsed and paused time for the current file. When
the display time is changed, the actual time record is not
altered. Instead some time and date values such as the
Elapsed time, Stop time and Stop date are set to the nearest
increment. For example, if you set the Time Increment
Rounding to Round up, click on 6 minute increments, and
you work for 13 minutes, the time record will display 18
minutes. Decimal notation is not available for increments of
1 second.

If Elapsed Time only is selected in the “Apply Time Incre-
ment to” box, the paused time is displayed in one second
increments.
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Password Protection

Password

* |f password protection is enabled, a password is
required before this file can be opened.

* Password protection does not encrypt the file.

* lUse the lock button below to turn password
protection on or off.

» You will be asked to enter the password twice.

¢ DNon't forget your password!

ﬁ

Select Password Protect... from the File menu to display the
Password window. Setting a password for a file is described
in the above figure.

Sorting Time Records

To Sort the time records in ascending order, click on a col-
umn title. To sort in descending order, hold down the Option
key when clicking on a column title.

- e

Start Date ¢

10410796
1015496
10516496
10417796
10/18/96
10419496

The column with the underlined title dictates the sort order.
After you start a new time record, edit a time record, or even
while tracking time, the time records are continually arranged
to maintain the sort order.

Page 22



Find

Select Find from the Time menu or click on the Find button
to display this window. Enter the text and click on Find.

Find

5earch for |consulting
| Done | || Find |l

All time records are searched starting from the first time
record. Upper and lower case letters do not matter. If the
search text is found in a time record, that time record is
selected and scrolled into view, and the Find button changes
to Find Next.

Find

5earch for |consulting

| Done | || Find Next |l

To find the next time record that contains the search text,

click on Find Next. If no more time records are found that
contain the search text, the Mac beeps, the search text is
highlighted, and the button reverts to Find.

Find

Nl consuiting




Resizing the Columns

1) Move the cursor over a column line in the column title
area. You'll see the cursor change.

Project Category b
"W Trai Desig%
ioeing A Consulti ng-fE
SPPM A& Consulfir

2) When the cursor changes, hold down on the mouse
button and move the column line to a new location. In the
example below, the right side of the column Project is
being moved to make the column larger.

Projectyategory
1" Trai Design
ioeing & | Consulting-35
3PP fn Consultin

3) Release the mouse button. That's it!

FProject C

W Training h:

Eoeing &d C
APPM Ad

If the column will not enlarge, increase the document window
size, and try again.

the Option key when resizing and the column line will

To obtain the best size for the column data, hold down
“snap” to the best size after you release the mouse.
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Combine Time Records

Combine Records

Combine the selected time records into one time record?

-~ When combining time values, use -

@ Actual time values
. (O Displayed time values

[< Delete selected time records after combining
(<] Combine Notes

[Ean-::el ] Combine

Select Combine... from the Time menu to bring up the Com-
bine window. Combining Time Records combines two or
more similar time records into one record (similar in this
case means having the same category, client, project, hourly
rate, color and mark characteristics).

The steps involved are:

1) Select two or more similar time records*.

2) Select Combine from the Time menu.

3) Choose the options in the Combine window, and click on
Combine. If “Combine Notes” is checked, the Notes are
appended together (as much as room permits) and are
separated by a “|” character.

* You can easily select similar time records using the Mark
Special command:

1) Select Mark Special... from the Time menu.

2) Select the category, client, project, and color combinations
of the time records you want to combine. Click OK.

3) Select “Select Marked” from the Time menu.
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Change Font and Font Size

Font and text size

Font:| Geneva -

S5ize: 10 -

This window appears after clicking the Change... button
when in the General Preferences window or the Print win-
dow. Choose a new Font and Font Size from the respective
pop-up menus.

The more fonts you have installed, the longer it takes
ﬁ the Font pop-up menu to build, and the longer this

window may take to appear.
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Preferences

For most preferences, click on the Preferences button from
the Tool Bar and select the preference of choice from the
pop-up menu.

General
duto-Link

File Saving
Start Up —
Speech 3¢
In-line Editing .
Start/Stop 11
Color [ 1

Or choose an item in the Preferences sub-menu from the
Edit menu. However, there are several preferences which
are set by other means.

Status Indicator

Choose a color or black & white status light by clicking on
the status indicator. This is the indicator that tells if a docu-
ment is recording time, paused, or stopped. If you have a
black and white monitor, or you are color blind, you may be
better off with the black and white indicator.

