Time Tracker

({ o download a P [Bof this help file,click here.)

As independent kusiness persons, professional editors need to track data for myriad reasons,
including:

what to quote on a new project kased on past similar projects;
whether they are charging enough for their services;

whether they are making a profit;and

whether there are types of projects they should seek or avoid.

Time is one of the most fundamental bats of data that editors track.H ow much time an editor
spent on a project is important for multiple reasons, including determining the editor’s Effective
Hourly R ate @HR )and the average numker of pages the editor edits per editing hour @PH ).
@or more information on EHR , see the five-part series “Il hat to Charge?”’

<https :/americaneditor wordpress com/201 30805 Ausiness-of-editing-what-to-charge-part-i/A~
at An American Editor )l hen asked to take on a project, an editor is often asked to quote a price
or estimate the numlzer of hours the editing will take . Gnsequently, the data collected by Time
Tracker is invaluabe.

In addition to tracking time,acommon need is to regularly save one’s work.ll ord’s kuilt-in
autosave creates atemporary recovery file in case of a crash or some other Il ord- or computer-
related prokdem, bt it does not actually save the document.Time T racker includes a timed
autosave option that lets you save kwth your time data and your open Il ord document §).
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Time Tracker on the Ribbon

T he EditT ools R ikdmn includes a time tracking status kutton @ kelow).T he kutton kwth
visually and textually indicates timing status. In this image, the timer is OF~
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Timer button indicating timing is off

I hen you install EditT ools, EditT ools creates a new folder, EditTools Time Track Data, with
two suldolders, Project Data and YTD and Lifetime Data, as shown here:

M EditTools Time Track Data — o] x|
Gov ‘ | = Libraries * Documents ¥ My Documents ~ EditTools Time Track Data ~

File Edit View Tools Help

Organize ~ Sharewith ~ Burn  New folder =~ T @
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. Add-in Express EditTools Time Track Data BN
4. CCWin
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= M EditTools Time Track Data 4. YTD and Lifetime Data 2/13/2019 9:13 AM  File folder
o Archive
o Project Data
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& Fax
4 Insight Software
#4. Intel When EditToocls is installed, a new folder,
4 My Backup4all EditTools Time Track Data, and 3 subfolders,
@ J. My Books Archive, Project Data, and YTD and Lifetime
Gt Data, are created.
12| My Data Sources

4 My Digital Editions
o My Meetings
4 My PaperPort Documents
o My RoboForm Data
o+ MyWebPages
o Outlook Files
4 Scanned Documents
o Snaglt j 4« _>|
3 items

The Time Tracking folders

T hese are the folders where the data will ke stored.T hese folders cannot ke changed.




Tip

After installing EditT ools check whether the EditTools Time Track Data folder
and the three suldolders, Archive, Project Data,and YTD and Lifetime Data
were created. T hese folders are necessary for Time T racker to work and for your
data to k= saved. If the folder and suldolders were not created, see the following
T rouldeshooting guide.

Troubleshooting

Occasionally the folder and suldolders are not created. T his usually
occurs if the installation program is not run or runs incorrectly.Should this
happen, redownload EditT ools from the wordsnSync welksite and reinstall
EditT ools.

Controlling the Timer

The Timer is controlled by the kutton €)in the EditT ools R idmn . T he first time you click the Off
lutton Gee # alwve), you will receive a message telling you that there are no existing projects.
T his message €hown kelow)appears only when T imer is keing accessed for the first time or
when there are no projects kecause, for example, you have manually deleted the data files from
the Project 2 suldolder,or when you have marked all projects as completed and either deleted
them or removed them from the active list @eleting and removing are discussed later when the
various options are analyzed).

No Current Projects Exist (files not found) [E3

':__0_:' No current projects exist at this time

OK

Message seen at first use or when there are no active projects

Qicking OK will take you to the main information screen,the Time Tracker Project
Summary,shown kelow,where project information and status is shown,and which gives access
to other functions, namely, creating a project.

