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DOVICO Software  

 

DOVICO is a company engaged in the business of developing, manufacturing and marketing high 
technology products dealing with the management of time.  

 

 

Mission Statement  

 

To continue to be the market leader in productivity and time management software. We will continue to 
produce high quality software to help our clients reach their business goals . Our innovative and 

intrapreneurial nature allows us to create applications that exceed end user expectations.  
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D O V I C O  P R O D U C T S  

Welcome to DOVICO Timesheet  

DOVICO Timesheet is a proven 100% web -based project time and cost savings solution. This software 
improves overall business efficiency  and gives you complete control of project budget vs. actual 
information with real - time reporting.  

 
This new product from DOVICO Software incorporates the best from our proven products along with new 
features and functions to meet today's client and techno logy demands.  

 
Whether you are managing projects or not, you'll find DOVICO Timesheet is the ideal solution. Whether 
your need is to improve control over projects and resources with the goal of increasing profitability while 
still delivering your projects on time and on budget, or if your need is to gather time and expenses more 
efficiently, you'll find that DOVICO Timesheet is a solution that will suit your complexity and requirements:  
  

¶ Time tracking and costing for project management  

¶ Time and expense ent ry for billing  

¶ Time management metrics  

¶ Time and attendance  

 
Through better time tracking and project costing, this very powerful solution delivers results straight to 
the bottom line!  
 
 

Highlights  

¶ Prepares cost estimates by client, project, task, team, emp loyee, and more.  

¶ Enables individual employees to keep track of their time in a variety of ways (while work is being 

done, at the end of the day, week, month, etc. using start and end times or bulk time).  

¶ Enables employees to record and monitor their own ti me and expenses relating to their assigned 

projects and related tasks.  

¶ Provides access to a variety of reports and graphs for any selected period: Timesheet information, 
billable and non -billable information, client, project and task costs compared with estimated costs, 
etc.  

¶ Security can be assigned to administrative functions, time entry functions or any combination.  The 
flexible security system is capable of providing each user with only the information and tools 
required to perform his or her role with in the company.  

¶ With DOVICO Timesheetôs custom terminology, the application can be customized to conform to 

an organization ôs existing terminology. Company definable custom fields, implemented throughout 
the application, provide the unique ability for orga nizations to record additional information 
specific to their needs .  

 

 

Key Features  

¶ 100% Web -Based interface  

¶ Easy to use time and expense entry (free On Demand Training )  

¶ Over 135  reports (Letter and A4)  

¶ Offline time entry  

¶ Automated reporting, e-mail notif ications, job tasking  

¶ Custom reports & graphs supported  

¶ Supports billable, non -billable, overtime, flextime  

¶ Unlimited clients, pro jects, tasks, addresses, notes  

¶ International date, time, currencies  

¶ Customizable terminology and user interfaces  
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¶ Unlimited use r-definable custom fields  

¶ Active Directory and itemized security permissions  

¶ Full audit trail  

¶ Includes Microsoft® SQL Express  database (May use your existing SQL Server)  

¶ Automated maintenance (Backup, re - index etc.)  

¶ ODBC-OLEDB-ADO compliant  

¶ Itemized securi ty permissions  

¶ XML, Web services architecture  

¶ Full Export / Import capability  

¶ Included integration:  

o Microsoft® Project (Microsoft® certified)  
o Microsoft® Project Server (Microsoft® certified)  
o Intuit QuickBooks®  

¶ Alternate integration with Microsoft® Excel  and Microsoft® Access  
 

 

Immediate Benefits  

¶ Reduce, Monitor, and Improve Time and Costs  

¶ Accurately Manage Timesheets and Projects  

¶ Create Precise Future Budgetary Projections  

¶ Increase Project Profits  

¶ Reduce Project Overruns  

¶ Reduce Billing Cycles  

¶ Deliver You r Projects On Time & On Budget  

 
 

 

Whatôs New in version 10  

Version 10 of DOVICO Timesheet includes many new powerful and useful features to help make the 

software a more effective and efficient business tool. With both 'ease of use' and 'listening to clients' as 
factors in our design and feature selections, we are confident that these additions and changes -  brought 
to our attention by you and others -  will contribute to your corporate success.  

 

New in DOVICO Timesheet (going from version 9  to 10 )  

 

Tim e Lockout  

The Time lockout feature allows a company to specify  a lockout date  after which no employee is permitted  
to enter or submit time to the lockout period . Time Lockout is important for those companies using the 
time data for payroll, billing, or any  purpose where it is critical that no information is added, or altered, 
after a specific date. (page 82 )  

 

Alternate Approvals  

As part of an overhaul to the many facets of Approvals, a  means to permit managers to designate 
alternate s to approve time/expenses during their absence is available . The alternate approvals feature 

allow s approving manager s to pre -select the ir  alternate s, allow s manager s to easily change t heir  status 
( in/ out)  and automatically send s e-mails to the alternate  approving manager s requesting that they 
approve time and expenses  during the period.  (page 70 )  
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Security -  Limited Access  

Limited access is an enhanced security mechanism  permitting information about specific projects, 

employees,  tasks, etc. to be explicitly hidden from certain managers,  team leaders and empowered 
employees who have access  to the Administrative areas of the software. Limited Access  is important for 

those companies wanting to restrict  information visibility between departments, teams , etc. Applying 
limited access filters information a manager can access to only th ose projects, tasks, etc., that the 
manager is specifically permitted to view.  (page 194 ) 

 

Expense Sheet Management  

Submitted and approved expenses are kept as  whole expense sheets in the software, and remain available 
to the user who submitted the expense sheet. In addition, managers are able to flag each expense sheet 
as paid or unpaid, while  improved filtering assist s those working in the Expenses view.  
 

Logi n improvements  

The login screen remember s the userôs login name and database. For those who occasionally forget their  
password, a óforgot passwordô link is available which  e-mail s the employee a new password.  

