
guguus.com is a trademark of mindphuel llc 
© mindphuel llc – all rights reserved 
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Welcome to guguus.com!  

Thank you for using guguus.com as your favorite time sheet tool. 
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This manual focus on the background functionalities and account settings of guguus.com. 

For the daily usage, please read the manual „for invited users“, which is available on the www.guguus.com 

start page. 

  

http://www.guguus.com/index.php?lng=DE
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2. FIRST TIME VISITORS ON GUGUUS.COM 

Inside the e-mail you receive on first time registration 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: 

 

 

 

 

 

 

 

 

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. 

 

 

This manual focus on the „My account“ part. For the daily usage, adding records and creating reports, please 

read the manual „for invited users“, which is available on the www.guguus.com start page. 

  

http://www.guguus.com/index.php?lng=DE
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4. MY ACCOUNT OVERVIEW 

On the page „my account“ you may 

 Manage categories 

 Manage groups 

 Personal account settings (login procedure, language, shortcuts/bookmarks) 

 Reports settings: Your logo, VAT, … 

 License Settings 

In the following chapters we will go through the topics in depth. 

 

5. MANAGE CATEGORIES 

When creating a guguus.com user account, a default category „working time“ is installed. 

You can rename this category and/or add further categories. 

 

Example with multiple categories: 

â 8 o‘clock start of work:  Clock in category „Working Time“ 

ã 9 o‘clock, begin Project A: Clock in category „Project A“ 

ä 10 o‘clock, end Project A: Clock out category „Project A“ 

ß 17 o‘clock end of work:  Clock out category „Working Time“ 

 

ADDING A NEW CATEGORY 

Insert the label of the new category and click „add new“. 

 

 

 

RENAME A CATEGORY 

Highlight and overwrite the category with the desired label. As soon 

as you leave the field (click somewhere else on the screen or press 

the [tab] key), the new label is automatically stored. 

 



 

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

DEFINE A MAIN CATEGORY 

The main category will occupy the first place in the list of 

categories on the „add records“ page where you fill in the time 

sheet data. It’s comfortable to have the most frequent category 

on top. 

 

EXPERTS MODE 

Click on the arrows to switch to experts mode: 

 

 

 

 

 

VALID FROM / VALID UNTIL 

A categorys availability may be limited to a certain time span. All entries will be checked for their validity. A 

user will not be able to add entries outside its category date range. 

The system default category is not editable. 

 

DEACTIVATE / DELETE CATEGORIES 

Before deleting a category you must deactivate it first. Click the „pause“ link. The status changes and the valid 

until date is adjusted to the current date. 

Now the category may be deleted (click the „delete“ symbol and confirm). 

 

The difference of deactivate and delete: 

A user may still register some entries on deactivated categories (manual input) if they lie within the valid date 

range. 

A deleted category is not placed for post entries any more. 
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ADD TO MAIN CATEGORY 

Chose „add to main“ if the appropriate category is 

cumulative. 

Otherwise the category will be reported as part of the 

main category. 

 

Example: 

A total of 100 hours were registered on the category „Working Time“. „Working time“ is defined as main 

category. 

A total of 50 hours were registered on the category „Project A“. 

 

Case 1:  „Project A“ is not checked „add to main“ 

 Interpretation of reports:   Total time:  100 hours 

     - thereof Project A: 50 hours 

 

Case 2:  „Project A“ has checked the „add to main“ checkbox 

 Interpretation of reports:   Working time:  100 hours 

     Project A:  50 hours 

     Total time:  150 hours 

 

HOURLY RATES 

If desired, enter an hourly rate for turnover calculations. 

For all further settings (VAT, currency, etc.) please check chapter „Report Settings“. 
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6. MANAGE GROUPS 

Invite other people to enter their time sheet on guguus.com using your account as a template of categories. 

You will have the possibility to create individual and group reports. 

 

GROUP NAME 

Assign a group name as it should later stand on the reports. 

 

INVITE USERS 

 

 

Enter the appropriate e-mail address and a name as it should later on displayed on the reports. 

Uncheck the „send link“ box if you would like to add the users first and send an invitational e-mail later. 

 

MANAGE USERS 

 

 

All information will be stored immediatly after changing it and click somewhere else on the screen. 

Click the „(re-) send“ link to (re-) send an e-mail containing all login information and an user manual. 

 

EXPERTS MODE 

 

 

 

Switch to the experts mode to assign admin rights or remove users. For working balance calculations you may 

enter the annual working hours per user.  
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PERSONAL SPECIFICATIONS 

To acces your account from all over the world without 

using the login-link, turn on the „password login“ 

functionality: 

Chose an username and password, click the 

„save/switch on“ button and finished! 

 

 

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

 

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

 

7. REPORT SETTINGS 

YOUR OWN LOGO 

Specify the logo which you would like to appear at the top of the reports. For best integration results we 

recommend using logos with dimensions up to 150px in height and 600px in width. 

 

FINANCE 

Calculate turnover: yes/no 

Currency:  Textfield, e.g. „EUR“, „USD“, „GBP“, … 

Calculate VAT:  yes/no 

VAT (in %):  Decimal number, e.g. „15.6“ for a VAT rate of 15.6% 

Hourly rate „includes/excludes“ VAT: Whether VAT should be calculated additionally or as part of the turnover. 

http://www.guguus.com/
http://www.guguus.com/logon.php