Qlote: Some of the images shown for the Project Summary in the following material do not
display the Settings kutton.T hat is kecause the images were captured kefore the addition of the
Settings option to the Project Summary. Images that discuss the Settings option do include the
Settings kutton.)



EditTools Time Tracker Project Summary N kl[

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the porject is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method 3
Create |
Update
2 Project

Add

Subpart
[~ Alphabetize 4 5
YTD:  N/A N/A @
=
Lifetime: N/A N/A

Archives I

Start Pause | Stop | Close I

@2006 - 2019 by Richard H. Adin

The main information area of Timer

In the Time T racker Project Summary form @lmve),the primary information area @2)is where
the kasic information of an individual project is displayed.Project information is entered on
another screen,which is accessed by clicking Geate @3).As data is accumulated for a project, it
is displayed in the main area @2)under the appropriate head @ ours,Min,Pages,etc). At the
kmttom of the form, cumulative data regarding Effective Hourly R ate €HR ) @ )and Average
Pages per Hour edited @PH )are displayed @).T he Y ear-to-L2¢ ¢ T Ddumkers display the
cumulative data for all projects during a calendar year Qanuary 1 through [e2emkzr 31). For
example, if the first project started on Felbbuary 1,201 9 and today is Octoker 23,2019,the YT [D



data would show the cumulative data for all projects, including still active projects for the period
Febuary 1, 201 9through Octoler 22,201 9.

Tip

T he reason the cumulative data does not include Octol®r 23’s data is that the data
cannot ke included until timing is stopped.So if you are working on a project on
Octokzr 23, until you end work on the project for the day — that is,click Stop
rather than Pause — the data cannot ke included. In addition, you may need to
click the R efresh kutton to refresh the numlers keing shown.

T he Lifetime numkers display the cumulative data of all projects from the first project to the
current date. For example, if the first project was kegun on Felbuary 1,201 9 and today’s date is
May 22,2021 ,and during that period of time data was collected for 53 individual projects, the
Lifetime numkers would reflect all of the data accumulated ketween Felouary 1,201 9 and M ay
21,2021 from all 53 projects. Gee the almve Tip as to why M ay 22,2021 ’s data is not included.)

T his macro gives the editor the opportunity to evaluate how well the editor is doing over
individual projects, over the course of a single year,and over multiple years.

T o kegin the data collection process, the editor needs to create a project file by clicking Ceate

@).

Creating a Project’s Dataset

Qicking Qeate @3)on the Time Tracker Project Summary form opens the Create/Update
Project form €hown kelow).T his is where the information akmut a project is entered.



Create/Update Project
Project Name: ’T.

(required)
Project Status: NEW

Authors/Editors: ’_0

Edition: Ii o Project Tasks (check all that apply): [ coding/styling
[ copyediting
Client's Project ID: | . Your Project ID: | F g;dgdzpmn ol ciiiig
[~ This is an ISBN I~ ebook prep

[~ This is an ISBN -
7 ilustration
Client Type: Company o (" Individual [~ indexing
[™ line editing
[~ manuscript review
I page layout/makeup
Contact Name: ’_' [ project management
[ proofreading

Email Address: | ‘ [ translation
[™ other (describe in Comments)

ostart Date: I j I j | j °5cheduled End Date: I j I j I j
Actual End Date: I j I j I j
Has Subparts? I N .IO

To track your approximate Effective Hourly Rate (EHR), fill in the following two pieces of information:

o 1) How is your fee calculated? ¢ per Page " per Word " per Hour " per Project

2) Fee per page? | 0.00

How to round minutes:  ?

Rating
@ Round Up/Down to the Nearest Minute " 1 (Easy) " 3 (Moderate) " 5 (Difficult)
~ Round Up to the Nearest Minute 2 4 .
(" Do Not Round Up or Down

Comments: o o

0 of 500 characters allowed

Create Cancel

Create a project by entering information on this form
The Qeated pdate form can k= filled in as much as the editor wants. Obyiously, the more

information entered, the more that will k& known in the future almut a project.Only one item is
required — the Project Name @b6). Nothing else on this form is required for the T imer to run.