 

Forced Time Entry Descriptions  

For each task in the database, an option is available to  force users to enter a description when time is 
entered  against a specific  task.  

 

QuickBooks improvements  

Version 10 expand s its integration with QuickBooks by  adding expenses as one of the items tha t  can be 
sent from  DOVICO Timesheet to QuickBooks. Also added is the  ability to send time to QuickBooks as 
payroll data.  

 

Budget vs. Actual  Statistics  

The ability  to quickly review budget vs. actual data from  the Project Assignments view is available as a 

form of  óinstant reportingô. By clicking on any item in an assignment hierarchy, a manager is able to view 
summary time and  costs on the chosen client, project, task group, task or  employee.  (page 51 )  
 

Manager control of ETCs  

The ability for managers to review and adjust employee  ETCs (Estimate Time to Complete) is available 
from the Budgeted Time & Costs view . 
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P A R T  I  ð G E T T I N G  S T A R T E D  

DOVICO Timesheet Overview  

Managers and empowered employees use DOVIC O Timesheet to setup, manage and monitor activities 
within projects. Basic information (clients, projects, tasks, employees, etc.) is first entered into the 
database. Then all employees use DOVICO Timesheet to  enter time against the specific projects and t asks 

assigned to them either while working (timer) or at the end of the day (bulk entry).  
 
In a typical multi -user installation, everyone  enters time on a daily basis using the time entry screen 
while managers  and empowered employees use the administrative  functions on a daily, weekly or 
monthly basis to monitor and report on projects (by employee, team, client, project, task, etc.).  
 

DOVICO Timesheet also synchronizes with Microsoft® Project and Microsoft® Project Server to transmit 
time and other relevant information to Microsoft® Project.  
 
DOVICO Timesheet can also connect to QuickBooks®. This permits employee timesheet and expense 
information to be synchronized with QuickBooks® for accurate billing or reimbursement purposes.   
 

 
 

 

PART  

I  
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DOVICO Timesheet ï Information Hierarchy  

DOVICO Timesheet uses  the following information  hierarchy . Employees report time against tasks, and 
recorded ho urs are rolled -up to each level of information (task group, project, project group and client).  
 

 

 

Installation  

Before getting to work, you need to install DOVICO Timesheet on your server or centralized computer 
acting as a file server. Revie w the  Detailed Installation Guide :  http://www.dovico.com/client.html  for 
complete  instructions.  
 

Note: DOVICO Timesheet is available as a hosted solution (online, ASP, SaaS) for those wanting to outsource the 

technical aspects of installing and maintaining the application.  

 
 

 

 

 

 

 

 

 

 

 

 

 

http://www.dovico.com/client.html


GETTING STARTED  

 

 

 

Page  6  

 

System Requirements  

Operating systems  

Compatible with Microsoft Windows operating system versions 2003, XP  Professional (Service Pack 2), 
Vista (Service Pack 1) and Windows Server 2008 .  

 

Minimum Server Requirements  

¶ Windows 200 3  

¶ Pentium III 750 MHz  

¶ IIS 5.0 or higher (Internet Information Services)  

¶ .NET 2.0 (included with DOVICO Timesheet)  

¶ SQL Express (included with DOVICO Timesheet)  

¶ 256  MB RAM 

¶ 300 MB free hard drive space on the targeted partition (the destination where DOVICO Timesheet 

will be installed)  

¶ 150 MB free hard drive space on the operating system's partition  

¶ Network connectivity (TC P/IP)  

¶ File and Printer  Sharing for Microsoft Networks  
 

Optimal Server Requirements  

¶ Windows 2003 SP 2 with Internet Information Services  

¶ Pentium 4  or greater  

¶ .NET 2.0 (included with DOVICO Timesheet)  

¶ SQL Server 2005  

¶ 1 GB  RAM 

¶ 300 MB free hard drive space on t he targeted partition (the destination where DOVICO Timesheet 
will be installed)  

¶ 150 MB free hard drive space on the operating system's partition  

¶ Network connectivity (TCP/IP)  

¶ File and Printer  Sharing for Microsoft Networks  
 

Workstation (End - User) requirements  (optimized for Internet Explorer  7 or greater )  

¶ Any computer using a n HTML web browser (Internet Explorer 6.0 or greater  or Fire fox 3.0 or 

greater )  
o A web browser supporting ActiveX controls (when using the Microsoft Project Link)  
o JavaScript and  cookies enabled  
o Pop-up blockers disabled or have the site where DOVICO Timesheet is installed designated as 

safe in the pop -up blocker's settings  

¶ Network/Internet connectivity  

¶ Adobe Reader version 5.1 or above  

¶ For Offline Timesheet functionality: If a use r's My Documents folder is located on a remote server, 
that user's computer must be configured to use óoffline files ô 
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Using the Help system  

DOVICO Timesheet includes a comprehensive help system. The help system is launched when the  Help  

button  is clicked  on any toolbar . When clicked, the help file associated with the current view is 

displayed (context help).  
 
There are 3 ways to locate information from the help system:  

¶ Click the Contents  tab  to see a high le vel outline of the contents and to browse to a specific 

topic or subject matter.  

¶ Click the Index  tab  to see an alphabetical listing of keywords or phrases. Click on the keyword 

to see that topic.  

¶ Click the Search  tab  to query the entire help system fo r a particular term. For example, users 

can search for óETCô and every topic that contains óETCô will be listed at the Search tab.  Click any 
topic from the list to see that topic.                  

  

Additional information is available from:  

Client Section: http://www.dovico.com/client.html  

Knowledge Base: http://www.dovico.com/techtips.html  

Developer information : http://www.dovico.com/developer.html  

Free Additional Reports: http://www.dovico.com/reports.html  

 
Use our Web Resources  for quick access to support and other helpful information.  

