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WorkLog User Guide

WorkLog 2.1

WorkLog is a professional time tracking tool for the iPhone and iPod touch.

WorkLog adheres to Apples Human Interface Guidelines to make it as intuitive and easy to use as
possible. The user interface is in many aspects similar to other iPhone programs you already
know. However, as with every pro application a certain amount of complexity is unavoidable.
Thus, even though most things in WorkLog are self explanatory, we provide this guide here to
introduce some of the basic concepts of the application and to help you getting started with
WorkLog.

1 iPhone and iPod touch are registered trademarks of Apple, Inc.
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Logging Time

The idea behind logging time in WorkLog is easy: you create one entry for each uninterrupted
time interval where you work on something. This can be as simple as pressing Start to clock-in in
the morning and Stop to clock-out in the evening. Or, you can also log time in a much more fine-
grained manner, if you need to. Many lawyers for example work for a number of clients each day
and thus create a new entry whenever they start something new. Others frequently stop for a
break and restart when the break is over.

No matter how many entries you create for each day, WorkLog will handle them nicely for you.

Working with the Timer

Basics

The easiest way to log time in WorkLog is to use the timer. Hit Start when you start working, hit
Stop when you stop. Of course you don't need to keep WorkLog running in the meantime. You
can close it at any time to do other things on your iPhone and come back later.

Browsing Through your Data

Whenever you press Start a new entry appears on the top of the list for the current day. In
addition to the time itself, you can add as much information to each entry as you want. Read
Categories, Clients, Projects and Custom Fields to find out how. In fact work time data is organized
hierarchically in WorkLog. You can drill down into lower levels by tapping on the respective entry
on the screen. Tap the back button in the top right corner on any screen to get back to the upper
level.

Switching Between Tasks

Once the timer has started, the start button will change from Start to New. Let's say you have a
client called ,Acme Inc”. The company requires you to provide a detailed time sheet, stating all
activities, whenever you bill them. In order to do this, you have defined a number of custom
fields for your client in WorkLog. One of them to track your current activity. Now, whenever you
Work for Acme Inc. and need to switch tasks quickly, you can simply hit the New button.
WorkLog will create a new entry and bring up a screen allowing you to only change the 'Activity'
field (or any other field) while leaving the rest of the information as it was.

Using the QuickStart Feature

The information you want to assign to a new entry is often the same as for the previous entry. If
you come back to your office after the lunch break, you're likely to continue where you left off.
The QuickStart feature allows you to create a new entry with the same information assigned to it
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as the previous entry.

To use QuickStart simply press and hold the Start button. WorkLog will bring up a screen
allowing you to quickly make changes to the information if needed. When you press Save the
new entry will be created and the timer will start running.

Handling Breaks

The easiest and most obvious way to handle breaks in WorkLog is to simply stop the timer when
you stop working and to restart it when you come back. Using the QuickStart feature to restart
the timer, you won’t have to reenter all your data for the new entry after the break.

If you log time manually (see below) you have several possibilities:

1. Simply deduct the break from your work time end set the end time accordingly. In addition
you might want to define a custom field where you can enter the break time for reference.

2. Create a custom field where you can enter breaks (e.g. in minutes) and use Excel to
subtract the break time from your total work time after the export.

Rounding Options

WorkLog displays hours and minutes in the main view and hours, minutes and seconds in its
reports. Internally however, WorkLog uses sub-second precision to log and calculate time
intervals.

Many people find it more convenient to only record multiples of 5 or 10 minutes instead of down
to the second accurate times. Others have their specific billing rules, e.g. they bill per every 15
minutes or parts thereof. WorkLog comes with a comprehensive set of time rounding options
which are described below. You can find the rounding (and all other) options for WorkLog in the
LSettings” application on your iPhone.

e Round to
No Rounding: Times are recorded and displayed with sub-seconds accuracy. Both start and
end time remain unchanged.
1 min, 5min, ..., Th: The start time remains unchanged. The end time will be rounded in such
a way that the length of the recorded interval is a multiple of the selected rounding value.

e Mode
Down: The recorded interval length will be rounded down to the next multiple of the
selected rounding value.
Up: The recorded interval length will be rounded up to the next multiple of the selected
rounding value.
Plain: Mathematically correct rounding, e.g. 3:25 will be rounded down to 3min whereas
3:30 will be rounded up to 4min for a rounding value of Tmin.