Tip



Although the information is not required, if the fee information @ 7)is omitted,
the EHR and APH data cannot ke calculated.T his is discussed kelow. k is always
agood idea to include this information for all fee-paying projects.

Tip

If you include fee information for some projects and not for others, the cumulative
(@ T [&nd Lifetime)data will ke inaccurate and not valualde to you.T he
individual project data will still have value.

Tip

T here are two views as to what should times should ke tracked. T he first is that it
should only ke time actually spent on projects.T he second is that it should k= all
time spent during the workday . T racking all time spent during the workday will
give amore accurate picture of EHR and provide ketter data to calculate your
required EHR .

If you want to track all your workday time, you can create “projects” for different
activities, such as M arketing, T elephone, Internet Social M edia, etc . If you choose
this option, you still have more decisions to make.Should you assign an hourly
rate to this time or just leave out all other information on the Ceated pdate form?
If you assign an hourly rate, it should ke your normal hourly rate that you charge
clients if you charge by the hour;if you do not charge clients a per-hour rate, then
you should use your required EHR . In either case,when you click Stop and are
asked how many pages you edited, answer zero for these administrative activities.

M ost of the fields on this form are self-explanatory.Only those requiring additional explanation
are discussed.

One of the things an editor needs to know when looking kack at past projects is what services
were performed for the fee charged. T he numkezrs and types of tasks are numerous, kut this form
lists some of the most common services @8). Check all of the services you are providing for the
particular project. If a service is not listed, check “other” and identify the service in the
mments &1).

U se the @mments @21 )area for notes you want to rememlkzer alwut the project.

T he reason for indicating the client type €ompany or individual ;#4 0)is kecause that determines
whether additional fields are opened, such as one for Gmpany Name.

The Start [ @ 3)can ke a future date. If on March 1 you are told to expect a project that
kegins April 15, enter the April 15 date as the start date.Y ou can enter the agreed upon
scheduled end date for the project in # 4.1 hen you finish the project e,send the final files to
the client), enter that date in the Actual End [a»e @ 5)field.T he reason is that information,
when combined with your rating @ 9)of the project and any comments @21 )you enter akmut



the project, may k® of future help in determining whether to accept additional projects of this
type or from this client.

If you divide a project into parts for blling or katching purposes, change the Has Subparts? N
@ 6)to Has Subparts? Y. As discussed later, this will allow you to track parts of a project. For
example, if you are editing a large kmok with 100 chapters and are expected to return completed
chapters in weekly katches, you can create a sukpart for each katch.

Tip

Changing Nto Y @ 6)does not actually create sukparts. k allows you to create
them as needed for a project. In addition, it ensures that the data displayed on the
main form @2 akmve)shows the individual project’s cumulative data ¢e,the

combined data for all of the project’s listed sukparts)as well as the individual data
for each sukpart.

Tip

[®not create the sukparts in advance . Geate a new sukpart for a project when the
previous sukpart is completed.

Fee Calculations

T he fee calculation information @ 7)is important for determining your Effective Hourly R ate
@EHR ).There are four options: per page, per word, per hour,and per project. If you choose per
Page, you then enter an amount in the Fee per page? field. If, for example, your fee is £ .60 per
page,enter 2.60 in the Fee per page? field @& 7).

If your fee is calculated per word, choose per Word @ 7), which will open an additional field as
shown kzlow. In this case, enter the per word charge @A)and how many words you use to equal
1 page @B). For example, if you charge .05 per word and calculate a page as keing equivalent
to 300 words for this project, enter those numkers in #A and #B, respectively. T he numker of
words that equal a page is needed to calculate kwth the EHR and APH .