DOVICO Corporate Web Site: http://www.dovico.com  

Support Online: http://www.dovico.com/support.html  

E-mail Support: support@dovico.com  

 

On Demand Training  

Quickly learn how to enter time and expenses using DOVICO Timesheet  by using our free On Demand 
training accessible from our Clients page at : http://www.dovico.com /client.html . Or click the Interactive  
Training  button from the logon screen .  

 

Knowledge base  

Review up - to -date information  on common problems and solutions  on our web site at  
http://www.dovico.co m/techtips.html . 

 

Date, Time and Currency formats  

The date and  currency formats used throughout DOVICO Timesheet are based on the regional settings 
on the server or computer where DOVICO Timesheet is installed.  

 
The time  format can vary depending on the view or tool accessed.  
 

The time format in Administrative views  is always the 24 hour clock format.  

The Start/End  time format used for the end user time entry tool  can be configured to either 
the  24 hour clock format (e.g. 13:30) or the 12 hour AM/PM format .  

The Duration  time format  used for time entry can be either hh:mm or decimal formats (3:30 or 
3.5), but values are converted to decimal ( 3.5) when saved.  

 

  

http://www.dovico.com/client.html
http://www.dovico.com/techtips.html
http://www.dovico.com/developer.html
http://www.dovico.com/reports.html
http://www.dovico.com/
http://www.dovico.com/support.html
mailto:support@dovico.com
http://www.dovico.com/client.html
http://www.dovico.com/techtips.html
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Creating an Administrator Account  

When DOVICO Timesheet is started for the first time, the software requires  you to enter information to 
create an Administrator  account . The Administrator account has  full access to all functions and fea tures. 
Additional users (employees) are created from within the application. The Administrator User ID and 
Password created in this step should be recorded and stored in a safe place.  
 

 

 
Enter the necessary information and click OK .  
 
 

 

Login   

DOVICO Timesheet requires a User ID and Password to log in. You will need to obtain these from your 

Timesheet administrator.  
 

: To login to DOVICO Timesheet:  

1.  Start your web browser and enter  the web address where the application is installed. (e.g. 
www.yourserver/DovTimesheet/login.aspx ) . 

2.  Select the database you wish to open from the Database  drop -down list.  
For those using DOVICOôs hosted services, enter the database name in the Company  fiel d.  

3.  Enter the User ID .  

4.  Enter the Password  (case sensitive).  

5.  Click Login .  
 

The I forgot my password  option sends a new password to the e -mail address stored in the userôs 
profile. A user can later change the password from the time entry toolôs Options tab ï if enabled.  This 
feature does not work if the employeeôs profile is synchronized with Active Directory.  

Tips:   

¶ Click the Suggestions button to send us a product enhancement idea. 

¶ Click the Training button to access DOVICO Timesheetôs free On Demand Training. 
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Licenses  

See page  10  for instructions on registering the software.  
 

One license  is required for each employee act ively  using DOVICO Timesheet.  
 

Employees no longer using DOVICO Timesheet can remain in the database without using a license.  When 
freeing up an inactive employeeôs license, his/her previous time and expense entries remain available for 
reporting purposes.  
 

: To find out how many licenses are currently used:  

1.  Select the About  button   on the toolbar . T he number of licenses purchased (registered) and the 
number of licenses  being used  are displayed in the pop -up window.  

 

: To free up a license:  

1.  Click the Project Assignments  tab located in the Project Workspace view. The Project Workspace 
view is located in the Projects section o f the side navigation bar.  
 

Verify that the Employees tab  is selected in the employee list pane.  
 

 
  

2.  Select the employee  who is no longer using the software.  

3.  Click the Properties  button  in the employee pane toolbar to open the properties window.  

4.  In the properties window, change the Software access  field to [None] . 

5.  Click Done .  

 

: To transfer a license from one employee to another:  

1.  From the Project Assignments tab, select the Employee  who is no longer using the software.  

2.  Click the Properties  button  in the employee pane toolbar to open the properties window.  

3.  Change the Software access  field to [None] . 

4.  Click Done .  

5.  Select the new employee who will now be using the software.  

6.  Click the Properties  button . 

7.  Select the appropriate Software access  option for this employee (Time & Expense Entry tools or 
All).  

8.  Click Done .  
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Registering DOVICO Timesheet  

When you purchase DOVICO Timesheet, a registration key is sent to you by e -mail :  ñSubject: ESD - 
DOVICO Timesheet (licenses)ò. The registration key provided unlocks the software according to the 

number of licenses purchased.  
 

To view the current number of registered users, click the About  button  on any  toolbar.  
 
You can transfer a license from one employee to anoth er employee, or you can purchase additional 

licenses by visiting our web site at http://www.dovico.com/purchase.html . 

   
North American toll free number :  1-800 -618 -8463  
International toll free number : 00  800 -4618 -8463  
 
 

: To register DOVICO Timesheet :  

1.  Start DOVICO Timesheet.  

2.  Click the About  button  located on any toolbar.  

3.  Click the Register Product  link. A registration window  appear s. 

4.  Enter the Company Name  exactly as indicated  in the registration e -mail . 

5.  Enter the Registration Key  exactly as indicated in the e -mail.  

6.  Click OK . 

  

Note: If you are operating multiple DOVICO Timesheet databases, each database will have to be registered. 

     

 

 

http://www.dovico.com/purchase.html
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Side Navigation Bar  

DOVICO Timesheet offers one -step access to all administrative views and tools through buttons on the 
side navigation bar. The navigation bar appears on the side of each view.  

 

Reports Explorer  

  
Reports Explorer : Use the Reports Explorer (page  93 ) to view reports by team, employee, client, 
project, or task for periods of your choice. Many different types of reports  can be used to monitor 
time, expense and project information. For a complete list of available reports, se arch the help fileôs 
Index tab for óAvailable Reports ô. 

 

Timesheet  

 
 Time and Expense Entry : Used by all employees to easily enter and submit time and expenses  

(page  284 ) . 
 