TEe———
Click on the Status indicator to

change it from a color indicator HDH ﬁ
to a black & white indicator. A K
T ﬂ| 5:36

Elap5e
Start Date S

Help messages on/off.
To turn the on-line button on or off for all documents, click on
the Question mark button in the Tool Bar (it's the last button).
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Preferences—General

Preferences
Preferences | General -| E]
j—Column $etlings -~--~~--- ~Display Wst 1wo currency digits —------
| Cotmn: [__$tar Bote |3 | = :“:"’9* i & Hf""“
[l Display celwmn | |1 Only when th A :
LTt Justity | ~-Stop dote & teme are caltulated os ——--
i g :“1 '; ‘]“t"""-* || @ Elapsed Time plus Pagsed Time
| £ gt Justiry et CIElapsed Time omly

~Font and test size - - -

1 ~~Shour dates s - -
! Ceneva 10

i m Shart ilomg 1 Akbrowated

i| Change... 1216596
Chistge o Timees T proTerores hiv'a
¥ " [ Cancel | I (T3 I

For all Preference windows, the box in the lower left portion
of the window displays help messages. Go to other Prefer-
ence windows by using the pop-up Preferences menu, or
click on the up/down arrows next to the pop-up menu.

Column Settings

Select a column from the Column pop-up menu, and then
set the justification and whether or not the column is dis-
played.

Font and text Size
Click the Change... button to change the font and text size
for all time records.

Some fonts do not display the mark symbol ¢ very
well. Geneva is a good font to read on the screen.
Display last two currency digits
If Always is checked, numbers such as 123 and 456.78 will
be displayed as 123.00 and 456.78. If Only when they are
not zero is checked, the same numbers will be displayed as

123 and 456.78. If Never is checked, the same numbers will

be displayed as 123 and 457.
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Stop date & time are calculated as

If Elapsed Time plus Paused Time is checked, the Stop
date & time are calculated as the Start Time plus the
Elapsed Time plus the Paused Time. If Elapsed Time only
is checked, the Stop date & time are calculated as the Start
Time plus the Elapsed Time.

Show dates as
Choose how the Start Date and Stop Date are displayed.

Preferences—Auto-Link

Frafarancas
Preferences | Aulo-Link -| E]
fin ﬂ orr pplication name TEma5Elce dacumend
| WewLink... |
| Editilink.. | i
Bebeie Link I,

e The THREE STAFTE -~ e ey
| Creats o neo time recard

| O Restart the last Lime recerd

=] Pul thr application nama in fhe Motes

Chaoge yaur Thnes T proloronne b s

Auto-Link “links” other applications to TimeSlice documents.
When the linked application starts up or is brought to the
front of other applications, the linked TimeSlice document
opens (if it is not already open) and starts tracking time.
When the application quits or is put in the background, the
linked TimeSlice document stops tracking time.

Auto-Link does not link documents from other appli-

cations to TimeSlice documents (to do so would make
TimeSlice incompatible with future Macintosh operat-
ing systems)—only applications can be linked to
TimeSlice documents.
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“Auto-File Saving” must be on before Auto-Link can be
turned on. See “Preferences—File Saving” for more infor-
mation on Auto-File Saving. Additionally, TimeSlice must be
running when you want to use Auto-Link; however, it can be
running in the background.

In the middle of the Auto-Link window is a list of applications
and associated TimeSlice documents. You can have mul-
tiple applications linked to one TimeSlice document, but you
cannot have one application linked to multiple TimeSlice
documents.

To create a new link, click on the New Link... button.

To edit an existing link, click on the Edit Link... button.

fiulior- Link

~-TimeSlice document & path —- ———

:l Selmct... | Hami SoTlurare:SoTheare producisTimesice: Johnson

~-Hpplication -—---

| Setoct.. | [dobe Fhotabelune™ |

Click on the top Select... button to select the TimeSlice
document. Click on the bottom Select... button to select the
application. Click OK to add the items to the Auto-Link list or
make the changes to an existing item in the list.

To delete a link, select an item in the list and click on the
Delete Link button.
To obtain additional help, click on the More Help... button.

To have the name of the application placed in the Notes,
check Put the name of the application in the Notes.
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In the example above, when Adobe PhotoDeluxe is brought
to the front, TimeSlice opens the file “Johnson,” creates a
new time record, and puts “Adobe PhotoDeluxe™” in the
Notes field.

When the timer starts.

If Create a new time record is checked, a new time record
is created every time the linked application is brought to the
front. If Restart the last time record is checked, the last
time record in the document is restarted. If you checked
Create a new time record and you get a lot of time records
in your document, see the chapter “Combining Time
Records.” Combining time records will combine all the
similar time records into one time record.

Preferences—Auto-Pause

Prefaransgs

Preferemees | Aulo-Pause = | E]

r N TE TR L] T T TP . c~Ruto-Paidss "Hnt-m I o

- on [ e

Activate Buto-Pause afber

KM minates of inactivity

] epper Lett [ Uppeet Right

' [Rdd idie time ts paused time | |
i Vo [ lower Laft ] Lower Bighi
f OAute-Pause Tront windouw onldy i

Chaoge yaur Thnes T proloronne b s

Auto-Pause, when activated, automatically places TimeSlice
in Pause mode after a set number of minutes of inactivity, or
when the cursor is moved to a screen “hot-spot.” If you have
two monitors, the hot-spots refer only to the main monitor
(the monitor that has the menu bar).
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In the example above, if there is no mouse movement or
keys pressed within 10 minutes, all active TimeSlice docu-
ments go to pause mode. Afterwards, if the mouse is
moved, or a key pressed, the previously active documents
return to tracking mode.

