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1. Getting Started

Installation and Setup

System Requirements
HourzPro and Reportz requirements:

. Any version of the Palm Operating System and hardware.

- If you plan to use HourzPro/Reportz with QuickBooks Pro, you must have QuickBooks Pro
for Windows 5.0 or later.

HourzSync requirements:

HotSync Manager version 1.1 or later.
HourzSync Setup program requirements:
- Windows 95 or Windows NT
. Pilot Desktop and the HotSync Manager installed and properly configured

* Note: The HourzSync Setup program does not support Windows 3.1. See the Zoskware
website for the latest detail s (http://www.zoskware.com).

Compatibility with Hourz 1.x

HourzPro isNOT compatible with Hourz 1.x databasesin any way. Users of Hourz 1.x should
complete their billing cycle with Hourz 1.x and then switch to HourzPro/Reportz.

HourPro and Hourz 1.x can reside on the same Pilot with no conflicts. Their databases are
completely separate.

HourzPro File List

HourzPro is distributed in a.zip archive that you must extract with an unzip utility. Thefiles
included with the registered version of HourzPro are:

HourzPro.prc HourzPro PalmPilot application

Reportz.prc Reportz PalmPilot application

HourzSetup.exe Setup program for HourzSync

HrzSync.dll HourzSync conduit to be installed in Pilot directory
HourzMan.pdf Thismanual and software license agreement
ReadMe.txt Release notes for thisversion

Installing HourzPro and Reportz

Use Pam’ s Instapp.exe utility program to install the files HourzPro.prc and Reportz.prc.
1) Install Pilot Desktop if you have not already done so.

2) Start the HotSync Manager if not already running.

3) UsePam’ sinstapp.exe program to install the files HourzPro.prc and Reportz.prc.
4) HotSync your PalmPilot.
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Upgrading from Hourz 1.x

If you purchased the HourzPro Upgrade Version, you must enter you Hourz 1.x registration key in
the “Register...” dialog to enable all program features. HourzPro will use the registration key from
Hourz if it already installed on your Pilot.

Installing HourzSync

HourzSync is a conduit that works with Palm’ s HotSync Manager to transfer HourzPro data and
reportsto your PC. It also imports QuickBooks lists into HourzPro and Reportz on your Pilot.

Follow these stepsto install HourzSync on your PC:
1) Exit the HotSync Manager
2) Runthe HourzSetup.exe program.

3) Inthe*“Save Report To:” field, enter the folder where you would like HourzSync to save
HourzPro reports during HotSync. If left blank, HourzSync stores reports in your HourzPro
user directory (C:\Pilot\<user>\HourzPro-Reportz\). Click the browse button to choose a
directory.

4) Inthe“Import ‘QBLISTS.IIF From:” field, enter the directory where you will store
QuickBooks Pro Lists that are to be imported into HourzPro/Reportz during HotSync. If left
blank, HourzSync searches your HourzPro user folder for QuickBooks List import files
(C:\Pilot\<user>\HourzPro-Reportz\).\). Click the browse button to choose a directory.

5) Check the “Replace Lists with QuickBooks Data” checkbox if you want to use QuickBooks
data exclusively. When HourzSync imports QuickBooks Lists into HourzPro/Reportz it will
delete the existing HourzPro projects and tasks.

Uncheck the “ Replace HourzPro Lists with QuickBooks Pro Data” checkbox if you don’'t plan
to use QuickBooks Pro or if you want to use custom projects and tasks.

6) Select the” Setup” button. HourzSetup copies the HourzSync conduit to your Pilot directory
and configures the Windows Registry.

7) Exit and restart the HotSync Manager.

Reconfiguring HourzSync

Y ou may change HourzSync preferences by running HourzSetup.exe at any time. Y our hew settings
will take affect after you restart the HotSync Manager.

Uninstalling HourzSync

Uninstall simply removes HourzSync configuration information from the Windows Registry. It
does not move or delete any files. Follow these steps to uninstall HourzSync:

1) Runthe HourzSetup.exe program provided with this software.

2) Click the“Uninstall” button. A confirmation dialog notifies you of success or any problems.
3) Exit and restart the HotSync Manager.

4) HourzSync will no longer synchronize HourzPro or Reportz.
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Time Reporting with HourzPro

HourzPro and Reportz are part of afour step time reporting process that allows you to capture the
time and expenses you incur on your projects and transfer the information to your accounting
system, invoices or timecards.

Step 1: Capture Your Time

Y ou use HourzPro as your time and expense gathering tool. HourPro provides a flexible and
powerful user interface that is easily customized to your unigque situation. The easiest way to
capture your timeisto enter it into HourzPro as you work.

Step 2: Create a Report of Time Worked

When itstime to transfer your accumulated time and expenses to your accounting System, you use
Reportz to generate areport your HourzPro Time Entries. Y ou select criteria, such aslast month’s
work on ABC Project, and Reportz creates atext report in one of several formats. Y ou select and
customize the format that best matches your accounting system and billing needs.

Step 3: HotSync Reports with HourzSync

Once you have generated one or more reports, you simply HotSync your PalmPilot. HourzSync
transfer the reportsto your PC and stores them in afolder of your choosing.

Step 4: Import or View Your Data

Thefinal step depends on your accounting system. Y ou can ssmply open thefile if your created a
tab or comma delimited report. Also, you can import your data into a custom database like
Microsoft Access or Claris' FileMaker Pro.