To track your approximate Effective Hourly Rate (EHR), fill in the following three pieces of information:

1) How is your fee calculated? (" per Page ® per Word (" per Hour " per Project
2) Fee per word? | p.oo  How many words = 1 page? | 0 To calculate EHR, a per
page rate is needed

If you charge by the word

If your fee is calculated as a project fee,choose per Project @ 7), which will open an additional
field as shown kelow. In this case, enter the project fee @O and how many pages you used to
calculate the project size @ ®For example, if the project fee is 560 and is kmsed on the
project keing approximately 520 pages, enter those numkers in #Cand #L¥espectively.The
numker of pages that the project fee is kased on is needed to calculate kwth the EHR and APH .



To track your approximate Effective Hourly Rate (EHR), fill in the following three pieces of information:

1) How is your fee calculated? ¢ per Page (" per Word (" per Hour ® per Project
2) Fee for project? 0 | 0.00 Project fee is calculated on | 0 To calculate EHR, a per
how many pages? page rate is needed

If you charge by the project
Fnally,if you charge by the hour,choose per Hour @ 7)and enter your hourly rate in #E.

To track your approximate Effective Hourly Rate (EHR), fill in the following two pieces of information:

1) How is your fee calculated? " per Page " per Word & per Hour " Project

2) Fee per hour? e | 0.00

If you charge by the hour

T he next choice is how you want the time rounded @ 8). For an explanation of the options, see
the image kelow or click the question mark @)following How to round minutes: on the
Qeated pdate form.

Rounding Information e il
If "Round Up/Down to the Nearest Minute" is checked, 14 minutes 29 seconds is recorded as 14 minutes, and 14 minutes 30 seconds is recorded as 15 minutes.

If "Round Up to the Nearest Minute" is checked, both 21 minutes 5 seconds and 21 minutes 35 seconds are recorded as 22 minutes.
If "Do Not Round Up or Down" is checked, both 14 minutes 20 seconds and 14 minutes 45 seconds are recorded as 14 minutes.

Rounding options

Totals

T he last item on the Ceated pdate form needing explanation is Totals @20). In the image
almve, the word stands in Bank space. T he reason is that nothing will appear here until a project
is marked mplete.

Il hen a project’s status is changed from Active to Gomplete, the following information will
appear here: the total amount of time the project took ;the total numler of pages;the total
amount of money earned;the project’s final EHR ;and the project’s final APH .T his data will
automatically ke shown — you do not have to enter it.T his will provide a permanent record of
the final project data so you can remove the project from the main form.T his is further discussed
kzlow.

All other items on the Ceated pdate form are self-explanatory. Below is an example of a filled
out form using the per Page option.




Edit Tools Time Tracker- Project Manager X

Create/Update Project

(required)

Project Status: NEW

Project Name: | Weathering Storms in the Atlantic

Authors/Editors: | Yangston, Lewis, & Opportune

Start Date: I 3 j I 3

Has Subparts? I Y vl

1) How is your fee calculated?
2) Fee per page?

How to round minutes:  ?

® Round Up/Down to the Nearest
(~ Round Up to the Nearest Minute
(" Do Not Round Up or Down

Comments:

5

Edition: | 3 Project Tasks (check all that apply): [v coding/styling
[v copyediting
_— . ) . . [ desgn
Client's Project ID: | 19-2008 Your Project ID: | 9?8_14}?6898003 [ developmental editing
[~ Thisis an ISBN V" This is an ISBN [” ebook prep
: [ ilustration
Client Type: vi
YPe: (@& cCompany (" Individual I~ indexng
x line editi
Client: | wishful Pubishing F neediing
manuscript review
I page layout/makeup
Contact Name: | Mirra Imager I project management
[ proofreading
Email Address: | m.imager@wishful.pub [” translaton

[” other (describe in Comments)

| 2019

=

Scheduled End Date: I 5 j I 7 j I 2019

=

Actual End Date: I

(@ per Page " per Word (" per Hour

I 2.75

=i

=i |

To track your approximate Effective Hourly Rate (EHR), fill in the following two pieces of information:

(" per Project

Rating
" 1 (Easy)
-

3 (Moderate)
Ci4

Minute

" 5 (Difficult)
6

Tofals

CMOS; use 3 authors + et al

27 of 500 characters allowed

Create Cancel

A completed Create/Update form

Adding Projects to the Time Tracker Form

I hen done entering the information on the Geate/ pdate form,click Create to create a project
that can ke timed. T he project will appear in the Project Summary form as shown here:



EditTools Time Tracker Project Summary

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the porject is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Start Pause |

Stop |

@2006 - 2019 by Richard H. Adin

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Weathering Storms in the Atlantic 0 0 0 0.00 0.00 0.00 NEW Page
The newly created project
[v Alphabetize
EHR APH
YTD:  N/A N/A @ |
22 Lifetime: N/A N/A

e |

Create |

Update
Project

Add
Subpart

Project Search

The newly created project in the Project Summary form

T o start timing a project, select the project @r, if the project has sukparts, the appropriate
sulpart) by clicking on it and then clicking Start @2). Gee “Starting the T imer for a Project”

kzlow for more information.)

T he following are Ceated pdate forms for per I ord, per Hour,and per Project projects @er

Page is shown akmve)to illustrate each of the availalde types and so things unique to each type
can ke explored in other sections of this Help file. kems to note are indicated by arrows.NOTE:
R ounding options were randomly selected for these illustrative projects.Y ou can choose any

rounding option with any fee option.




Edit Tools Time Tracker- Project Manager

Create/Update Project

Project Name: | Visions in Freudian Therapy
(required)
Project Status: NEW

Authors/Editors: | Frandis Funkster

Edition: | 1 Project Tasks (check all that apply): [~ coding/stying
[¥ copyediting
. L} s % = = I_ desagn
Client's Project ID: | Your Project ID: | 2019-011 R et ey
[~ Thisis an ISBN [ This i an ISBN [ ebook prep
: . [ ilustration
Client Type:  company @ Individual 4 e
Client Name: | Funkster I P I I Il: ine editng
manuscript review
Surname First Name M.IL Suffix [~ page layout/makeup
Contact Name: | Francis Funkster [ project management
[ proofreading
Email Address: | funkster@greatmail.org I” transiaton

[V other (describe in Comments)
Start Date: I 3 j I 7 j I 2010 j Scheduled End Date: I 3 j I 31 j I 2010 j
Actual End Date: I j I j I d
Has Subparts? |N_;|

To track your approximate Effective Hourly Rate (EHR),

three pieces of information:

1) How is your fee calculated? (" per Page " per Project
2) Fee per word? | 0.05 How many words = 1 page? 25y NOTE: To calculate EHR, a per
page rate is needed
. .3
How to round minutes:  ? Rating
& Round Up/Down to the Nearest Minute 1 (Easy) " 3 (Moderate) " 5 (Difficult)
(~ Round Up to the Nearest Minute 2 4 6
Do Not Round Up or Down
Comments: Totals
APA; use APA Master template; fact checking|
43 of 500 characters allowed
Create Cancel

Create/Update form for a per Word project




Edit Tools Time Tracker- Project Manager X

Create/Update Project

Project Name: | The (Imagined) Autobiography of Aloce Wonderland
(required)
Project Status: NEW

Authors/Editors: | Lewis Carrol

Edition: |

ject Tasks (check all that apply):

Client's Project ID: [ 9781763907236 Your Project ID | 2009-020
e [~ Thisis an ISBN
Client Type: @& Company ¢ Individual

Client: | Farcical Publishers

Contact Name: | James Jongoism

Email Address: | jingo@farcical.net

j | 2019

Start Date: I 5 j I 5

Scheduled End Date: I 8 vl

I” coding/styling

[ copyediting

[ design

[~ developmental editing
[ ebook prep

[ ilustration

[ indexing

[™ line editing

[~ manuscript review

I page layout/makeup

Has Subparts? I Y vl

To track your approximate Effective Hourly Rate (EHR), fi

(" per Page (" per Word & per Hour

I 31.75

1) How is your fee calculated?
2) Fee per hour?