 

Time & Expenses section  

 Time Calendar : To review, edit, add or reject timesheet entries submitted by employees. You can 

also use this view to check overtime worked. A ómonth -at -a-glance ô view is initially displayed. 
Double click any day to view or edit timesheet entries for that day  (page  79 ) .  

 

 Approval  Workspace : Use this area  to quickly and easily approve or reject submitted timesheets 

and expenses , to create time and expense approval workflows  and to configure Time Lockout 

options  (page  61 ) . 
 

 Actual Time & Costs : To view or edit project actual cost information. When timesheet entries have 
been approved, the actual costs are updated to reflect the hours worked  (page  109 ) .  

 

 Approved  Expenses : To view, reject or edit a pproved expense informa tion (page  152 ) .   

 
 

Projects section  

 Project Workspace : The Project Workspace area includes all necessary views to create project 

assignments, project budgets/estimates, etc. From this Project Workspac e area, you create or edit 

the employees, tasks, projects, clients, task groups and teams required to setup, manage and 
monitor project activities  (page  46 ) .  

 Quick Assign : Use the Quick Assign view to make multiple assignments for many employees 

quickly and effortlessly  (page  59 ) . 

 Project Groups : To view or  edit project group information  (page  60 ) .  
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Rates & Billing section  

 Billing : To create, view, or edit invoices based on actual or fixed costs. You can also use this view 

to add or edit payments on invoices  (page  147 ) . 
 

 Rates : To create, view or edit pay and billing rate information  (page  113 ) .  

 

 Overtime Rates : To create, view or edit overtime rate information  (page  116 ) . 

   

 Regions : To establish specific tax rates on labor and expenses for e ach region or place of business  

(page  150 ) .  
 
 

Integration section  

 Microsoft Project : To link project and task assignments created in Microsoft Project or Microsoft 

Project Server to DOVICO Timesheet  (page  236 ) .      
 

 Active Directory : To link Microsoft's Active Directory service employees to DOVICO Timesheet. It 

also authenticates DOVICO Timesheet logon user IDs and passwords against Active Direc tory  (page  
271 ) .  

 

 QuickBooks : To link employee timesheet and expense information from DOVICO Timesheet to 

QuickBooks for accurate billing and reimbursemen t purposes  (page  252 ) .    
 

  Import/Export : To communicate information between DOVICO Timesheet and other applications 

in many formats (text, comma separated, html, xml, etc)  (page  278 ) . 
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Advanced section  

 

 Custom Field Templates : To create additional data fields permitting users to enter or trac k extra 
information when using the software  (page  166 ) . 

  

 Leave/Absences Rules : To create the policies that determine how much, and how fast, 

employees can accrue vacation, sick leave, and other leave  (page  159 ) . 
 

 Expense Categories : To create the expense categories (groups) used by employees when entering 

expenses. Creating categories helps organize expenses and provides greater flexibility when 
reporting  (page  155 ) . 

 

 Currencies :  To create or edit relative currency values. Used for conversion purposes when entering 
expenses  (page  157 ) . 

 

 Security : To create custom levels of security and to apply limited access security  (page  189 ) .  
 
 
 

Tools section  

 Job Scheduler : To automate functions such as sending reports and e-mail notifications , or 

maintaining the database  (page  187 ) . 
 

 Update Employee Properties : To quickly and easily adjust employee properties for all or multiple 

employees. Use it to save time when you need to make a common change to  a large number of 
employees  (page  186 ) . 

 

 Holiday Time Entry : To quickly add a common  time entry to  multiple employees  (page  183 ) .  
 

 Bulk Time Move : Move time from project to project, task to task or any combination  (page  184 ) . 

 

 Database Options : Use the Database Options tool to set or modify preferences for the database. 

Options include custom terminology, default settings, company information, etc  (page  176 ) . 
 

 Options : To configure other preferences when using administrative functions  (page  171 ) . 

 

 Timesheet options : To modify the time and expense entry screens for each employee. 

Modifications include  to showing /h iding certain data entry or information fields, and setting the 
default day  that  starts each week  (page  173 ) . 

 Backup Audit Trail : To backup or extract audit trail  information from the DOVICO Timesheet 
database  (page  224 ) .  
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Toolbar buttons  

The  following highlights toolbar buttons found throughout the application as well as some icons specific to 
certain views.  
 

Common toolbar button s 

 
Save : In many administrative views, Save must be used to save any new or edited 
information.  

   New : In most administrative views, used to create a new item for the view.  

 
Delete : To delete the selected item (employees, projects, etc.) from the database. Once 
items have been deleted, they cannot be recovered.  

 Properties : To view the selected item's properties.  

      

Filter : In m any  views, to apply a filter to display only specific information according to 
the criteria selected.  

Remove Filter : To remove an applied filter.  

 Show/Hide Columns : To show or hide specific columns from a view.  

      

Copy : To copy a selected item (only applicable in certain views).  

Paste : To paste the copied item.  

 Custom Fields : To create a Custom Field template.  

 Help : To launch the Help system.  

 About : To display information on the software version  and view licensing details .  

 Logout : To logout of DOVICO Timesheet.  

 Calendar : To select an alternate date for the item, time entry, expense, etc.  

 
 

Expenses Entry  toolbar buttons  

 Create a new sheet : To create a new expense sheet.  

 Submit : To submit an expense sheet to the database.  

 Delete selected rows : To delete an expense entry (row) from the expense sheet grid.  

 Delete expense sheet : To delete the entire expense sheet.  

 Move selected row : To move an expense entry to a different expense sheet.  

 View approval paths : To  review approval path s for submitted time and expenses . 

 

Return to Administrative views: To access the administrative functions. The 
administrative functions are only available to those with suitable software access  
rights and security level .  
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Time Entry  toolbar buttons  

 Submit : To send your time entries to the DOVICO Timesheet database.  

 
Rejected time entries : To see a list of weekly timesheets that contain  rejected time 
entries.  