If you use QuickBooks Pro, you can import the time report into you QuickBooks Pro company file.
Once your dataisin QuickBooks Pro, you can easily assign the time and expenses to invoices, print
time reports, and transfer the time to payroll. See Working with QuickBooks Pro for complete
details.
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2. HourzPro User Guide

Basic Concepts

Time Entries

HourzPro allows you to track time by creating Time Entries. A Time Entry contains al the
information to describe a single period of work. The period of work can be several hours, awhole
day including breaks, or the work for an entire week.

Time Entries also allow you to track expenses and auto mileage.

Projects

Time Entries must be associated with a Project. Y ou can create as many projects as you need
limited only by available memory. The Project setstheinitial billing rate for a Time Entry. Therate
for a Time Entry can aso be customized. Projects a so capture the name of the client company, the
work order number, and several other fields.

To simplify the user interface and data entry, HourzPro omits the concept of a separate “client”
record. However, HourzPro Projects provide afield for the client name for billing purposes.

Tasks

Time Entries can optionally be associated with a Task. Y ou can specify the task manually or choose
from alist of existing Task Records. Y ou can create as many tasks records as you like limited only
be available memory.

If you have imported QuickBooks Pro data, the Tasks list contains the Service Items from your
QuickBooks Pro company file. A Service Item associates a Time Period with a particular type of
work in your QuickBooks Pro company file.

Time Worked
HourzPro provides several ways to specify the time that you work.
. Enter the start and end times. The gross hours are automatically updated to reflect the new
time.

- Usethe timer to accumulate more time. When atimer is stopped, the elapsed time is added to
the gross hours.

- Manually enter your timein the gross hoursfield.

- You can also specify thetotal break time during your work period which HourzPro
automatically subtracts from the gross hours to compute the total.

Reported Time Entries

Time Entries can be marked as “reported”. A reported Time Entry has been moved to the next stage
of your time reporting process. This may mean that you included the time on atime card, included
the time on an invoice, or created areport using Reportz — the HourzPro reporting application.

The reported status of a Time Entry isvisible in the Time Entry Details dialog and can optionally be
displayed in Project View as a checkbox in the left most column.
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Working with List Views

HourzPro provides two customizable list views: Project View and Day View. Each view has
unique features and options that are targeted for a particular usage scenario. Y ou can quickly
switch between Project and Day view by tapping the view selection buttons at the bottom of the
screen. From either list view you can:

. Create anew Time Entry
. Change display options
. Go to Reportz — the HourzPro companion application

. Select the quantity to be displayed in the right column and the totals field (total dollars, net
hours, expenses, or mileage).

. Filter the records displayed (by date or by project for Day/Project View respectively)

Project View

Project View displays all the Time Entries for a selected project or al projects. Its purposeis
twofold:

. Provide a*“big picture” view of your time worked
- Provide an easy way to enter time previously worked

Project View can display Time Entriesin either acompact format or an expanded format. See
Customizing Display Options later in this manual. Both versions are illustrated bel ow:

m  All Projects m  All Projects

2/24 HourzPro Consulting:  $160 9/24 HourzPro Consulting]  $160
Debugged list view /24 'Web Site Design | 5
924 ‘'Web Site Design @
Drew button graphics

 Total: $135  Total: $135

Compact Project View and Expanded Project View

In Project View, you can easily see your reported Time Entries.

Day View

200 am  iHowurz Consultin F1e0
500 priviDebugged list wiew

00 prn (Web Site Design @
Mo time Drew button graphi

Dy w Total: $135
Day View
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Day View displays all the Time Entries on asingle day. Day View isnot filtered by project.

Day View isdesigned for entering your daily hours as you work them. For this reason, the start and
stop times are displayed in the left most column so you can easily see the order and duration of your
tasksthat day.

There are several convenient featuresin Day View that making entering time easy:
. Day View can automatically start a Timer for each new Time Entry. This can be
enabled/disabled from the “ Preferences’ dialog.
. Easily switch tasks from Day View by starting atimer for an existing Time Entry. Simply tap
the “total” column of the entry you are switching to.
. Easily view the total hours worked for today or any other day.

- Use Easy Entry to create new entries without having to enter al the details. See Using Easy
Entry below.

Using Easy Entry

With Easy Entry, you can create Time Entries with two taps from the list view. Easy Entry isa
special feature of Day View that allows you to create a new task without having to enter all the
details. Use Easy Entry when you start atask at the beginning of the day when you don’t have al the
work details.

When you tap the “New” button in Day View, a Popup menu is displayed above the entry so you
can choose either atask or aproject. A preferencein the“List View Options’ dialog determines
which is displayed.

200 arm  Howrz Consultin F1e0

500 priDebugaed list view

00 prn (Web Site Dezign [%
7:00 prniDrew button arachi

00 prn gl ]
Mo tirne| Manual G}

Wab Site
£ Conduit

Day w Total: $125

| (i) (Show) (Feporte)
Using Easy Entry in Day View

Note: If you set the preference to popup the Task List, HourzPro may still decide to popup the
Project List if it can’'t determine what project to use for the new Time Entry. This happens when
there are no Time Entries on that day. Normally, the project for the most recent Time Entry is used
for the new Time Entry.

Using Timers in List Views

When an entry’ stimer is running, HourzPro displays the Active Timer Control in the right most
column for that entry. Entries without running timers are displayed normally based on the Totals
Popup. Y ou can start or stop the timer for entriesin list view simply by tapping the rightmost
column.