How to round minutes:  ?

Actual End Date: I j I

o pieces of information:

= =

(" per Project

(" Do Not Round Up or Down

Rating
 Round Up/Down to the Nearest Minute " 1 (Easy) " 3 (Moderate) " 5 (Difficult)
® Round Up to the Nearest Minute 2 4 .

Comments: Tk

0 of 500 characters allowed

Create Cancel

Create/Update form for a per Hour project




Edit Tools Time Tracker- Project Manager

Create/Update Project

Project Name: | Giant Peaches of McCandy Province: Genetic Engineering and Sustainability
(required)
Project Status: NEW

Authors/Editors: | Peter Rabbitson & Samson Delilahing

Edition: | Project Tasks (check all that apply): [~ coding/stying
[ copyediting
P : . . ; [" design
Client's Project ID: | Your Project ID: | 2019-003 = developmentsl cdiig
[~ This is an ISBN L s F ebook prep
7 . flustration
Client Type: Company @ Individual [~ indexing
s line editi
Client Name: | Rabbitson Paici I I F ne ediing
manuscript review
Surname First Name M.L Suffix [~ page layout/makeup
Contact Name: | Claire Rabbitson [ project management
[ proofreading
Email Address: | claire@rabbitson.us [ translation

[™ other (describe in Comments)

Start Date: I 4 j I 7 j | 2019 j Scheduled End Date: I 9 j I 18 j I 2019 j
Actual End Date: I j I j I j
Has Subparts? I Y 'I /

To track your approximate Effective Hourly Rate (EHR), fill in

per Word (& per Project

Project fee is calculated on | 1723 NOTE: To calculate EHR, a per
how many pages? page rate is needed

1) How is your fee calculated? per Page

2) Fee for project? | 8615.00

How to round minutes:  ?

Rating
 Round Up/Down to the Nearest Minute " 1 (Easy) " 3 (Moderate) " 5 (Difficult)
" Round Up to the Nearest Minu i 4 -
(# Do Not Round Up or Down
Comments: o
AMA but APA references
22 of 500 characters allowed
Create Cancel
Create/Update form for a per Project project
Tip

Once projects are created, they appear in the Project Summary form, as shown
almve. By default,they are listed in the order they were created. If you prefer
them to ke listed alphakztically,check the Alphalkztize checkkmx on the main
form,as shown kelow.




EditTools Time Tracker Project Summary

subpart, click on it and select the appropriate button.

project or subpart and clicking on the "Update Details" button.

X|

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a

Subparts are portions of a main project: whether or not a project has subparts is determined when the porject is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the

Projects are listed in the order they were
created. To make the list alphabetical,
check the Alphabetize box below.

[~ Alphabetize
EHR

YTD: N/A
Lifetime: N/A

APH
N/A
N/A

Start | Pause | Stop |

@2006 - 2019 by Richard H. Adin

QI

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Weathering Storms in the Atlantic 0 0 0 0.00 0.00 0.00 NEW Page
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word
The (Imagined) Autobiography of £ 0 0 0 0.00 31.75 0.00 NEW Hour
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project

Create |

Update
Project

Complete

Add
Subpart

History

Project Search

Archives

o= |

Projects are listed in order created




EditTools Time Tracker Project Summary

subpart, click on it and select the appropriate button.

project or subpart and clicking on the "Update Details" button.

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a

Subparts are portions of a main project: whether or not a project has subparts is determined when the porject is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the

Help?

Projects are listed alphabetically when the
Alphabetize box is checked. When new
projects are created, they will be inserted
in the list alphabetically.