¢ Round start time down
The start time of the entry will be placed on the last multiple of the selected rounding
value.
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Rounding Examples

Rounding Options

Round to: No Rounding

Actual start and end times

09:12am - 11:5Tam

WorkLog User Guide

Rounded start and end times

09:12am - 11:5Tam

Round to: 5 min
Mode: Plain
Round start time down: OFF

09:12am -11:5Tam

09:12am - 11:52am
(length: 2h 40min)

Round to: 5 min
Mode: Down
Round start time down: OFF

09:12am -11:5Tam

09:12am - 11:47am
(length: 2h 35min)

Round to: 5 min
Mode: Down
Round start time down: ON

09:12am - 11:5Tam

09:10am - 11:45am
(length: 2h 35min)

Round to: 15 min
Mode: Up

09:12am - 09:18am

(a phone call)

09:00am - 09:15am
(length: 15min)

Round start time down: ON

Logging Time Manually

Using the timer to track your work time is the easiest and most convenient way to work with
WorkLog. However, sometimes you might wish to enter times manually. Most people forget to
start or stop the timer on some occasions or need to make corrections to their entries later. In
fact some people even prefer to manually log their work time at the end of the day entirely.
WorkLog allows you to add, delete and modify entries at anytime.

Adding Days and Time Entries Manually

To manually add a day

1. Switch to the main view

2. Press the + button in the top left corner
3. Enter the date for the day you want to add
4

Press Save then Done

To manually add a time entry to an existing day
1. Select the day where you want to add an entry
2. Press Edit in the top right corner
3. Select Add New Entry
4. Adjust the start and end time for the new entry
5

Press Save then Done
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Editing and Deleting Entries

Editing an entry

1.

2
3
4.
5

Select the day that contains the entry you wish to adjust

Press Edit in the top right corner

. Select the entry you wish to adjust

Adjust start and end time

Press Save then Done

Deleting an entry

1.

2
3
4,
5

Select the day that contains the entry you wish to delete
Press Edit in the top right corner

Press the minus sign next to the entry you wish to delete
Press Delete to confirm

Press Done

Deleting Entire Periods of Time

Deleting all periods for a certain day

1.

o N

Switch to the main view

Press Edit in the top right corner

Press the minus sign next to the day you wish to remove
Press Delete to confirm

Press Done

Deleting entire periods

1.

2
3
4,
5
6
7

Switch to the main view

Press Edit in the top right corner

Press Delete... in the top left corner

Select the start and end date of the period you wish to delete
Press Delete Period

Press Delete to confirm

Press Done
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Categories, Clients, Projects and Custom Fields

Most people need to categorize their work data in some way or another. Lawyers and freelancers
typically work for multiple clients which they bill seperately at the end of some predefined

period. Managers often keep track of multiple projects and need a way to see how much time
they have spent on each project.

WorkLog allows you to assign a category, client or project to each time entry you create. Later,
when you generate reports, you can choose to include only one category, client or project.

Categories, Clients, Projects

Categories, clients and projects really are the same thing. It's just a matter of which expression
you prefer. You can change the name WorkLog displays in the WorkLog section of the ,Settings”
application on your iPhone.

Of course you can still keep track of e.g. projects, even when you choose your primary category
to be called, Clients”. You can simply create a custom field for each client and enter your project
data there (see below).

For simplicity we will use the term,,Client” for the rest of this section.

Defining Categories, Clients or Projects

To define a new client
1. Switch to the Clients (or Categories or Projects) view
2. Press Edit
3. Select New Client

4. Enter the name of the client

5

. Press Save then Done

Rearranging (Sorting) Categories, Clients or Projects
To change the order of your clients
1. Switch to the Clients (or Categories or Projects) view
. Press Edit

2
3. Tap on the gray bars next to a client entry and drag it up or down
4

. Press Done
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Custom Fields

Custom fields can be used to track additional information together with your work time. For
example you might want to keep track of your expenses. Or you want to log your activity (e.g.

LSupport” or,Meeting”) when you work for different clients. You can create as many custom
fields as you need.

Five different field types are available in WorkLog

List type fields
The list type field can be assigned one out of a number of predefined options. E.g.
.Meeting” or,Support” for a field called ,Activity”.

Numerical fields
Numerical fields take numerical values. You could use them e.g. to track miles when driving
to a client.

Currency fields
Currency fields take an amount of money in your local currency. Useful to track expenses.

Yes/No fields

Yes/No fields are either set to Yes or to No. As an example, you might want to have a Yes/No
field named ,Billable” which tells you whether a specific entry can be billed to the client or
not. The default value for a Yes/No field can be set when you define the field.

Defining Custom Fields

Custom fields are client (project/category) specific. To define a new custom field

1.

2
3
4,
5
6

Switch to the Clients view

. Select the client for which you want to define a custom field

. Press Edit in the top right corner

Select New Custom Field

. Enter the field name

. Select the field type. The Yes/No field will toggle its default value when you press the

respective button multiple times. Note that the field type cannot be changed once the
field has been created.

Press Save then Done

When you create a list type field you'll also need to define the options which can be assigned to
this field. To define list type field options do the following

1.
2.
3.