Note: If thetotal isnot set to “Hours’ or “Total”, you will not be able to start/stop timers from list
view, and the Active Timer Icon will not be displayed for entries with running timers.
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m - AllFro

jects

2424 iHourzPro Consulting
Debugged list view

G

9424 'Weab Site Design
Drew button graphics

&

/24 HourzPro

0]

w Total: $155

List View with Multiple Running Timers

Viewing Totals

Either list view alows you to select the quantity that is to be displayed in the totalsfield and in the
right most column. Simply tap the totals popup at the bottom of the screen and select a new

quantity.

Note: If thetotal isnot set to “Hours’ or “Total”, you will not be able to start/stop timers from list
view, and the Active Timer Icon will not be displayed for entries with running timers.

m w All Projects
9/24 HourzPro Consulting  $160
Crebugged list view
9/24 'Web Site Dezign [%
Drew button graphics
9/24 ‘HourzPro 0

Hours
Expenzeas

Doy [rdiles

List View with Totals Popup Displayed
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Editing Time Entries

Entry View allows you to specify the details of a Time Entry. HourzPro displays Entry View when
you create a new Time Entry or when you tap on an existing entry in one of the list views.

Project: Zozkware HourzPra -
Task: Design -
Tirnes:
Tirner:
Hawrs: 9
Break: 1
Tatal:
Horne page buttond

I: Crane :I[: Shaw... ]I:Detuils...:l

HourzPro Entry View

In Entry View, you can:

. Change the date of the entry by tapping the date select trigger in the upper right of the screen.
. Change the project assigned to an entry. Time Entries must have a project.
. Optionally choose a Task from the Task List Popup, or manually enter a custom Task.
. Enter the start and/or stop times by tapping on the* Times.” selector.
. Start or stop the timer by tapping on the “On”/” Off” timer controls.
. Manually enter the gross hoursin the “Hours:” field.
. Enter your break timein the “Break:” field.
Enter a description of the work at the bottom of the screen.

When you change any field affecting the total money for the entry, HourzPro automatically updates
the display.

Changing the Project

When an Time Entry is created, its project is set to either the current project (viewed in Project
View) or to thefirst project in thelist if viewing all projects.

Y ou can change the entry’ s project using the “ Project” popup menu. When you change an entry’s
project, the entry’ srate changes to that of the new project.

Theratefor aTime Entry isoptionally displayed next to the “Hours:” field.

If you have specified a custom rate (See Editing Entry Details later in this section), you can reapply
the project rate by reselecting the entry’ s project from the “ Project” popup menu.

Selecting a Task

Y ou can optionally choose atask to describe the work performed. Tasks can be manually entered or
chosen from the Task List Popup Menu. Y ou can customize the list of predefined tasksin the Task
List Popup Menu.

If you are using QuickBooks Pro, the Task List contains your QuickBooks Service Items. Service
Items are like billing codes. They are used to identify the type of work and the billing rate in
QuickBooks Pro.
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Entering Start and End Times
Tapping the “ Times.” selector opens the Set Hours Dialog.

Start Timne: - mﬂE

11 15

2P 20

End Timne: 1 25

. 2 =30

2 e

4 40

s ||s

[ 50

7 3|55
Set Hours Dialog

When you select start/end times, the gross hours displayed in the “Hours.” field are updated to
reflect the new time.

Caution: If you have time accumulated in the“Hours.” field from Timers, thistimewill be
replaced when you edit the start/end times.

HourzPro does not put any constraints on the start and stop times. Y ou can choose a start time that
is later than the end time.

Note: To simply the user interface, HourzPro does not provide an “end date”. Because of this, the
maximum time that can be specified from the Set Hours Dialog is 23 hours 55 minutes. However,
you can manually enter up to 99 hours 59 minutesin the “Hours:” field.

If the entry’ stimer is running, you cannot modify the End Time because it is undefined. In this case,

Y ou can clear the start and/or end time by tapping the “No Time” button. This sets the selected time
to an undefined state. The gross hours are set zero in this case.

Entering Time Duration Values

Y ou can enter duration valuesin both the “Hours.” and “Break:” fields. These fields support
flexible data entry asfollows:
- Clock Notation: “12:45”

. Decimal Notation: “12.75". When you click out of the field, decimal values are converted to
clock notation.

. Support for commas or periods: “12,75" isthe sameas“12.75”
- Hours with no minutes: “12". When you click out of thefield, thefield is converted to

Using the Entry Timer

Y ou can start or stop the timer for an entry by tapping the “On” or “ Off” control buttons. The
timer’s current state is reflected by the highlighted button.

When atimer is started, the End Timeis cleared because it is not known. By starting and stopping
the timer you can easily track time over awork period where you take many breaks or frequently
switch tasks. The End Time reflects |ast time you stopped work.

When atimer is stopped, the end time is set to the current time, and the accumulated timeis added
to the gross hours of the entry.

Note: HourzPro does not track multiple start and stop times for asingle Time Entry. If you need
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thislevel of detail, you should created anew Time Entry for each work period.

Editing Entry Details

Y ou can enter details for a Time Entry by tapping on the “Details...” button at the bottom of the
Entry View.

HourzPro Entry Details E)

Rate: $20 O custor

Location: Home Gffice]

Reported: O
Priwate:

*
HourzPro Entry Details Dialog

Other Details

Y ou can track project expenses using the “ Expenses.” field. Expenses can beviewed in the List
View when you set the Totals popup to “Expenses’.

Y ou can enter the milesyou drive in the “Mileage:” field.
The“Location:” field can contain the place where you work or anything else you like to store.

If the Time Entry has been included in areport generated by the Reportz companion application, the
“Reported” checkbox will

be checked.

The “Private’ checkbox will hide the record when you specify “Hide Private Records’ from the
security application.

