GUGUUS.COM

MANUAL FOR INVITEBERRS

Welcome toguguus.com!

Youwereinvited by emailto usethe guguus.com time registration servid#/ith guguus.conyou can easily
manage your time sheet and create individual reports
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2. FIRST TIME VISITORN GUGUUS.COM

Inside the email is a link which directs you to yopersonal account on guguus.com
A click on the link brings you to a site looking more or less like this one
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Start Jobs

Kategarie

‘ ’ Arbeitszeit

Manuelle Zeiterfassung

Datum Kategorie start Stop Kommen tar

[10.082000 | arbeitszeit v\ g4 | [1oa0 || |Coawe |

Letzte Eintrage

Help Link ine-mail doesr®work: see chaptelrAQ
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' My account Goto this site tanake adjustments to yoypersonalaccount

’/ Add recordsHereyou may insert your data

g Create reportsGet an overview and create your customized report

guguus.com is a trademark of mindphuel lic
© mindphuel licg all rights eserved




S LA NRd 1 TS 1 e

4. MY ACCOUNT (@

On the pagemy accounftyou may

e Changee-mail address and name
e Adjust login procedure

e Adjust language

e Create youtogin-shortcut

SECTIONMYOUR ACCOUNMT

Your Account Use this fom to change your

- Email address

E-mail Mame (on Reps) lagin

|phi|.on@theroad.ch

| |en gend link

- Name (as used on reports)

All your entries are automaticalgave dasoon as you click somewhere outside the edited field

Click theosend linkito receivethe loginlink another time

SECTION t 9QGNAL SPECIFICATIAGNS

Password login To acces your accoufrom all over the world without
using the logidink, turn on theopassword logia

Status: Passwiord Praotection iz OFF functionality:

Username | | Chose an username and password, click the

Password | | osave/switch ordibutton and finished!

Canfirm passwnrd| |

zavelswitch on

From now on, go tevww.guguus.conand click thedoginalink on the main page

Furthermore you ray adjustthe languageand ceate a shurtcut/bookmark containing the loginformation.
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5. ADD RECORDSIMNSERT DATA '/

On the pageadd recordsiyou may

e Add records to your time sheet
¢ Modify existing records
e Delete existing records

ADD REOCORDS TO TBHEET

There are 2 pssibilities to add a record

1. Clockin/ clock out
2. Manually record data

CLOCK INCLOCKOUT

Start Jobs Clock in
s Click the button of the category for which you want to start the
w Arbeitszeit timing.
Laufende Jobs Clock out
Kategorie Catum Starnt Zeit Start Laufzeit

Click the button of the category for which you want
to endthe timing

UArbeitszeit 10.08.2008 1311 00:00:00

The selection of categoriesnzanageddy the groupaccount administrator, the person who sent you the
invitation.

You may simultagouslystart differént categorie# it makes sense

Example with multiple categories

~

a 8oWlockstart of work: Clock in categorgWorking Timé

Arbeitszeit

5. 9 olock beginProject A: Clock in categorgProject A

Projekt &
Projekt &

a 1o o¥lock end Project A: Clock outcategoryoProject Al

B 17 oBlockend of work Clock outcategoryoworking Timé

Arbeitszeit

CO0CC
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| MANUALY RECORDATA

Use the manual input form to addorking time subsequently

Manual Input

[rate Categony Start Stop Comment

[10.08.2009 |[arbeitszeit v e | [1mas || | [ save |

Fill in the formstep by stepChose the date firsthan the category

A clickin the middle of theoStartifield opens the time Stan
screen (Jza]

Zeit wihlen X
The numbersx ntdia H @ dhe upper section represent 01 2z 3 4 5 & 7 8 9 1011

mlS 14 15 16 17 18 19 20 21 22 23

hours the numbersa Y tadY helaw the minutes
oo 105 110 115 120 Rt

133 140 143 130 133
Zeit wahlen

ExampleClick ora wm first, than the on thea o helowto
fix aworkingstart time ofhalf past twelve

Repeat thissequencewith the oStopifield to fix the end of theworking time
Comments are optional
Save the entry by clicking thed | isoa.

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

MODIFY RECORDS

[t@the similar approach as adding records manug@@e chapter above
The last 10 entries are listet in thRecently Addedsection

All entiies are structured by year andonth:

Year: 2009, Month: 08 2 entries 1:08 hours ,E = ) '

Click the arrowbutton on the right sideof the secton 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

Qlick 1:Delete this record 10.08.2009 ProjektA % '
Qick 2:Confirm to delete 10.08.2003  FProjektA “'

6. CREATE REPORTS g

On the pageCreate Reportsyou may

e Create, save, delete reports
e Look at and readjust reports
e Print reports and senthem asPDF

CREATE REPORTS

Create New Report

Create New Report this week this month this year @

Create a report clicking on the appropriate button
Tochoose the time range, click the calendar symt £

[rate From [rate Until =

01082008 | [10.08.2008 | | creats report |

Expert mode
Restorereports forany givertime period

Create New Report ) Click the arrows to expand

Date From Date Until b=

o1.0g.2009 | 10082009 | ate repart |

state of Chose the date to refer.

Date From Date Until knowledge as S
of

01.08.2008 | [10.08.2008 | |
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SAVE REPORT

Next to the report headelis thesymbol representing theeport status
a Open lockReport not savedClick to do so.

Q Closedock Report already saved

DELETE REPORT

You find all saved reports in thStored
Reportgisection

READJUSREPORTS

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-PD

Click the appropriate symbols while in report view

This functionality is available for evesinglecategory
the summary only or the complete report
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