 
Exception Request: To request that a date range be unlocked to permit time to be 
added or submitted. Only available if Time Lockout is used.  

 Start : To start timing on the selected task.  

 

Start From Last : To start timing on the selected task and to set the start time to equal 
the previous time entry's end time. The Show Start/End times option must be enabled 
to use Start From Last.  

 Stop : To stop timing.  

 
Create a multiple row: To create an additional  timesheet grid row for  the selected 
task.  

 Delete selected rows : To delete the selected time entry row from the timesheet grid.  

 View approval paths : To  review approval path s for submitted time and expenses . 

 

Offline : To work in an offline (disconnected) mode. While in Offline mode, time entry 
data is saved on the user's computer. When returning to ólive ô mode, the saved data is 
forwarded to the DOVICO Timesheet database.  

 Synchronize : To temporarily reconnect to the database.  

 Online : To reconnect to the database.  

 

Return to Administrative views: To access the administrative functions. The 
administrative functions are only available to those with suitable software access  
rights and security level .  

 

Reports Explorer  toolbar buttons  

 Print Preview : To preview the selected report.  

 Add : To add a report or report folder.  

 Rename : To rename a report folder.  

 Delete : To delete a report or report folder.  

 Report Properties : To view and edit a report's properties.  

 Schedule Report : To schedule a report to run automatically.  

 
Report/Folder Security : To edit or apply security groups to the selected report or 
report folder.  

 Create Custom Report : To customize the selected report.  

 Import Report : To import a report.  

 Export Report : To export the selected report.  
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Time & Expense Approval toolbar buttons  

 Approve : To approve submitted time , expense s or exception requests . 

 Approve with Exclusions : To approve all unselected cells and reject all selected cells.  

 Reject : To reject submitted time , expense s or exception requests . 

 Approval Override : To bypass all time and expense approval paths and managers.  

 
Exception Request :  To request that a submitted timesheet be  unlocked to permit it 
to be approved.  

 

 

Project Assignments  toolbar buttons  

 New Client (details) : To create a new client and enter detailed information.  

 New Client : To quickly create a new client and only enter required information.  

 New Project (details) : To create a new project and enter detailed information.  

 New Project : To quickly create a new project and only enter required information.  

 Assign : To assign employees to tasks or tasks to projects.  

 Unassign : To remove assignments at the employee, task or project level.  

 Delete Filter : To delete the saved filter.  

 
Show/Hide Assignments : To show/hide employee assignments in  the time entry 
screen.  

 Rename : To rename an employee, task, project, client, etc.  

 
Project Estimate total : To  enter the estimated total number of hours (budgeted 
hours) that a project is scheduled to take to complete.  

 Limited Access Group filter : To filter information based on Access Groups.  

 
Project Assignment Statistics (F8) :  To view budget vs. actual data  for the item 
selected in the assignment tree . 

 
New : To quickly create a new task, task group, employee or team and only enter the 
minimum amount of information.  

 
New (details) : To create a new task, task group, employee or team and enter 
detailed information.  

 
Copy assignments : To copy all assignments for a given employee to one or more 
other employees.  

 

 

Time Calendar toolbar buttons  

 Reject Time entry : To reject approved  time.  

 
View Timesheets : To display detailed approved timesheet information for the 
selected day.  
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Approved Expenses t oolbar buttons  

 Reject Expenses: To reject an entire expense sheet.  

 Re imburse Expenses : To categorize an expense sheet as reimbursed . 

 Report on Expenses : To view details on expense sheets . 

 

 

Job Scheduler  toolbar buttons  

 New Database job : To create a new automated database job.  

 New Notification job : To create a new automated notification job.  

 New Reporting job : To create a new automated reporting job.  

 Edit job : To edit the selected job.  

 

 

Limited Access tab (Hierarchy - based mode Security)  toolbar buttons  

 Assign : To assign managers to access groups . 

 Remove Assignments : To remove manager assignments from access groups . 

 
Copy Assignments : To copy all limited access assignments for a given employee to 
one or more other employees.  

 View Access Rights : To view assignment details . 
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P A R T  2  -  A D M I N I S T R A T I V E  F U N C T I O N S  

Administrative Functions  

This part of the userôs guide provides all the necessary information to use DOVICO Timesheetôs 
administrative functions. The administrative functions contain all the tools and views required to setup, 
maintain  and report on projects, project budgets, clients, tasks, employees and empl oyee time and 

expenses.  

 
For employees only required to enter time  and expenses ,  instructions begin on  page  284 . 

 
The Administrative functions in DOVICO Timesheet are limited to only those employees (administrators, 
managers, empowered employees) with suitable security settings and software ac cess rights.  

 
 

 

In Administrative Functions é 

Assignments, Project s, Employees, Tasks, etc  ................................ ............   19  

Approvals  ................................ ................................ ...............................   61  

Reporting  ................................ ................................ ................................   92  

Budgeting and Costing  ................................ ................................ .............   100  

Automated Notifications and Reports  ................................ .........................   119  

Billing  ................................ ................................ ................................ .....   146  

Expenses  ................................ ................................ ................................   151  

Time and Attendance  ................................ ................................ ...............   158  

Customizing  ................................ ................................ ............................   165  

Bulk tools  ................................ ................................ ...............................   182  

Security  ................................ ................................ ................................ ..   189  

General information  ................................ ................................ .................   225  
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Assignments  

In DOVICO Timesheet, Assignments  are the unique links between projects, tasks, and employees that  
define how a project is organized for time entry. Assignments establish who works on what and are 
required before employees can begin to track their time on projects and tasks.  

 
Before employees can begin tracking time, a few necessary steps are required to be completed. These are 
creating projects, tasks, employees and then creating assignments.  
 

 
Simplified assignment structure  

 

 
The Project Workspace  section contains most of the necessary views and functions to setup and 
manage your projects, tasks and employees.  