Other Details

Y ou can delete the Time Entry by tapping the “Delete...” button. A confirmation dialog will make
sure you want to delete the record.
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Editing Projects and Tasks

Editing the Project List
There are two ways to open the “Edit Projects’ dialog:
. From any List View or Entry View, select the “Edit Projects...” menu item from the “ Settings”
menul.
. From Entry View, tap the “Projects’ popup. Then select the “Edit Projects...” menu itemin
the displayed popup.

HaurzPra
Uszer Guide
Web Site

[k ][ Mew ] [ Edit ] [Delete]

Edit Projects Dialog

The Edit Projects dialog displaysthe list of available projects without filtering hidden projects.

Creating a New Project

The Edit Project dialog is displayed when you select either the “New” or “Edit” buttons. A new
project has a default rate of $0.

Edit Project

Marne: HourzPro
Client: Zoskware

W 212599-774
Other:

O Hide in List

Edit Project Dialog

Enter the project name and client name. Enter the billing rate for the project.

Check the “Hidein Lists” checkbox if you no longer actively use the project but want to retain
billing information. HourzPro will hide the project in all popup lists.

Theremaining fields are for your own use. Y ou can use them to store additional project
information.

Changing a Project’'s Rate

When you select the “Edit” button from the Edit Projects Dial og, the selected project isdisplayed in
the Edit Project dialog. Y ou can modify any of thefields and click “OK” to save them.

If you change the “Rate:” field, the following choice dialog is presented:
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Project Rote Changed

You changed the rate of
aproject. Do you want
all entries in that
project to be updated
with the new rate ¥

Project Rate Changed Choice Dialog

If you select “Yes’, al Time Entries associated with the project will be assigned the new rate.

If you select “No”, the Time Entries associated with the project will not be updated and will appear
to have a custom rate. See Customizing the Rate in the previous section.

Deleting a Project

To delete aproject, tap the “Delete” button. HourzPro will not allow you to delete the last project
inthelist.

Caution: Deleting a project is not undoable. When you delete a project, all TimeEntries
associated with that project are moved to thefirst project in the database.

Editing the Tasks List

The HourzPro Tasks List issimilar to the Categories List of other common PalmPilot application
with the exception that HourzPro alows you define to as many tasks as you like limited only by
available memory.

There are two ways to open the “Edit Tasks’ dialog:

. Fromany List View or Entry View, select the “Edit Tasks...” menu item from the “ Settings’
menul.

. From Entry View, tap the “Projects’ popup. Then select the “Edit Tasks...” menu itemin the
displayed popup.

Cansulting
Lunch
Meeting
Phane Call
Trawel

[k 1 Mew ][Renarne] [Delete ]

Edit Tasks Dialog

From this dialog you can create a new task, delete tasks, and rename existing tasks.
Note: HourzPro will not allow you to delete the last task in the list.
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Using Timers

Timer Basics

HourzPro supports a stopwatch work timer for each Time Entry. When an entry’ stimer is running
(“On™), the end time is unknown and not editable, and time is accumulating. When you stop an
entry’ stimer, the accumulated time is added to the gross hours and the end time is set the current
time. Y ou can restart/stop an entry’ stimer as often asyou like.

Multiple or Single Timers

By default, HourzPro allows only one running timer at any given time. In this mode, when you start
anew timer, the currently running timer is stopped and its entry is updated with the new time. This
makes it very easy to switch from task to task with asingle click.

To alow multiple simultaneous timers, check the “ Allow Multiple Timers’ checkbox in the
Customizing Preferences for detailed information.

In multiple timer mode, HourzPro does not automatically stop the running timer when you start a
new timer.

To stop all running timers, select the “Stop All Timers...” menu item from the “ Options’ menu.
Thisis convenient at the end of the day.

Note: Thisisnot normally necessary, since the default mode is one timer only.

Rounding Times

Timers capture time in whole minute increments rounded to the number of minutes specified asthe
“Round Times.” preferencein the “ Preferences’ dialog. See Customizing Preferences for details on
setting the rounding time.

For example, if you have selected a“Round Times:” setting of 5 minutes, HourzPro will round the
accumul ated time to the nearest 5 minutes. In this case, accumulated time of two minutes rounds to
zero while and accumulated time of three minutes rounds to five minutes.

Starting/Stopping Timers from List Views

Timers can be easily toggled from any expanded List View. See Using Timersin List Views earlier
in this document.

Starting/Stopping Timers from Entry View

Timers can be manually controlled from the Entry View. See Using the Entry Timer earlier in this
document.

Timer Auto-Start from Day View

When you a create anew Time Entry in Day View, HourzPro automatically starts the timer for that
entry. Day View isdesigned to start/edit tasks as you work during the day. Of course, other running
timerswill be stopped if you don't allow multiple timers.
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Customizing Display Options

HourzPro alows you to customize many aspects of the display to suit your individual work habits.

List View
To openthe“List View Options’ dialog either:
. Tapthe“Show...” buttonin any List View
. Select the“List View Options...” menu item from the “ Settings” menu.

List View Options ﬂ

[ Show Reported Entries
[ Compact Praject Yiew 1 line)
Easw Entry Popup: = Project

Project Fields: Day Fields:

' Project ' Project
[ Task # Task
' Mermo ' Mermo
' Reportad
List View Options Dialog

Show Reported Entries

When this checkbox is checked, reported entries are visiblein list views. To hide reported entries,
uncheck this checkbox. This alows you to view only the Time Entries that have not been billed.

