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Timesheet Manager Shortcut Keys

Timesheet Manager is a fast entry system for manual timesheets that allows staff to process their own
timesheets electronically as well as admin staff keying manual timesheets.
Timesheet Manager is part of our TimeTrak suite of products.

This week's tip of the week covers the shortcut keys in Timesheet Manager which speeds up the data entry
process.

For those who are not familiar with Timesheet Manager then please check out our website:
http://www.exosoft.net.nz/Group.aspx?gid=2#TSM

Open Timesheet Manager.

In the opening screen, all staff member’s details will be displayed. Double click on the staff member that is to
be edited.
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The next screen is where you would add in the time entry information. Please note at the bottom of the

screen is this icon 2. Click on it.
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The next screen will pop up and display all the shortcut keys available. Use these to speed up the data entry
process.
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[‘Shortcut Key Help =
Shoreut Description it
INSERT Start new entry at the bottom of the grid F
LIHL +1 otart new enty at the bottom of the gnid
SHIFT +INSERT  Insert new entry below the current row
CTRLD Insert new disbursement row
F2 Edit the current arid cell =
SHIFT + 7 Lookup EXO data field (same behaviour as EXO)

TAB Go to the next cell to the right

EMTER Go to the next cell that requires entry

CTRL +5 Sawve current entries

DOWN ARROW Start new Row I

HOME Go to the first column of the current row

CTRL +HOME Go to the first column of the first row in the grid

EMD Go to the last column in the current row i
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Shortcut keys denoted by letters can be assigned to the Job Statuses,
Non-Billable and Non-Productive codes within the Timetrak Administrator
Console to speed up data entry (e.g.B can be used forBillable).
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