Add idle time to paused time, when checked, means the
idle time is added to the paused time and subtracted from
the elapsed time when pause mode is activated. For ex-
ample, if TimeSlice goes into pause mode after 5 minutes of
inactivity, the pause time is increased by 5 minutes and the
elapsed time is decreased by 5 minutes.

Auto-Pause front window only, when checked, means the
frontmost TimeSlice window only will pause.

Preferences—File Saving

Preferences

Preferences:| File Saving - |

----- Auto-File Saving

On off
Save files every Elminutes

----- TimeSlice files save
(< Which time records are highlighted

(< Scrolled position

(ITimer state (tracking, paused, or idle)

[ save temporary files to the Trash

Choose your TimeSlice preferences here.

Auto-Save files. Click the On button to have all TimeSlice
files saved to disk at every time interval you select in the
minutes field.

Which time records are highlighted, when checked, tells
TimeSlice to save the highlight state of the time records, and
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highlight them again when the file is reopened.

Scrolled position, when checked, tells TimeSlice to save
time records which are displayed, and scrolls to that position
when the file is reopened.

Timer state, when checked, tells TimeSlice to save the
mode or state of the timer, whether it's tracking time, paused,
or idle (neither tracking or paused). When the file is re-
opened, the timer state is resumed. For example, if you quit
TimeSlice while a file was tracking time, TimeSlice will restart
the timer immediately once the file is reopened.

Save temporary files to the Trash, when checked, tells
TimeSlice to save any temporary files to the Trash instead of
deleting them. Each time you save a TimeSilice file to disk,
TimeSlice also creates a temporary file. Normally this tem-
porary file is deleted after a successful save, but if this option
is checked, the temporary file is instead moved to the Trash.
This temporary file can be used as a back up file in case of
an emergency (such as a hard disk crash). However, since
a temporary file is created each time a TimeSilice file is
saved, the temporary files can add up in a hurry, so don’t run
out of disk space!

SI=————— Trash ——————13]
2 qtemns
H Marne Size Kind
@ Johnzon-1360943574 3 13K TimeSlice 1.6 ﬁ
@ Johnson-1360945750 13K TimeSlice 1.6
@ Johnson-1360945753 13K TimeSlice 1.6
=
I

When this option is checked, the temporary files are moved
to the Trash.
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Preferences—Start Up

Preferences

Preferences:| Start Up | @

r~When TimeSlice first starts up... e
y0pen a New Document

@ Display the File Open window

) Neither

Choose your TimeSlice preferences here.

Choose how TimeSlice behaves when it starts.

When you double-click on the TimeSlice application icon, it
can open a new document (same as selecting New from the
File menu), display the file open window (same as selecting
Open from the File menu), or neither.

However, if you double-click on a TimeSlice document icon
to start TimeSlice (instead of the application icon), only the
file that you launch opens regardless of what is set here.
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Preferences—Speech

Preferences:| Speech - |

5-----Tth To Speech

on off
voice:

Choose your TimeSlice preferences here.

You can choose to have TimeSlice “speak” to you at times.
For example, TimeSlice will speak some error messages and
greet you upon start up if Text to Speech is activated.

If you don’t have Apple’s Text to Speech installed, you will
not be able to use this feature. To obtain Text to Speech,
visit your nearest Apple dealer, or download a copy from
http://speech.apple.com/. In the U.S., you can call 800-
SOS-APPL.

Enable Text to Speech, when checked, activates Text to
Speech. Choose the voice of choice from the Voice pop-up
menu.
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Preferences—In-Line Editing

=——————— Preferentes —8—r——————
Preferences:| _In-line Editing v| (3]
----- Actirate in-line editing -

[] Slower
- Auto-adjust
on orf ® Paused ti-rne
) Elapsed time

=

| | Faster
Choose your TimeSlice preferences here.

Also see the chapter In-Line Editing.

Auto-adjust time, when checked, either the elapsed time
or paused time is adjusted automatically when in-line editing
some of the time and date values. You will probably always
want this checked.

Activate in-line editing. To initiate in-line editing of text
items such as the date, time, expenses, and notes, you
move the mouse over one of these fields and hold the
mouse button down for a short time period. How long you
hold the mouse button down is set by this sliding scale.
When the scale is set to faster, in-line editing is initiated
quickly. When the scale is set to slower, in-line editing is
initiated slowly (the mouse has to be held down longer).
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Preferences—Start/Stop

Preferences:| Start/Stop - |

;-----Ll.lhen a single time record is selected, clicking the Start button... -y
{® Restarts the selected time record

) Copies the record & Starts @ new record with the same properties

- [1Don't copy the Notes

O Always unselect the active time record when tracking stops.