Compact Project View

Project View can be drawn in acompact or expanded format. Compact format displays only one
line per Time Entry. Expanded format allows two lines per Time Entry and the Active Timer
Control can be viewed and controlled.

To select the compact viewing mode, check this checkbox.

Note: When viewed in compact form, you will not be able to see which entries have running timers
unless you open them individually.

Easy Entry Popup

Easy Entry is aconvenient way to create new Time Entries available from Day View. See Using
Easy Entry for more details.

Y ou choose the behavior of Easy Entry by selecting an item in the Easy Entry Popup Menu:
. Project causes Easy Entry to popup thelist of projects
. Task causes Easy Entry to popup thelist of tasks. The project is set the project of the latest

entry on the current day. If Easy Entry cannot determine which project to use, it will popup the
project list rather than the task list.

- None disables the Easy Entry feature.

Project Fields and Day Fields
To customize the display of the Project List View, you can check/uncheck the available checkboxes.

HourzPro will intelligently determine how to maximize the available display areafor all theitems
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you select.
If you uncheck all the items, HourzPro still displays the project name.

If you check the “Reported” checkbox, Project View displays the reported status of each entry asa
checkbox in the left-most column of the Project List View.

Entry View

The Entry View can be customized to your work habits by hiding the items you don’t use. When an
item is hidden, the remaining controls in the view are condensed and the text description areais
expanded to provide more memo viewing area.

For example, if you don't use start/end times and you don’t want to see the total dollars displayed,
simply uncheck the “ Show Times’ and “ Show Total” checkboxes.
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Customizing Preferences

HourzPro provides several settings to customize time tracking for your situation. Y ou can change
preferences by selecting the “ Preferences...” menu item from the “ Settings” menu.

' Show Client Marnes
O Show Hidden Projects

O Allow Multiple Tirmers

[ Start Timer for Mew Day Entries
Round Tirmes Ta: {5

[efault Break:

[ Show Syrnbol Before Yalue

HourzPro Preferences Dialog

Showing Client Names

When “ Show Client Names® is checked, HourzPro prepends a project’ s client name to the project
name for display purposes. For example, if you setup a project with aclient name of “Zoskware”
and a project name of “HourzPro”, the displayed project name would appear as“Zoskware
HourzPro”. With the " Show Client Names’ checkbox unchecked, the project would appear simply

Show Hidden Projects

Projects that you no longer actively work on can be designated hidden. See Editing Projects and
Tasks for details on marking a project hidden.

To show hidden projectsin popup lists, check the “ Show Hidden Projects’ checkbox. If you want
hidden projects to be filtered out, uncheck it.

Allow Multiple Timers

The“Allow Multiple Timers’” checkbox sets the timer mode for HourzPro. See Using Timers for
more information.

Start Timer for New Day Entries

When this checkbox is checked, the timer for new entries created from Day View will automatically
be started.

Round Times

HourzPro rounds times to the nearest value you specify in minutes. Accumulated timeis rounded
and start/end times are rounded . See Using Timers for more information on timers.

Default Break

When an new entry is created, HourzPro can automatically insert a default break time into the entry.
Thisis convenient if you always take the same lunch break everyday. Enter the break in minutes that
you want automatically inserted. If you enter zero, no break will be inserted.

Y ou can always customize the break by manually editing it.
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Currency Display Preferences

Enter the symbol you use for currency. Y ou can also specify whether the symbol should appear
before or after the money value.
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Common Usage Scenarios

One Project — Simple
If you work on asingle project for along period of time and don’t need to track the tasks you work
on, the following options may be useful:
. Uncheck the “ Show Client Names’ preference. Thiswill provide more viewing areafor your
task and text notes.

- Uncheck the “Project” optionin the List View Options dialog. Thiswill provide more viewing
areafor your task and text notes.

. Set “Easy Entry” to “None” if you don’t want to be bothered with the Easy Entry popup.
- Uncheck the “ Show Task” option in the “Entry View Options’ dialog.

If you work on asingle project for along period of time, the following options may be useful:
. Uncheck the “ Show Client Names’ preference. Thiswill provide more viewing areafor your
task and text notes.

- Uncheck the “Project” optionin the List View Options dialog. Thiswill provide more viewing
areafor your task and text notes.

. Set “Easy Entry” to “Task”. Thiswill makeit easy to track tasks for your single project.

Many Projects/Clients — Switch Once Per Day

If you work on several projects during the course of aweek, but you typically only work on one of
those projects on any given day, consider using the following preferences:

. Check the “Project” preferencein the List View Options so you can easily see which project is
associated with each work task.
. Optionally check the “ Show Client Names® preference to provide better context for the display.

. Set “Easy Entry” to “Task”. Thiswill make it easy to switch tasks for asingle client. At the
beginning of each day, HourzPro will prompt you for the project the first time you create an
entry. After this, HourzPro will display the “Tasks’ popup so you can easily switch tasks.

Many Projects/Clients - Switch Projects Frequently

If you work on several projects during the course of aday, consider using the following
preferences:

. Check the “Project” preferencein the List View Options so you can easily see which project is
associated with each work task.
- Optionally check the “ Show Client Names® preference to provide more context for the display.

. Set “Easy Entry” to “Project”. Thiswill makeit easy to switch projects.

Track Hours Worked Only

If you don’t need to track the start and end times for your clients, consider the following settings for
Edit View Options:

. Uncheck the* Show Times’ and “ Show Break” checkboxes since you don't track time.
. Set the “Default Break” field in the “ Preferences’ dialog to zero.
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3. Reportz User Guide

Reportz Basics

Reportz is a companion application to HourzPro that allows you to collect and report the time and
expenses captured with HourzPro. See Time Reporting with HourzPro earlier in this document for
an overview of time reporting concepts.