 
 

In Assignment s é 

Clients   ................................ ................................ ................................ ...   20  

Projects  ................................ ................................ ................................ ..   22  

Tasks  ................................ ................................ ................................ .....   27  

Task groups  ................................ ................................ ............................   35  

Employees  ................................ ................................ ..............................   38  

Teams   ................................ ................................ ................................ ...   44  

Creating assignments  ................................ ................................ ...............   46  

Advanced  assignment functions   ................................ ................................   50  

Quick Assign  ................................ ................................ ...........................   59  

Project groups  ................................ ................................ .........................   60  
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Clients   

In DOVICO Timesheet,  Clients  are companies, business units, or individuals for whom work is performed. 
Clients can be linked to specific projects if time or expenses associated with projects are billable. Clients 
are not required if your company does not bill clients or does not char ge back to business units.  

 
The clients created here become available as an optional selection for projects. As a result, any project 
can be associated to a client.  
 
The following  chapter  describes how to add  a client  using the Project Assignments view.  
 

Clients can be added in 2 ways:  

¶ OPTION A : Add a client and enter detailed information for that client.  

¶ OPTION B : Quickly add a client by entering only the minimum amount of information .  

 

Clients can also be added using the Client Items List  view  (page  21 ) .  
 
Prerequisite :  

¶ If you are planning to invoice clients for time and/or expenses, Regions  shoul d first be 

established.  
 

: OPTION A: To add a client with de tailed information:  

1.  Click the Project Assignments  tab located in the Project Workspace view. The Project Workspace 
view is located in the Projects section of the side navigation bar.  

2.  Select New Client (Details)  in the drop -down list at the  upper left corn er of the view.  

 
A client properties  window opens . 

3.  Enter a unique client  Name  (up to 250 characters).  

4.  A client abbreviation is automatically created using the first 3 letters of the client name. Optionally 

modify the client Abbreviation  (up to 20 characters). If modifying the abbreviation, be sure to 
add a hyphen " - " at the end of the abbreviation. The client abbreviation must be unique.  

5.  (Optional ) If you are creating invoices for this client, click the Address tab at the bottom of the 
client properties window and enter the address information that appears  on the printed invoice. If 
multiple addresses are entered for a client, s et the Display  column to Yes  for the address that 
you want to appear on invoices.  

6.  Click Done to automatically save the information and close the window.  

 
OPTIONAL INSTRUCTIONS:  

7.  Enter a Contact name . This information is kept for reference purposes only and does not appear 
in reports or invoices.  

8.  Enter an E- mail address  for the client. This e -mail address is used for automated reporting 
purposes (see Job Scheduler , page  187 ).  

9.  Select a Region  from the drop -down list. The region is used to apply different tax rates to each 
place of business (i.e. state, province, country) when invoices are prepared. If no invoices are 
prepared, you can use regions to group clients for re porting purposes.  

10.  Check the Flag for archive  box if you want to remove this client from the database the next time 
the Archive Database function is run.  

11.  Click Done to automatically save the information and close the window.  
 

Notes:   

¶ The first three letters of the client name are automatically used as an abbreviation. This abbreviation 

is displayed in front of a project name in various lists when a client is designated for that project. For 
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example, when the project óSupportô is assigned to the client óACMEô, the project name óACM-
Supportô appears in certain lists. 

¶ The full client name is added to the project name when displayed in tree structures (Project 
Assignments and Time Entry views). The client abbreviation or full client name can be hidden using 
the Client Short name option (in Database Options). 

¶ A new client created in the Project Assignments view remains at the bottom of the assignment tree 
until the screen is refreshed. When refreshed, the new client appears in alphabetical order.  

¶ If the Create project for each new client option is enabled (in Database Options, page 176), a 

project (with the same name as the client) is automatically created and displayed under the client in 
the Project Assignments view. 

¶ Renaming a client does not change the client's abbreviation. 

 
Tips:   

¶ You can add a new client by right clicking in the assignment tree pane. 

¶ Additional tabs are available at the bottom of the client properties window  to add Notes, Phone 
Numbers and Addresses. 

¶ You can add fields to track extra client information by using Custom fields . 

¶ The term óClientô can also be customized to better fit your company's terminology. 

 

: OPTION B: To quickly add a client:  

1.  Click the Project Assignments  tab located in the Project Workspace view.  

2.  To quickly  create a new client, select New Client  in the drop -down list at the  upper left corner of 
the view.  

3.  At the very bottom of the assignment tree, an edit box  is displayed. Enter a unique client name 
(up to 250 characters).  
 

  

4.  Press ENTER  or click elsewhere in the assignment tree to save the new client.  
  

Note about using Quick Add: Using this option (quick add) to add a client does not force the user to enter 

information in required custom fields. 

 

 

: To add a client using the Items List view:  

1.  Click the Items List  tab located in the Project Workspace view.  

2.  Select Clients  in the drop -down list at the upper l eft corner of the view.  

3.  Click the New  button  located in the toolbar.  

4.  A client properties  window opens . Enter client information as described in Option A ( page  20 ) . 

5.  Click Done to automatically save the information and close the window or click New  to save the 

information and create a new client.  
 

Note: The number of clients displayed in the view is limited by the Paging setting (page 171). You may need to 

click the paging buttons  or  (at the top of the screen) to view additional pages. 

 
Tips:   

¶ Use the Show/Hide column  function to personalize what information is displayed in the client list 

view's grid. 

¶ Double click an item in the grid to see that item's properties . 

¶ Use the Filter function  to view only those clients assigned to a specific region. 
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Projects   

In DOVICO Timesheet, Projects  are the combined endeavors undertaken to create a unique product, 
service or result. A project is a fundamental component required for time tracking.  
 

Project information can include details such as a project manager, project start/end dates and project 
status. Projects are displayed in multiple views (Project Assignments, A pproved  Expenses, time entry 
screen, etc) as an optional or mandatory selection.  
 