Choose your TimeSlice preferences here.

When one time record is selected (highlighted), and no time
Is being tracked to the file, clicking on the Start button can do
one of several things:

Restarts the selected time record, if selected, causes time
to start recording to that time record again when you click on
the Start button. Time from when it was previously stopped
up to when it was restarted is recorded as paused time.

Copies the record & Starts a new record with the same
properties, if selected, causes a new time record to be
created and start recording time when you click on the Start
button. The new time record inherits all the properties of the
previously selected time record, with the possible exception
of the Notes.

Always unselect the active time record when tracking
stops, if checked, clicking on the Stop button will always
unselect the active time record if it is selected. Otherwise it
is left as is.
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Preferences—Color

Preferences

Preferences:| Color - |

| ||M| (] Use enhanced color highlighting
_”Heference | [JUuse Label data for first 7 items
oo |
_”Luul Priority |
[ | charity |
|
|
|

_” In Progress
[ | cotor 14
[ | cotor 15

Choose your TimeSlice preferences here.

The first seven items in the color menu are fixed. However,
you can assign different colors and names to the remaining
eight items in the color menu. Enter any text and click on
one of the rectangle boxes to change a
color.

+ Black
Use enhanced color highlighting, if
checked, may make most time records ::fenta
easier to read when they are highlighted, Cyan
however, display time may be slower. Green
Use Label data for the first 7 items, if g
checked, the Label data from the Finder
is used for the first 7 items in the color Reference
menul. Temp
Law Priority
Charity
In Progress
Colar 14
Colar 15
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File Notes

File Notes

|

Motes for this file go here...

I

=
Enter any general notes for
this file in the space above.

Select File Notes from the Edit menu to bring up this window.

Enter notes here that are specific to the file. You can enter
up to 32,768 characters in this window. If you want to print
what is in this window, select all the text, copy it to the clip-
board, and paste into another application such as
SimpleText.

Opening and saving a TimeSlice file with TimeSlice
s version 1.3 or less will delete the File Notes.

Panning

101696

10/18/98

10485 /9¢

10/1979€

1m s fNa
Panning is a quick and easy way to scroll the time records.
To activate panning, hold down the Space bar, and the
cursor turns into a hand. With the Space bar down and the
cursor over the time records, press the mouse button and
move the mouse around. The time records will scroll along
with you.

Page 39



Numbers, Dates and Time

Use your System’s Numbers and Date & Time Control Pan-
els to change the way TimeSlice displays dates, time, and
currency. This is especially useful for people outside the
U.S. The Control Panels on this page are from System 7.5.

Changes made to these Control Panels will not take effect
until you quit and restart TimeSlice.

=S[=———=— Numbers EI
Number Format: | LS. - |
Separ Ator s Currency

Decimal: DEI Symbol:

i Before number

Thousands:
DEI i1 After number

Sarnple
’V $1,224.568
sS[I=——————-—— Date & Time
@_T,l Current date Current time
[ Date Formats... ] [ Time Formats... ]
@ Time Zone @ Menubar Clock
et @0 Cort
(] maylight Savings Time
[Set Time Zone... ] [ Clock Options... ]
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Exporting TimeSlice Data

Export
----- Elapsed Time 5-----Time Records
@ Export esact time values i Export all time records
> Export time as it's displayed ) Export marked time records
----- File 5-----Eu|umns
@ Create a new file ® Export all columns
> Append to an existing file ) Export displayed columns
..... E“purt I]pt“]ns F||e Tupe
I First record contains the column names | Clarisllorks 'l
] Remove carriage returns from Notes

I First field of each record contains file name Default Settings

& Always use short dates (more compatible)

& Remove currency symbols

Click on the Export button or select Export from the File
menu to Display this window.

Exporting extracts the data from the current TimeSlice docu-
ment and saves it to a text file in tab-delimited format. This
format is readable by almost every database, spreadsheet,
and word processing program. If you can’t find the file type
you want in the File Type pop-up menu, select Generic.

Why export? For example, let's say you want to further
analyze and/or customize the printing of the TimeSlice data.
Export the data, and then import it into a database program,
such as FileMaker Pro. Now you will have much greater
control over how the information looks and prints.

Depending on the application you are exporting to, you may
instead be able to copy the time records from TimeSlice to
the clipboard, and paste them into your database applica-
tion, or drag and drop them from TimeSlice onto another
application (such as Excel).

Export exact time values exports the exact Stop Date and
Stop Time values ignoring how the Time Display is set.
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Export time as it’s displayed exports the Stop Date and
Stop Time values as they are displayed on the TimeSlice
window.

Create a new file creates a new file and exports the data to
the new file.

Append to an existing file exports and appends the data to
an existing file.

First record contains the column names inserts the col-
umn names as the first record.

Remove carriage returns from Notes removes the car-
riage return character from the Notes. The carriage return
character may interfere with some database applications so
it's recommended to have this checked.