Switch to the Clients view
Select the appropriate client

Select the list type field for which you want to define options
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Press Edit in the top right corner
Select New Option

Enter the name of the new option

N o v

Press Save then Done

Rearranging (Sorting) Custom Fields

Just like with clients, projects and categories, the order in which custom fields appear can be
changed.
To change the order of custom fields do the following
1. Switch to the Clients view
2. Select the client where you want to change the order of custom fields
3. Press Edit
4. Press the gray bars next to the field you want to move and drag them up or down
5

Press Done

Assigning Information to Time Entries

Once you've defined your custom fields you will be able to assign values to them when you log
time. The standard way to assign information to your custom fields is described below. You can
also assign information when using the QuickStart feature or the New button (see Working with
the Timer for additional information).
Assigning values to custom fields is done as follows

6. Select the day that contains the entry for which you want to assign information

7. Select the entry for which you want to assign information

8. Inthe Client section (or Project/Category) select No Client if no client has been assigned
yet.

9. Select the client you want to assign to this interval. As soon as you have selected a client,
WorkLog will automatically switch back to the entry detail view which will now show all
the custom fields that are defined for this client.

10. Select the field you want to assign a value to

11. Enter or select the value you want to assign
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Reports

Reports are probably the most important feature in WorkLog. Whenever you want to bill your
clients or send your work hours to HR, you create a report. A report contains all the work time

data for a specific period. You can create overview reports containing all data or client (project/
category) specific reports containing only the data for one specific client.

Once you have created a report you can export it to a file which you can then transfer to your
computer. WorkLog report files are compatible with Microsoft Excel and many other

applications.

Creating and Exporting Reports

Report Options and Formatting

WorkLog provides several options to customize reports and report files (exported reports). You
can find the options in the WorkLog section within the ,Settings” application on your iPhone.

The following options are available

Sort Order
Ascending: Dates and times are listed in ascending order
Descending: Dates and times are listed in descending order

CSV Format

CSV is a universal file format which can be read by many applications such as Microsoft
Excel. There is a somewhat unofficial standard for how a csv file should be implemented
but Microsoft uses a different approach.

Standard: Create ,Standard” csv files when exporting reports

Microsoft: Create Microsoft Excel compatible csv files when exporting reports

Export end date

If you log time past midnight the end date of your entry will be different than the start
date. You can choose to include the end date in your report files in that case.

ON: The end date will always be included in the report files (e.g. 9:15 pm - 4/18/09 2:05am)
OFF: The end date will not be included in the report files (e.g. 9:15pm - 2:05am)

Bi-Weekly reporting

WorkLog comes with a set of standard periods you can choose from when creating reports.
When you set this option to ON the predefined one month periods will be replaced by two
weeks periods.

Mail To
Enter the default e-mail destination address for your exported reports.
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Creating and Exporting an Overview Report

An overview report contains all work data for a specific period, regardless of client, project or
category.
To create and export an overview report

1. Switch to the Report view

2. Choose areport period. The report will be generated.

3. Press Export in the top right corner. Your overview report file is now available in the Files
view

Creating and Exporting a Client Specific Report

A specific report contains only the data for one single client, project or category.

To create a client, project or category specific report
1. Switch to the report view
2. Choose a report period. An overview report will be generated.
3. Select the client, project or category you wish to have a report for.
4

Press Export in the top right corner. Your client (project, category) specific report is now
available in the Files view.

Handling Report Files

Transferring Reports to your Computer using WiFi

WorkLog contains a small webserver which allows you to download report files directly from
your iPhone over Wifi. No data will ever be sent out to the internet. In order to download reports
you must connect your computer to the same WiFi network as your iPhone. The report files are
only available while WorkLog is running.

To download files from WorkLog over WiFi

1. Connect your Mac or PC to the same WiFi network as your iPhone

2. Switch to the Files view in WorkLog and write down the address which is displayed in the
header (e.g. http://192.168.0.4:8080)

3. Open a web browser on your computer (e.g. Safari, Firefox or Internet Explorer) and enter
the address into the address bar. Make sure you enter the entire address exactly as
displayed in the Files view (without an additional www. in front of it).

4. You will now be presented with the list of available report files on your iPhone. Right click
on a report and choose Save as... to download the report to your computer.

© 20009, cyclus.ch 11



WorkLog User Guide
Emailing Report Files

Starting with iPhone os 3.0 or later you now have the option to send your report files by e-mail.

To send a report file by e-mail
1. Switch to the Files view

2. Tap on the mail icon next to the report you want to send. WorkLog will bring up the e-mail
screen, prefilled with the default address from settings, a subject line, a short informational
text in the body, and the report file as an attachment.

3. Make any changes to the e-mail you need, then press Send.
Attention: if your not connected to the internet when you press send, your e-mail will be
stored for sending and will be sent as soon as an internet connection is available.

Deleting Reports in WorkLog

Once you've transferred your report files to your computer you might want to delete them on
the iPhone.

To delete a report file on the iPhone

1. Switch to the Files view
2. Press Edit in the top right corner
3. Press the minus sign next to the file you want to delete
4. Press Delete to confirm
5

Press Done
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