Report List View

Reportz maintains alist of the reportsit has generated. The Report List View displays the date each
report was created, thetitle of the report and the total money for the time entries in the report.

9425 Hourz-Repart e
9425 ABC Co Billing $12

Reportz List View

Y ou create a new report by tapping the “New” button. See Creating Reports for an extensive guide
on creating reports.

Y ou can change format options by tapping the “Format...” button. Y ou aso have an opportunity to
change format options whenever you create a report.

Y ou can quickly go back to HourzPro by tapping the “HourzPro” button.

Report Content View

Reportz does not permit editing of the report data once it is generated. However, you can view the
report content by tapping areport in the Report List View. The Report Content View ismuch like
the MemoPad except you cannot edit or copy the text.

Deleting Reports
Reports can be deleted individually from the Report Content View.

You can also delete all reports using the “Delete All Reports...” menu item from the “Options’
menul.

Normally, you don’t need to delete reports. HourzSync takes care of this automatically when it
transfers you reports to your desktop computer. However, if you have changed the default
preferences, HourzSync may not delete your reports during HotSync.
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Reportz Preferences

Reportz has one preference for you to customize — “ Del ete Reports After HotSync”. To change this
preference, select the “ Preferences...” menu item from the * Options’” menu.

Reportz Prefs

[# Delete Reports After HotSync

Reportz Preferences Dialog

When the " Delete Reports After HotSync” checkbox is checked, HourzSync deletes all reports
within Reportz after they are transferred to your desktop computer.

If this checkbox is not checked, HourzSync does not delete your reports. Y ou may want to change
this setting if you want to see along-term list of the reports you created.

With either of these settings, HourzSync will not transfer a report twice.
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Creating Reports

Step 1: Choose a Report Format
Thefirst step in creating areport is selecting and customizing areport format.

Thefirst time you create areport, Reportz displays the Report Format Dialog. This allows you to
choose the format you need and customize its options. The Report Format Dialog is shown below
for both QuickBooks Pro format and Comma Separated VVaue format.

QuickBooks Pro Setup £} Text Report Setup a
Format: * CuickBooks Pro Format: w Excel (540
QuickBooks Company Info: Ernployee: JohnDoe e

Marne: Zozkware Headings: O1

I -202 1042675 Fields: [® Employree i
Ernployee: » John Doe [ ProjectMarne
-U ClientMarne
O OwerrideTask With ltem: n g ReportDate
w Consulting [ StartTime
# EndTirne b
'

Report Format Dialog (QuickBooks Pro and Comma Separated Values)

To select adifferent report format, use the “Format:” popup menu to make your selection. The
available selections are described below.

QuickBooks Pro Format

HourzPro/Reportz can exchange information with QuickBooks Pro via Intuit I nterchange Format
(I1F) files. When you select the QuickBooks Pro format, Reportz generates time report data that
complies with [1F and includes the information that QuickBooks Pro requires for importing Timer
Activities.

See Working With QuickBooks Pro for complete details on how to setup HourzPro/Reportz to
exchange data with QuickBooks Pro.

Excel (CSV) Format

When you select Excel (CSV), Reportz uses commas*,’ to separate export fields. Thisisacommon
format used by many spreadsheets and databases.

Excel (CSV) format alows you to customize the fieldsincluded in your report. See Customizing
Format Options for more details.

Tab Separated Format

When you select Tab Separated format, Reportz uses tab characters to separate export fields. Like
Excel (CSV) Format, this format allows you to customize the fields included in your report.

Step 2: Specify Report Criteria

After you choose aformat, you need to specify the criteria used to gather HourzPro Time Entries.
Below isthe Create Report Dialog:
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Create Report ﬂ

Forrnat: Q

Title: Hourz-Report

Froject: w All Frojects

Period: w Anyw Date

Statuz: w Unreported Cnly
Action: w Mark Entries Reported

Create Report Dialog

The criteria provided are:

. Title: Enter atitle for the report. HourzSync appends an appropriate suffix to your report
filewhen itstransferred to the PC (.iif, .csv, or .txt).

. Project: Select Time Entriesfrom “All Projects’ or from one specific project.

. Period:  Select the date range of Time Entriesto include. Several convenient options are
provided or you can specify acustom period.

. Status:  Choose whether to include Time Entries based on their reported status. Normally,
you should select “Unreported Only”.

. Action:  After thereport is created, Reportz can optionally perform an action on all Time
Entries include in the report. Reported Time Entries can be deleted or they can be
marked reported. If you don’t want either of these options, select “None”. Marking
entries reported is an easy way to track the Time Entries that have been transferred
to your PC.

Step 3: Create the Report
To create the report, smply tap the “ Create” button.

If your report does not include any Time Entries, Reportz will not create a report and will notify
you with an alert dialog.

Report sizeislimited to 32K. If your report includes so many Time Entries that the maximum size
is exceeded, Reportz will save the partia report and inform you that all entries could not be
included. Y ou can then create another report with the same criteriato capture the remaining Time
Entries (assuming that you marked entries billed or deleted them).

Step 4. HotSync Your Reports to Your PC

Once you have created one or more reports, you can transfer them to your PC using HourzSync.
Simply HotSync your PalmPilot and the HourzSync conduit takes care of transferring your reports.