First field of each record contains file name creates an
extra field for each record containing the file name. This
may be useful in identifying the data in your database appli-
cation.

Always use short dates (more compatible) always exports
the date in short format, which is what most database appli-
cations expect.

Remove currency symbols removes the currency symbols
from fields such as the Expenses.

Export all time records exports all time records.

Export marked time records exports only time records that
are marked.

Export all columns exports all columns whether or not they
are displayed.

Export displayed columns exports only the displayed
columns.

Default Settings sets the options of this window to the
factory default settings.
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Printing TimeSlice Data

----- Elapsed Time
) Print exact time values

@ Print time as it's displayed

~-Time Records

) Print marked time records

@ Print all time records

..... Print Options

[J File header & page number
[ Column names

[]Motes on the next line

[ Blank line between records
[ Totals

[ Grid

~-Columns

@ Print all columns
> Print displayed columns

Helwetica 10

[Print Preuiew...] [ Page Setup... ] [Eancel] l Print l

Click on the Print button on the Tool Bar or select Print from
the File menu to display this window.

Print exact time values prints the exact Stop Date and Stop
Time values ignoring how the Time Display is set.

Print time as it’s displayed prints the Stop Date and Stop
Time values as they are displayed on the TimeSlice window.

File header & page number prints a header and page
number on each printed page.

Column names prints the column names above the col-
umns.

Notes on the next line starts a new line before printing the
Notes. This gives more room for printing your Notes.

Blank line between records places a blank line between
time records.

Totals prints the totals at the bottom of the last page.

Grid prints a grid. This usually makes it easier to read the
values.
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Print marked time records prints only time records that are
marked.

Print all time records prints all time records.
Print all columns prints all the columns.

Print displayed columns prints only the columns that are
displayed on the TimeSlice window.

Font & Font Size Change... displays a new window to
change the font and font size for printing the TimeSlice data.

Page Setup... displays the normal Macintosh Page Setup
window.

Print Preview... displays the Print Preview window.

Print Preview

I Done I
Al4:dohnden Dake: [ZETAE TIme: 1347 PA

[
EhriDak ShriTme Ghp Dok Shop Time Bap.. Pauted  Hr Faw Ghangr Projedt Camgen

i PgmoonigieEon ) weamyTraining | D Hign.
T fgooni @oool  Bedng A conwiings
<4 Lodwge S0 A lodses D100 P liEe §onemo 4RE.00ig1sEe ] FAPP A i Conwin
aTae Danema dooazee ias A e D onom fereonigeesgn ] A Hamsllan Eank Training
To change how todsge Gezo Pdoases eno P iise Donom feoool @ooel  Bodng Rl §cenwiinge
this Tooks, try : : o LIS
changing the Lodae GloiE AME 1oAaee Geme PMiENE oopeme Pegeoeigesoni  emim Peer D gn
colurnin widths e fiae e bnere feme e Donem faeel ese Ameten smnee Al gonwiin
font, font size, A X X A . N A X A
of Page Setup Vg hd G100 A I0EeAL Neds PMiIAs foum fpool g200]  Bodng Ad | conwlinge
zettings. For Logd gt facho P LDEdEL has P Giks Doododn P4Eoni gloonl weimuThining it slgn,
gven more Eapaed Tme: 21015
contraol, export
the data and Parsed Time: 0020700 @l
print from a Tkl Gharge: #, 198,60
database Tetal E Hoon
s Nt 0
application. *

Crand Tetal (Ghargs plus £ Eense4): 4 20450

This allows you to view how the TimeSlice data will look
before you print it.

If there are additional pages to view, click on the >> button to
advance to the next page. Click on the << button to go
backwards. When the cursor turns to a magnifying glass
icon with a + in it, move it to an area that you want to zoom
into and click. To zoom back out, click again.

Try changing the column widths, font, font size, or Page
Setup options to fit the data differently on the page.
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Edit Charge Amount

The “Edit Charge Amount” window allows you to quickly
adjust either the elapsed time or the hourly rate of one or
more selected time records given a charge amount. Select
Charge... from the Edit menu to edit the charge amount.

For example, in the figure below the highlighted time record
shows the hourly rate is $110, and the elapsed time is 4
hours for a total charge of $440.

* Stop Date Stop Time Elapse | Paused Hr Rate|Charge  Project
10415596 © 0:00:00 11000 !ii--'l-u'u:l_l:ll:l

Edit Charge Amount

Enter a new charge amount here, and the
elapsed time or hourly rate is recalculated
for all selected time records.

%|500.00

) Ad just elapsed time
) Ad just hourly rate

Even though the job took 4 hours, you have a minimum fee
of $500. Select the time record you want to adjust, select
Charge... from the Edit menu, enter 500, and click OK. The
elapsed time is adjusted to 4:33 hours. Notice that the
charge is adjusted to $500.50. That's as close as TimeSlice
can get to $500 given the values it has to work with.
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However, if you wanted to keep the elapsed time at 4 hours
and adjust the hourly rate instead, click on the Adjust hourly
rate button, and click OK.