The following  describe s how to add  a project  using the Project Assignments view.  
 

Projects can be added in 2 ways:  

¶ OPTION A : Add a project and enter detailed information  for that project.  

¶ OPTION B : Quickly add a project by entering only the minimum amount of information .  

 

Projects can also be added using the Project Items List view ( page  25 ) . 
 
Prerequisites :  

¶ Clients  should first be established if time or expenses associated with projects are billable.  

¶ Employees  should first be established to be able to designate a manager for a project.  

¶ Project Groups  should first be established if you want to be able to report on cl osely related 
projects that can be combined into logical groups. Project groups can be established or assigned 
at a later time without affecting existing time and expense data.  

 

: OPTION A: To add a project with detailed information:  

1.  Click the Project Assignments  tab located in the Project Workspace view. The Project Workspace 
view is located in the Projects section of the side navigation bar.  

2.  In the tree structure on the left, click on the client    associated with the new project.  

OR  click the root Assignments   icon if the new project has no client.  

 
When a project is associated to a client, the combined client and project name (Client abbreviation  
+  Project Name) appears in certain drop -down fields and reports throughout the application. A 
client ca n always be associated to a project at a later time.  
 

3.  Select New Project (Details)  in the drop -down list at the upper left corner of the view.  
 
A project properties  window opens . 

4.  Enter a unique project  Name  (up to 250 characters). If a client is selected for this project, only 
the Client+Project name needs to be unique.  

5.  Click Done to automatically save the information and close the window.  

 
OPTIONAL INSTRUCTIONS:  

6.  Select an employee from the Manager  drop -down list. The manager field is used for reporting 
purposes only.  

7.  From the Limited Access  field, select which managers or Access Groups can access this project. 
Only the selected managers (or members of the selected access group s) are permitted to view 
and report on this project.  

Depending on which limited access operating mode is enabled, a list of managers or a hierarchy 
tree of access groups is displayed in the limited access drop -down list.  See Notes  below.  

¶ Check  the manage rs or access groups who require access to this item. Click the ócheck 

allô icon    to select all. Clicking the óunselect all ô icon   removes all extra check 
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marks while leaving at least one manager or one access group selected. This is to 
guarantee that at least one person can access the item.  

¶ Click anywhere outside the Limited Access window to close the list.  
 

Notes: 

¶ If the Limited Access list displays user names then Manager-level limited access mode is likely 
enabled (page 196). Otherwise, Hierarchy-based limited access mode is likely enabled (page 
202). 

¶ When an access group is checked, any parent access group is automatically checked. 

 

8.  Select a Project Status  from the drop -down list. The status determines whether the  project is 
available for time entry or if it is only available for  reporting and general information purposes.  
See page  25  for more information on Project Stat us.  

9.  From the Group by  drop -down list, select which project group to associate with this project.  

10.  Select the Billing by  option  from the drop -down list  to establish the type of billing used for the  
project .  

¶ Fixed cost : The invoice total used in the Billing view is calculated according to a fixed 

amount. When you create an invoice for a fixed cost project, the invoice will not show detailed 
information (i.e. recorded hours worked, charge out rates).  

¶ Actual hours : The invoice total used in the Billing view is calculated according to the actual 
hours worked. When an invoice is created, you have the option to pick or exclude individual 
time and expense entries to include on the invoice.  

¶ Estimated hours : If Estimated hours is selected, the invoice total used in the Billing view is 

calculated according to the actual hours worked. For invoicing, there is no difference between 
selecting Actual hours or Estimated hours.   

When Fixed Cost  is selected, a Cost  field is displayed to the right of the Billing by drop -down list. 

Enter the total fixed cost  for this project including any applicable taxes . When invoicing the 
client, this is the total to  be invoiced.  

 
  

 

 

11.  Modify the Start and  End dates  for the project. These dates are used for reporting purposes only.  

12.  Enter a Description  for the project (up to 250 characters). This project description is available  to 
those entering time on this project.  

13.  Check the Flag for archive  box if you want to remove this project from the database the next 
time the Archive Database function is run.  

14.  Linked to:  When applicable, this displays the path link for this project to Mic rosoft Project or 
Microsoft Project Server.  

15.  The Default Options  area specifies if all future time or expense entries relating to this project 
automatically appear with their billable option checked or unchecked . For example, if óTime entries 

billable by defaultô is checked, an employee entering time, or an expense, against this project will 

have the billable option pre -checked. Check or uncheck each option as required for the project.  
  

Notes: 

¶ Default Options should be set before any assignments are made for a project. Changes 

made to the Default Options after assignments are made will not be reflected in existing 
assignments. If the Default Options are modified after assignments are made, you can use the 
Budgeted Time & Costs view to adjust the existing assignments. 

¶ This option applies the same billable default setting for all assignments within the project. If you 
require mixed default settings within a project, you can edit the billable/non-billable default 
setting for individual assignments by using the Budgeted Time & Costs view.  

Tips:  

¶ The 'Billing by' terms can also be customized to better fit your company's terminology. 

¶ You can apply a project based billing rate against all time tracked against this project by using 

the Budgeted Time and Costs viewôs budget wizard (page 106). 
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16.  In the Task Assignments  area, check the appropriate boxes to limit when assignments are 
displayed to employees based on each task assignment's Start and Finish dat es. Task 

assignment's scheduled Start and Finish dates are established in the Budgeted Time & Costs  
view. See Only Display Scheduled Assignments  ( page  57 ) for a more in -depth explanation of 
how this works.  

¶ Hide Tasks : U se this option to simply reduce the list of available tasks displayed in the time 

entry's assignment tree to only those tasks scheduled to be worked on during the displayed 
week. With the Hide Tasks  option, tasks are simply óout -of -sight ô. If required, emp loyees can 
still track time against these hidden tasks by using the time entry's Show All  function.  