HourzSync stores each report in a separate text file in the HourzSync Reports Folder. The name of
the report file is based on the title of the report. HourzSync appends an abbreviated date and a suffix
depending on the report format:

IF QuickBooks Pro Format
.Csv Excel (CSV) Format
TIXT Tab Separated Format

When you setup HourzSync, you were asked to specify the “ Reports Folder”. Thisis where your
reports are stored.

A QuickBooks Pro report might be transferred to afile named “Hourz-Report 9/27.iif".

Step 5: Import or View Your Reports
Once your reports are on your PC, you can do severa things with them depending on the report
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format.

QuickBooks Pro reports are ready to be imported into your QuickBooks company file. See
Working with QuickBooks Pro for more information.

To open an Excel (CSV) report, simply double-click the file in Windows Explorer. Excel will be
launched, and will display your report.

Y ou can import Tab Separated or Excel (CSV) reportsinto many off-the-shelf database applications
like Microsoft Access, FileMaker Pro, FoxPro etc.
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Customizing Format Options

Text Reports

Both Excel (CSV) and Tab Separated report format are referred to as “ Text Reports’. Reportz
provides many customization options for Text Reports asillustrated below:

Text Report Setup a

Format:  Excel {54

Headings: O

Fields: |[# Emploves Ly
[ Projectiarne

[ ClientMarne
[ ReportDate
B StartTime

[ EndTime -
N
Text Report Setup

Since HourzPro does not track an employee name for each Time Entry, you can enter your
employee namein the “ Employee:” field.

Y ou can optionally include headings in your report. When this option is selected, Reports creates a
column heading in the first line of the report that includes the names of all fields included in your
report. This makesit easy to identify the datain each column.

Reportz gives you the ability to choose which fields should be included in areport and in what
order they are to beincluded. Usethe “Fields:” list checkboxes to include or remove fields.
Checked fields are included and unchecked fields are not.

To changefield order:

. Sdlect the field to be moved

. Tapthe“Up” or “Down” buttons to move the field to the desired position. Thislist is scrolled
as necessary.
To restore the default field order, tap the “ Defaults’ button at the bottom of the screen.

QuickBooks Pro Reports

QuickBooks Pro reports cannot be customized. However, you must enter required information
before avalid report can be generated. See Working With QuickBooks Pro for more complete
details.
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Working with QuickBooks Pro

Overview

HourzPro/Reportz can serve as atime capture tool for QuickBooks Pro. HourzPro/Reportz
function much like the Timer application shipped with QuickBooks Pro. The difference isthat
HourzPro/Reportz run on the PalmPilot and Timer runs on the PC. The following outline describes
how to use QuickBooks Pro with HourzPro:

1) If you are using QuickBooks Pro, you must first import QuickBooks Pro Lists from your
company file into HourzPro and Reportz. Y ou should do this before you create Time Entries
with HourzPro or generate reports with Reportz. See Importing QuickBooks Pro Lists for
details.

2) Once QuickBooks data has been imported, you capture your time with HourzPro just as you
normally would. See Using Imported Data in HourzPro for details.

3) Whenitstimeto transfer your Time Entries to QuickBooks, you use Reportz to generate a
QuickBooks Pro report. See Choosing QuickBooks Pro Report Settings for details.

4) Youthen transfer your reportsto your PC using HotSync and the HourzSync conduit.
HourzSync stores reports in the Reports Folder you specified during HourzSync setup.

5) Thefinal stepistoimport your time report into QuickBooks Pro. See Importing Reports Into
QuickBooks Pro.

Importing QuickBooks Pro Lists

To use HourzPro with QuickBooks Pro, you must first import QuickBooks information into
HourzPro and Reportz on your PalmPilot. These instructions assume that you have already created
a QuickBooks Pro company file with lists of customers/jobs, employees, and service items. Refer
to your QuickBooks Pro user guide for information on setting up your company file.

1) Open your QuickBooks Pro company file.

2) Select the“Export Listsfor Timer...” menu item under the “ Timer Activities” under the “File”
menul.

3) QuickBooks Pro displaysthe Timer Export dialog.
4) Select the”OK” button.
5) QuickBooks Pro asksyou to save the export file.

6) Selectthe“QBListsFolder” that you specified when you installed HourzSync. If you forgot the
directory, you can run HourzSetup.exe to view or edit the “ QBLists Folder”.

7) Savethefileas" QBListsiif”. You MUST namethetimer export file“ QBLists.iif” . If you
don’t, HourzSync won't import your QuickBooks Pro datato your PalmPilot.

8) HotSync your PalmPilot. HourzSync transfers your QuickBooks Pro Company datato your
PalmPilot.

Verifying QuickBooks Pro Import

To verify that your QuickBook Pro data was transferred, follow these steps on your PalmPilot:
1) Launchthe“Reportz” app by tapping itsicon on your PalmPilot.

2) Tapthe“Format...” button at the bottom of the screen.

3) Select the " QuickBooks Pro” from the *Format” popup menu at the top of the screen.
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4) Reportz will inform you that you need to make some selections. Thisis normal.

5) If your company name is displayed and your company 1D is not zero, your QuickBooks Pro
data has been successfully imported to your PalmPilot.

6) You may now choose which employee you are from the “Employee:” popup lists.

Using Imported Data in HourzPro

What Data is Imported?
HourzSync transfers QuickBooks Pro data as afollows:

- Your QuickBooks Pro company file name and id are stored in Reportz preferences. This
information is needed later when you transfer reports into QuickBooks Pro.

- Your QuickBooks customer:job list is stored in the HourzPro project list. The customer name
isstored in the Project’ s* Client Name” field, the job name is stored in the Project’ s “Name’
field. If there is no job name, then the customer is stored in the Project’ s “Name” field.