Elapsed | Paused iHr Ratei Charge i
0400 § 0000 ¢ $125 $500

n?na & Onnn ﬁ:ﬁ!* £330 5N

The hourly rate is then adjusted so that the hourly rate multi-
plied by the elapsed time equals $500. Remember that this
will override the default hourly rate associated with the job. If
you later change the job for this time record, the hourly rate
will not change. To reset the hourly rate back to the default
hourly rate associated with the job, enter minus one (-1) as
the hourly rate, using either In-Line Editing or the Edit Time
Record window.
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Set Budget

Budget
S$et Charge and Elapsed Time Budget for the file
“Johnson*
..... Ehﬂrge Budget - Elapsed Time Budget
e o]
= Deduct “Expenses™ from Hrs Mins
the Charge Budget
..... Ealculate using Displau
ANl time records {_» Budget spent
i Marked time records @ Budget remaining
[ Cancel ] 11,4 ]]

Select “Set Budget...” under the Time menu, or click on the
Budget button on the Tool Bar, or click on the Charge or
Time budget to bring up the Budget window. The budgets
you set are for the current document. Enter a charge
amount and/or an elapsed time amount to set the budget.

Choose whether or not you want the budget calculated using
all time records or just marked time records, and also the
display options.

After setting up the budget, the budget values are displayed
at the bottom of the TimeSlice document. The budget, status
bar, and percentage are updated continuously.

..... Eharge Spent ....................................... ,, ..... T'||'I'IE' SFIE'rIt
l,Lj':":"EH S IEEE ")
Budget remaining or spent Status bar Percentage remaining or spent

If the Charge or TIme goes over budget, the display will be in red.
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Marking Time Records

Marked time records normally represent a subset of a
document’s time records. This subset can be sorted,
printed, and exported, giving you valuable information.

All totals such as the Total Elapsed and Total Charge are
calculated either from all time records or from marked time
records. To tell how the totals are calculated on a document,
look for the Total Marked indicator. It is the black dot just
below the Status Light.

=]

Totals button — [T

@ 538 || 2
\f. Elapsed Chatge
When the Total Marked indicator is visible, the totals are
calculated from marked time records. If it's not visible, the
totals are calculated from all time records. Switch between
the two by clicking on the Totals button on the Tool Bar (4th

button from the left), or by selecting “Total Marked Time” or
“Total All Time” from the Time Menu.

Total Marked indicator

Marking New Time Records

Available in the Defaults window, under the Time menu (see
the chapter “Default Time Record”). When “Marked” is
checked, all new time records are marked. This could allow
you to total records for a particular session. At the end of the
session you could export just these newly marked time
records to a database program.

Mark Special

This command (under the Time menu or click the Mark
Special button) allows you to mark all records for a job and/
or date range (see the chapter “Mark Special” for more
information).
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Mark Special

Mark Special

Mark all time records in the file “Johnson” matching the following
specifications.

----- Start Date .
Category: | Misc. (55.00) ¥ |
) Any Date
@) Date range specified below Client: | Any Client v|
1995 | August
E M T w7 F T Project: | Hotel flier - |

11 2] 3| 4] 5

Al EEREE Set Start Date Color: Any Color v

121415161 7[15]19

2021 z4|z5]26] [ set End Date
]
|

zZ
Z7|z8[z9(30
[
wed, Aug 22, 1995 : Wed, Aug 30, 1995

EJ Unmark others

Click on the month or year to move

forward. Option click to mowve back.

Select Mark Special from the Time menu or click on the
Mark Special button to bring up the Mark Special window.

Select the category, client, project, and color combination of
the time records you want marked from the pop-up menus
on the right side of the window. If you want to specify a date
range for the Start Date, use the calendar. Check Unmark
others if you don’'t want any time records marked that don’t
fit the specifications you've selected.

After clicking OK on this window, you can have the totals on
the main window calculated by the specifications you set
here. Click on the Totals button on the Tool Bar so that the
Total Marked indicator is visible.

Tips on using the calendar.

o Click on a day to select it.

o Click on the year or month to advance the year or month.
Press the shift key and the values change faster.

o Hold down the option key to move backwards when
selecting the year or month.

o Click on the days of the week (SM TW T F S) to display
today’s date.
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Statistics

Average Hourly Rate

Average Hourly Rate is $106.16

----- Show Average Hourly Rate as
i Total charge divided by the total elapsed time

i_» Total charge divided by the budgeted time

i_» Budgeted charge divided by the total elapsed time

----- Calculate using
i All time records
i Marked time records

Caution: Arverage Hourly Rate may not be accurate

when calculated with very small values.

Select Statistics under the Time menu, or click on the Statis-
tics button on the Tool Bar to bring up this window.