[v Alphabetize
EHR

YTD: N/A
Lifetime: N/A

APH
N/A
N/A

Start Pause | Stop |

@2006 - 2019 by Richard H. Adin

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project
The (Imagined) Autobiography of £ 0 0 0 0.00 3175 0.00  NEW Hour R
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word
Weathering Storms in the Atlantic 0 0 0 0.00 0.00 0.00 NEW Page Update

QI

Project

Complete

WE |k

Subpart

History

Project Search

[k

Archives

o= |

Projects are listed in alphabetically

Autosaving Documents and Timer Data

As indicated in the opening paragraphs to this help document, Time T racker also includes the
ablity for the user to set an interval at which timing will ke stopped and either the current
document or all open ord documents, as well as the time data since the last autosave , will ke
automatically saved.T he interval settings are None, that is, there will k® no autosaving,or1,1 5,
2,25,3,35,0r 4hours.To set the interval, click Settings €hown kelow)on the Project

Summary form.



EditTools Time Tracker Project Summary

Help? .
Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.
Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.
The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.
Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project Create
The (Imagined) Autobiography of £ 2 4 25 65.62 31.75 12.10  COMPLETED Hour Project
. |
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word
Weathering Storms in the Atlantic 3 48 43 118.25 31.13 11.32  OPEN Page sl
Batch 1: Chapters 1, 3 2 2 17 46.75 2299 836  COMPLETED Page HIzTEEE
Batch 2: Appendices [ & II 1 46 26 71.50 40.48 14.72  OPEN Page
Update
Details
Delete |
Add
Subpart
Settings
[v Alphabetize _—
YTD: 3353 12.44 @
=
Lifetime: 33:53 12.44
Start | Pause | stop
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Settings on the Project Summary form

Qicking Settings opens the form where you can set your time interval choice and which ¥ ord

documents to save as shown in the following image. (Note: T he image kelow shows a 5-minute
test option. T hat option was availalde only during keta testing;it is not availalde in the released
version of EditT ools.)



Time Tracker Stop & Save Settings ,55

Use this form to set what/when Time Tracker should automaticaly

stop and save the current work

Auto Stop and Save Reminder Interval:

I test (5 minutes)|

[l

test (5 minutes)
1 hour

Time interval

Docum‘_ant [v Autosave current document only . 1.5 hours i
save options 2 hours gRtons
[ Autosave all open Word documents 2.5 hours
3 hours
3.5 hours
OK | 4 hours
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Setting the autosave options

Qicking OK saves your choices,which remain the default until you make a change. If you open
this dialog kut do not want to make any changes, click the x in the upper-right corner.

Once you have set your autosave preferences, you can select your project to time and start

timing, as shown in the next section.Y ou do not need to reopen the Settings form even if you
change projects, unless you wish to change the settings.

Starting the Timer for a Project

T o start timing a project you need to first select the project in the Time T racker Project Summary
form as shown kzlow @23).H owever, if the selected project was designated in the

QCeated pdate form as having sukparts, the Start kutton @25)remains unavailalde. Instead, you
need to either select an existing sukpart, which there isn’t in this example, or create a sukpart by
clicking the Add Sulpart kutton &4).



EditTools Time Tracker Project Summary X

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the porject is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project o
The (Imagined) Autobiography of £ 0 0 0 0.00 3175 000  NEW Hour fedie
\isions in Freudian Therap 0 0 0 0.00 0.00 0.00 NEW Word

Update

- Weathering Storms in the Atlantic
Project

Delete

Complete

S g

24 Subpart

[v Alphabetize
YTD:  N/A N/A @
=
Lifetime: N/A N/A
25 e ]
Archives

Start Pause | Stop | Close I
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Adding a subpart to a project with subparts

Qicking Add Sulkpart @24)kyings up the sukpart dialog shown kelow. Enter a title for the
sulpart and click OK to create the sukpart, which will appear keneath the project name.

Tip

Y ou can modify the sukpart name later @iscussed kelow), which is why “Batch 1 :
Chapters” can ke entered here without specifying which chapters constitute katch

1.l hen katch 1 is complete, its name can ke modified to, for example,“Batch 1 :

Chapters 1,7,13-15 & Taldes 2-7".