¶ Prevent Entries : Use this option to completely prevent time entry users from tracking time 
against tasks when the tas ks are not scheduled to be worked on. When the Prevent Entries  
box is checked, tasks not scheduled for work, during the displayed week, are not displayed in 
the time entry's assignment tree. Tasks scheduled for work during only a portion of the week 

are di splayed in the assignment tree but have restrictions placed on them in the time entry 
grid.  

17.  Click Done to automatically save the information and close the window.  

 
Warning: The Leave/Absences project is a built-in project used to track time against vacation, sick leave, holidays, 

etc. This project cannot be deleted. The project can be renamed but should not be used for other 
purposes.  

 
Note:  A new project created in the Project Assignments view remains at the bottom of the assignment tree until 

the screen is refreshed. When refreshed, the new project is displayed in alphabetical order. 

 
Tips:   

¶ You can add a new project by right clicking in the assignment tree pane. 

¶ Additional tabs are available at the bottom of the project properties window  to add Notes, Phone 
Numbers and Addresses. 

¶ You can add fields to track extra project information by using Custom fields . 

¶ Use the Limited Access Group filter  (page 231) to only view those items assigned to specific Access 

Groups. 

¶ The term óProjectô can also be customized to better fit your company's terminology. 

 

 

: OPTION B: To quickly add a project:  

 
1.  Click the Project Assignments  tab located in the Project Workspace view.  

2.  In the tree structure on the left, click on the client    associated with the new project.  

OR  click the root Assignments   icon if the new project has no client.  

3.  Select New  Project in the drop -down list at the upper left corner of the view.  

4.  If there is no associated client to the new project, an edit box  is displayed at the very bottom of 
the assignment tree. If there is an associated client, the edit box is displayed under  that client. 
Enter a unique project  name (up to 250 characters).  

 

 

5.  Press ENTER  or click elsewhere in the assignment tree to save the new project.  

 
Note:  Using this option (quick add) to add a project does not force the user to enter information in 

required custom fields. 
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: Add a project using the Items List view:  

1.  Click the Items List  tab located in the Project Workspace view.  

2.  Select Projects  in the drop -down list at the upper left corner of the view.  

3.  Click the New  button  located in the toolbar.  

4.  A project properties  window opens . Enter project information as described in Option A ( page 
22 ) . 

5.  Click Done to automatically save the information and close the  window or click New  to save the 
information and create a new project.  
  

Note: The number of projects displayed in the view is limited by the Paging setting (page 171). You may need to 

click the paging buttons  or  (at the top of the screen) to view additional pages. 

 

Tips:   

¶ To view or edit details for more than one project, open a project properties window  and use the Next 

Record button  (or Previous) to browse to other projects. Clicking the Next (or Previous) button 

automatically saves any changes made. 

¶ Use the Show/Hide column  function to personalize what information is displayed in the project list 

view's grid. 

¶ Double click an item in the grid to see that item's properties . 

¶ Use the Filter function  to view only the projects having a certain status, or belonging to a specific 

project group or client. 

¶ Use the Limited Access Group filter  (page 231) to only view those items assigned to specific Access 

Groups. 

¶ Use the Find function to locate a specific project by name. 

 

 
 

Project Status  

The Project Status  defines the current state of a project. The status determines whether the project is 
available for time entry or if it is on ly available for  reporting and general information purposes.  
 

¶ Estimate : Used when estimated hours need to be entered when preparing a project budget. 

When the project status is set to Estimate, all assignments for that project are available for time 
and ex pense entry.  

¶ Quotation : Used to prepare a project for approval by the client before it can be activated. When 

set to this status, a project will not be available for time or expense entry.  

¶ Active : Used to activate the project for time and expense entry. Wh en the project status is set to 
Active, estimated hours can no longer be edited and all assignments for that project are availa ble 
for time and expense entry.  

¶ Rejected : Used when a project is not accepted by the client. When set to this status, a project 
will not be available for time or expense entry.  

¶ Terminated : Used when a project is terminated before completion. When set to this status, a 

project will not be available for time or expense entry.  

¶ Finished : Used when a project is completed. When set to thi s status, a project will not be 
available for time or expense entry.  

 
The project status names can be customized  to better fit the terminology  used by your profession , 
industry  or company . 
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Creating a Project Template  

This is a very powerful time saving feature. One benefit of creating a template is having a common 
starting point or structure when creating a new project.  

 

: To create a project template:  

 

1.  Click the Project  Assignments  tab located in the Project Workspace view. The Project Workspace 
view is located in the Projects section of the side navigation bar.  

2.  Click the root Assignments   icon at the top of the view.  

 

  

3.  Select New Project (Details)  in the drop -down list at the upper left corner of the Project 
Assignments view.  

 
A project properties  window opens . 

4.  Optionally select a client  from the drop -down list if this project template is for a specific client.  

5.  Enter a unique project  name  (up to 2 50 characters). The name should identify this project as a 
template.  

6.  Set the project  Status  to Finished  so that this project template is not available for time or 
expense entry.  

7.  From the Limited Access  drop -down, select the managers/Access Groups who may n eed to use 
this template.  

8.  Optionally enter additional project information as required.  

9.  Click Done  to automatically save the information and close the window.  

10.  In the Assignment tree, select the project template and click the Assign  button  located on the 
toolbar. The Assignments List  window opens . 

11.  Select one or more tasks  (or task groups) to assign to this project and click OK . To select more 
than one item, hold the Ctrl  key while making your selections.  

12.  If you want employee assignments to be included in th e project template, click on each task and 

assign employees by clicking on the Assign  button . 

13.  Optionally use the Budgeted Time and Costs  view to add, edit or adjust any estimate 
information for each task assignment.  

 

The project template is now created. When a new project is required, copy and paste  this template and 
use it as a starting point. Rename the copy and make any necessary adjustments to assignments, 
budgets, etc.  

 






















































































































































































































































































































































































































































































































































































































