As you click on the various options, the Average Hourly Rate
is calculated and displayed by the methods described in the
window.
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Importing Time Records

TimeSlice imports time values in tab-delimited format. Se-
lect Import... from the File menu and select the file you want
to import. TimeSlice then displays the data from the file on
the following window.

Columns <- Data from “Johnson Export™
Start Date [<] 10/15/96
Start Time [€] 430 PM Check which fields to import.
Stop Date [ 10415796
Stop Time [€] &30 PM
Elapsed [ <.00:00
Paused (] 0:00:00
Hr Rete [ 125.00 Scan Data
Charge [€] 500.00 Record 1
Project [] Boeing Ad
Category [€] Consulting-Smith

Client [ Mise. Printing @ Add new records
Expenses [ 10.00 ) Replace existing records
Color [€] Black
o [
Motes [€] Refine layout of ad. $10 [ Cancel J [[ Import ]]

Click on the << or >> button to scan the data. The data must
be in the order shown in the window, however, some of the
fields can be missing. If a field is missing, uncheck the
field's box and the succeeding fields will scroll down. For
example, in the window below the file that is being imported
does not contain Charge data, so you would uncheck the
Charge box.

Columns <- Data from “Johnson Export 2¥
Start Date [<] 10710496
Start Time [ 1.00 PM Check which fields to import.
Stop Date (<] 10410495
Stop Time [ 415 PM
Elapsed [<] 3:15:00

Paused (] 0.00:00
Hr Rate [ 50.00 E Scan Data
Charge [] Record 1
Project [ ww'w Training
Category [€] Design
Client [ #lex Smith ® Add new records
Expenses [X] 0.00 {1 Replace existing records
Colar [€] Charity
o [
Motes [%] Helped train more people [ Cancel J [[ Import ]]

Click on the Import button to import the data.
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File Menu

New creates a new, untitled TimeSlice

New EN

open... x0| document.

S %s| Open... opens a previously created
s As... H H

save ne Tempiate... | 1iMeSlice document.

Poge Setup... Close closes the current TimeSlice
rint...

Print One Copy %1 document.

T =1 Save saves the current TimeSlice docu-
Password Protect... ment tO dISk'

Minimize K i i
- ” Save As... saves the current TimeSlice
[1]}

document to disk with another name.

Save As Template... saves the current TimeSlice document
to disk as a template or Stationery pad file. See the chapter
“Creating a Template” and your Macintosh manual for more
information.

Page Setup... displays the standard Mac Page Setup win-
dow.

Print... displays the standard Mac Print window.

Print One Copy prints the current TimeSlice document once
without bringing up any Print windows.

Export... displays the File Export window.
Import... displays the File Import window.

Password Protect... displays the Password Protection
window.

Minimize/Maximize minimizes or maximizes the current
TimeSlice document.

Quit quits TimeSlice.
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Edit Menu
Cut, Copy, Paste, and Clear

Cut #H . .
Copy e work with text or time records.
Faate EaH
clear i sn Select All either selects all time
Unselect AIl U records or selects all the text if
Time Record... you’re working with text.
l:_harge...
File Notes... Unselect All unselects all time
Projects... #d
Categories... records.
Clients... . . .
— Time Record... displays the Edit
enera . .
Auto-Link Time Record window.
H_uto—Pa_use
Etart U Charge... displays the Edit
5 h H
Irlifl?rfe Editing Charge WlndOW.
Start/Stop . . .
Color File Notes... displays the File

Notes window.

Projects, Categories, and Clients... displays the Edit Job
window.

Preferences displays the preferences sub-menu. Select
one of the items in the sub-menu to bring up that preference
selection.
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Time Menu
Display... displays the Time Display

Display... BT

Defaults... window.
Combine...
e e DEfaults... displays the Defaults window.
Mark All
Unmark Al Combine... displays the Combine Time
Select Marked .
Mark Special... Records window.
gt Mark « Unmark marks or unmarks the
— - | selected time records.
Sort...
Mark All marks all time records.
Start %86
Restart 8B .
cg.ﬁ;é Start Unmark All unmarks all time records.
Stop BH
e Select Marked selects (highlights) all
: : marked time records and unselects un-
otal Marked Time i
«Total All Time marked time records.

Mark Special... displays the Mark Spe-
cial window.

Set Budget... displays the Budget window.
Statistics... displays the Statistics window.
Find... displays the Search window.

Sort... displays a window informing you to click on a column
title to sort the records.

Start, Restart, Copy & Start, Stop, Pause, Resume—
Starts, restarts, copies & starts, stops, pauses, or resumes a
time record.

Total Marked Time when checked, the totals are calculated
from marked time records.

Total All Time when checked, the totals are calculated from
all time records.
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Windows Menu

Zoom zooms the current window. This is the
Zoom %/ same as clicking on the window’s Zoom box.

“hinesos | Cascade cascades all open TimeSlice win-

Mr Jones

wesm | dows to a neat orderly arrangement.