- Your QuickBooks Service Items are stored in the HourzPro Tasks List.
Y our QuickBooks Employee List is stored as Reportz preferences options (see bel ow).

Note: If you choseto “Replace Lists with QuickBooks Data’, HourzSync deletes all your existing
HourzPro projects and tasks.

Assigning Service ltems

QuickBooks Pro requires that you assign a Service Item to each Time Entry. Y ou have two options
for assigning Service Items to time entries:

. UseHourzPro Tasks: Thelist of QuickBooks Pro Service Items are added to your HourzPro
Task List. You can assign unique Service Itemsto each Time Entry by selecting the desired
item from the Task List.

. Choose One Serviceltem: If you only use one Service Item or you want to use HourzPro
tasks for another purpose, you can choose to have Reportz use asingle Service Item for all
Time Entries. See Choosing QuickBooks Pro Report Settings for more details.

Choosing QuickBooks Pro Report Settings

Once you have successfully imported your QuickBooks Pro data, you must make the required
selections in the QuickBooks Pro Format dialog before creating reports:

QuickBooks Pro Setup £}

Format: ¥ QuickBooks Pro

QuickBooks Cornpany Info:
Marne: Zoskware
I -2021043675
Ernployee: » John Doe

O OwerrideTask Withltem:
w» Consulting

Reportz QuickBooks Pro Setup Dialog

Select an Employee

Y ou must select an employee from the “Employee” popup list. Reportz and QuickBooks require
thisinformation. The list contains the employees defined in your QuickBooks Pro company file.
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Optionally Select a Service ltem

QuickBooks Pro requires that you assign a Service Item to each Time Activity. Normally, Reportz
uses the Task field from your HourzPro Time Entries as the QuickBooks Pro Service Item.
However, if you use the HourzPro task field for something else, you can override this behavior by
checking the “Override Task with Item” checkbox. Y ou must then select an item from the list of
QuickBooks Pro Service Items. In this case, Reportz uses your selection as the Service Item for all
Time Entriesin the report rather than the entry’ s task.

Importing Reports into QuickBooks Pro

Once reports have been transferred to your PC, they are ready to be imported into QuickBooks Pro.
Follow these steps to import areport into QuickBooks pro:

1)
2)

3)
4)

5)
6)

Open your QuickBooks Pro company file.
Select the “Import Activitiesfrom Timer...” menu item from the * Timer Activities” submenu

Select the “OK” button.

Use the Windows Open File Dialog, navigate to your reports folder and select the report you
want to import.

If there are problems with the data, QuickBooks Pro asks you to correct them.

Once the data has been imported, QuickBooks Pro displays a confirmation dialog named
“QBPro Timer Import Summary” from which you can view details of all theimported time
records.
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4. Trouble-Shooting Guide

Where Are My Reports?

HourzSync stores your reportsin the folder you specified when you ran HourzSetup.exe. If you did
not specify afolder, HourzSync stores the reports in the HotSync directory for your Pilot User
Name: C:\Pilot\<User Name>\HourzPro-Reportz.

Why Didn’t HourzSync ImportMy QuickBooks Pro Lists?
If you are having trouble importing QuickBooks Pro data, make sure you have done the following:

- You must install HourzSync using the HourzSetup.exe program. You must restart the
HotSync Manager for the changes to take effect.

- You must already have setup your QuickBooks Pro company file. It must contain lists of
employees, service items, and customers/jobs. See your QuickBooks Pro documentation for
more details.

- When you export your QuickBooks Pro timer data, you must saveit in afile named
“QBListsIF". Y must save thisfilein the folder that you chose when installing HourzSync.

- You must HotSync your Pilot after you have exported your datato QBLists.iif.

How Do | Restore HourzPro Data After a Hard Reset?

HotSync does not automatically restore your backed-up databases after your PamPilot is hard
reset. Y ou must configure the HotSync Manager’ s System Conduit to do this using Pilot Desktop.

1) Makeabackup copy of your “Backups’ folder. Your backupsfolder islocated in
C:\pilot\<user name>\backups where <user name> is your HotSync name (or the Windows
munged name version of your HotSync name).

2) Open Pilot Desktop (Pilot.exe)

3) Select your PalmPilot user name from the popup menu.

4) Sdlect the " Custom...” menu item from the “HotSync” menu.

5) Select the “ Sytem Conduit” and click the “Change...” button.

6) Select the“Desktop Overwrites Pilot” radio button and click the “OK” button.
7) HotSync your PalmPilot.

Y our HourxPro and Reportz databases should be restored after you HotSync.

Is HourzPro Compatible with Hourz 1.x?

HourzPro and Hourz 1.x are completely independent programs. HourzPro stores its datain separate
databases in adifferent format than Hourz 1.x.

If you are using Hourz 1.x, you should complete your billing cycle using Hourz 1.x and then switch
to HourzPro. Thereisno data transfer utility.

Why are My Running Timers Not Displayed in List Views?

Y ou probably have the totals column set to display “mileage” or “expenses’. In either of these
modes, the timer controls are not displayed.
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How do | Track the My Break Start and Stop Times?

HourzPro Time Entriestrack a single start and stop time. If you need to track start and stop times
for each segment of work time, you should create individua Time Entries for each time period.

Why Is the Rate of My QuickBooks Pro Projects Always $07?

QuickBooks Pro does not export the project rate information. Y ou can manually enter the rate for a
QuickBooks Pro project, but it will not affect any billing ratesin your QuickBooks Pro company
file.
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