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GUGUUS.COM 

 

MANUAL FOR INVITED USERS 
 

Welcome to guguus.com!  

You were invited by e-mail to use the guguus.com time registration service. With guguus.com you can easily 

manage your time sheet and create individual reports. 
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2. FIRST TIME VISITORS ON GUGUUS.COM 

Inside the e-mail is a link which directs you to your personal account on guguus.com. 

A click on the link brings you to a site looking more or less like this one: 

 

 

 

 

 

 

 

Help: Link in e-mail doesnΩt work: see chapter FAQ 

 

3. THE THREE PARTS 

 

 

 

 

 

My account: Goto this site to make adjustments to your personal account 

Add records: Here you may insert your data 

Create reports: Get an overview and create your customized report. 

 

  



 

guguus.com is a trademark of mindphuel llc 
© mindphuel llc ς all rights reserved 

4. MY ACCOUNT 

On the page αmy accountά you may 

 Change e-mail address and name 

 Adjust login procedure 

 Adjust language 

 Create your login-shortcut 

SECTION αYOUR ACCOUNTά 

 

Use this form to change your 

- E-mail address 

- Name (as used on reports) 

 

All your entries are automatically save das soon as you click somewhere outside the edited field. 

Click the αsend linkά to receive the login-link another time. 

SECTION αt9w{ONAL SPECIFICATIONSά 

To acces your account from all over the world without 

using the login-link, turn on the αpassword loginά 

functionality: 

Chose an username and password, click the 

αsave/switch onά button and finished! 

 

 

From now on, go to www.guguus.com and click the αloginά link on the main page. 

 

Furthermore you may adjust the language and create a shurtcut/bookmark containing the login-information. 

 

  

http://www.guguus.com/
http://www.guguus.com/logon.php
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5. ADD RECORDS / INSERT DATA 

On the page αadd recordsά you may 

 Add records to your time sheet 

 Modify existing records 

 Delete existing records 

ADD REOCORDS TO TIME SHEET 

There are 2 possibilities to add a record: 

1. Clock in / clock out 

2. Manually record data 

CLOCK IN / CLOCK OUT 

 

Clock in: 

Click the button of the category for which you want to start the 

timing. 

 

Clock out: 

Click the button of the category for which you want 

to end the timing. 

 

 

The selection of categories is managed by the group account administrator, the person who sent you the 

invitation. 

You may simultaneously start differênt categories if it makes sense. 

 

Example with multiple categories: 

â 8 oΨclock start of work:  Clock in category αWorking Timeά 

ã 9 oΨclock, begin Project A: Clock in category αProject Aά 

ä 10 oΨclock, end Project A: Clock out category αProject Aά 

ß 17 oΨclock end of work:  Clock out category αWorking Timeά 
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MANUALLY RECORD DATA 

 

Use the manual input form to add working time subsequently. 

 

 

 

Fill in the form  step by step. Chose the date first, than the category. 

 

A click in the middle of the αStartά field opens the time 

screen: 

The numbers αлά to αноά in the upper section represent 

hours, the numbers αΥллά to αΥррά below the minutes. 

Example: Click on αмнά first, than the on the αолά below to 

fix a working start time of half past twelve. 

 

Repeat this sequence with the αStopά field to fix the end of the working time. 

Comments are optional. 

Save the entry by clicking the αǎŀǾŜά button. 

There is a limit of 23 hours and 55 minutes using manual input. 

 

MODIFY RECORDS 

ItΩs the similar approach as adding records manually (see chapter above). 

The last 10 entries are listet in the αRecently Addedά section. 

All entries are structured by year and month: 

 

 

 

Click the arrow button on the right side of the section header to expand the list of entries. 

All changes are saved immediatly as soon as you click somewhere outside the edited field. 
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DELETE RECORDS 

 

Click 1: Delete this record. 

 

Click 2: Confirm to delete. 

 

 

6. CREATE REPORTS 

On the page αCreate Reportsά you may 

 Create, save, delete reports 

 Look at and readjust reports 

 Print reports and send them as PDF 

CREATE REPORTS 

 

 

 

 

Create a report clicking on the appropriate button. 

To choose the time range, click the calendar symbol:  

 

 

 

Expert mode: 

Restore reports for any given time period: 

 Click the arrows to expand. 

 

Chose the date to refer. 

  



 

guguus.com is a trademark of mindphuel llc 
© mindphuel llc ς all rights reserved 

SAVE REPORT 

Next to the report header is the symbol representing the report status: 

Open lock: Report not saved. Click to do so. 

Closed lock: Report already saved. 

 

DELETE REPORT 

 

You find all saved reports in the αStored 

Reportsά section. 

 

 

 

READJUST REPORTS 

In the header section of an opened report you 

can adjust the summary level of a report as well 

as select another timespan. 

 

 

PRINT AND SEND AS PDF 

Click the appropriate symbols while in report view. 

This functionality is available for every single category, 

the summary only or the complete report. 

 

 

  