The remaining menu lists all open TimeSlice
windows. A check mark (O is next to the name of the cur-
rent (frontmost) document. To bring one of the other docu-
ments to the front, select it from this menu.
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Hints & Tips

Combining multiple files
Suppose you have several people using TimeSlice, and at
the end of some time period (a week, month, etc.), you
want to combine the data. There are several ways to do
this, two of which are listed here:

Method 1:

1) Have each person give you their TimeSlice file for the
time period.

2) Open all the files.

3) Create a new document.

4) Copy and paste, or drag and drop, the contents of each
file to the newly created document.

5) This new document now contains the combined data.
From here you can print, export, or archive the data.

Method 2:

1) Have each person export their TimeSlice data for the
time period, and have them send you the exported file.

2) Using a database application such as FileMaker Pro,
import each file into the database application.

3) The database application now contains the combined
data. From here you can print, export, or archive the
data.

Toggle back and forth between Pause and Resume
for all open documents by pressing the Escape key.

Edit a time record by

o Double-clicking on the time record, or

o Click on a time record and then select “Time Record...”
from the Edit menu, or
Click on a time record and press the Enter key, or
Click on a time record and click the Edit button.

o O
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Start TimeSlice every time you start your Mac

Put an alias of TimeSlice or of a TimeSlice document in

the “Startup Items” folder. Here’s how:

1) Click once on the TimeSlice application or a TimeSlice
document to highlight it.

2) Select “Make Alias” from the File menu.

3) Place the alias in the “Startup Items” folder (it's inside
the System folder).

4) Select Restart from the Special menu.

Printing
Use Legal Paper in Landscape mode if the TimeSlice data
runs off the printed page. Select Page Setup from the
TimeSlice File menu to set this:

LaserlWriter 8 Page Setup

Paper:| US Legalw
tayout: 1 Up v]

Reduce or
Enlarge: %
Orientation: ‘I' T

Better yet export the data and import it into a database or
spreadsheet application for better print quality.

Exporting
Bypass exporting TimeSlice data and importing into a
database by highlighting the desired time records, select
Copy from the Edit menu, open your database or spread-
sheet file, and select Paste from the Edit menu. Or if you
have Drag and Drop available, you can drag the time
records and drop them onto another application, or onto
the desktop to create a text clipping file.
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Display the Totals as the current time record
If you want the totals to represent only the active time
record, first unmark all time records, and then mark the
active time record. Click on the Totals button on the Tool
Bar so that Total Marked Indicator is visible (totals calcu-
lated from marked time records only). Now the totals are
calculated from the active time record only. This is espe-
cially handy when the window is minimized.

Create a Template or Stationery pad file
Then you don’t have to recreate your category, client, and
project list every time you start a new file. See the chap-
ter “Creating a Template” for more information.

Unselect all time records and start a new record
Press Command-U followed by Command-G.

Delete time records quickly
To bypass the delete confirmation alert, hold down the
Option key when clicking on the Trash button.

Delete selected time records?

A (to speed deleting and bypass this
dalert, hold down the Option key
when deleting)
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Troubleshooting

If TimeSlice starts crashing...

Delete the file “TimeSlice Preferences”
This file is located in the Preferences folder within the
System folder (quit TimeSlice before you delete this file).

Allocate more RAM to TimeSlice
To do this, quit TimeSlice, click once on the TimeSlice
application icon, and select “Get Info” from the File menu.
A small window appears. Change the Preferred size to a
value larger than the Suggested size.

EO== TimeSlice® 1.6 Info

& TimeSTize® 1.6

=] (Life's 2 Beachl)

Kind : application program
Size: 722K on disk (728,161 bytes uzed)

Where: Systermn:

Created: Thu, Dec 19, 1996, Z:10 PM
Modified: Sat, Dec 21, 1996, 424 Pr
Yersion: 1.6 81995, Maui Software

Increase this number if you have a Comments :
lot of TimeSlice documents open or if s cor|
your TimeSlice files are large. —

~Memory Requirements ...

Suggested size: 600 4
mdoqurn size:  |S50 K
[ Locked Preferred izt K

HNote : Memory requirements will increase by
SZ5K if RAM Doubler™ 2 is not installed.

Restart with Extensions disabled
Select Restart from the Special menu. After the Mac
makes the startup chime, hold down the Shift key (release
the Shift key after you see the message “Extensions
disabled”). If TimeSlice works okay now, and it didn’t
previously, you most likely have a system extension or
control panel that is causing a conflict with TimeSlice (and
possibly other applications). You should remove the
offending extension or control panel, or have it updated.
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Conflicts

Aaron

Does this look familiar? If so, it's the fault of an extension
called Aaron. If you suspect a bug in TimeSlice, first restart
your Macintosh with all extensions off (restart the Mac, and
then hold down the Shift key). If the problem does not hap-
pen with extensions off, then the problem is not with
TimeSlice.
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