Create Subpart

Enter a name for the subpart:

I Batch 1: Chapterg]

oK Cancel

©2008 - 2019 bv Richard H. Adin

Creating a subpart

T he sukpart appears in the Project Summary form as shown kelow. Because the sukpart is
selected, the Start kutton is now accessilde. T o start the timing the project, click Start.



EditTools Time Tracker Project Summary

subpart, click on it and

select the appropriate button.

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a

Subparts are portions of a main project: whether or not a project has subparts is determined when the porject is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

The newly created subpart, "Batch 1:

Chapters," appears below the project

name of which it is a part, "Weathering
Storms in the Atlantic"

[v Alphabetize

Because the subpart is
selected, the Start button is

available.
EHR APH
YTD: N/A N/A
Lifetime: N/A N/A

Start | Pause | Stop |
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Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project o
The (Imagined) Autobiography of £ 0 0 0 0.00 3175 000  NEW Hour fedie |
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word
| Weathering Storms in the Atlantj 0 0 0 0.00 0.00 0.00 OPEN Page Update
. Batch 1: Chapters 0.00 0.00 0.00 0 Project
Update
Details

Complete

Add
Subpart

Project Search

Archives

o= |

Adding the subpart and selecting it makes the Start button accessible

Il hen Start is clicked, a new message €hown kelow)appears asking whether a kmokmark
marking where in the document this work session starts is needed.



Mark Starting Point

To insert a bookmark to mark where in the document this work session begins:

1. Place your cursor in the document at the starting point for this work session.

2. Click "Insert Bookmark" to (a) insert a bookmark titled "ET Timer Start Session” and (b) start Time Tracker.

If no starting point bookmark is needed, click "No Bookmark" to start Time Tracker.

toomtm_|
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Insert a bookmark to mark where session work begins

Qicking Insert Bbokmark inserts a kmokmark titled “ET Timer Start Session” at the designated

location in the document.

EditTools Bookmarks

[v Keep this dialog open until Close is dicked

[~ Use ODM to access
(This form will be added to ODM and hidden)
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Yd
Bookmark Name: Help?
I Insert Symbol I N- | M- |
Custom Bookmarks:  New...
Fas | Tables | stop | Boxes | Epause |
Available EditTools Bookmarks:
ET Timer Start Session Add
Rename
Delete
Bookmark_lnserted_ at Core
work session starting
point To move a
bookmark,
sefect it and
cifick below
Move
Bookmark
Rl I 2
C dupBegin dupEnd | Delete Al




Bookmarking work session start location

Tip

I hen Time Tracker is stopped, whether by clicking Save & Stop on the “It’s time
to Stop & Save” message or Stop on the EditT ools R idmn, once the pages
completed has keen entered, the ET Timer Start Session kmokmark is
automatically deleted.T hat is kecause Stop signals the end of the work session
kzing timed. T he kmokmark is not deleted by clicking Pause.

After you have clicked either Insert Bbokmark or No Bbokmark ,the Project Summary closes

and a message appears reminding you what the Stop & Save Interval Time is set to §hown
kzlow). T he message automatically closes after 3 seconds.

EditTools Timer Info K

Interval Time is set to 1.5 hours

OK

Reminder of interval setting

T he Interval Time reminder gives you an opportunity to stop Time T racker immediately by
clicking Stop in the R idmn and change the setting if a different interval is wanted. If the Interval
T ime setting is correct, you can proceed with the session.

Time Tracker starts,and the Time T racker part of the EditT ools R idmn changes to indicate the
Timer’s status @ unning)and to provide kuttons to Pause or Stop the T imer,as shown here:

ﬁ ‘ Pause Never Spell ) Mgr
[ stop Timer status (Running)

g

Tracking  Running plus Pause & Stop
OFF ALl e buttons
Tracking Time Tracker NS ReoTeleies

The EditTools Ribbon indicates the Timer’s current status: Running

If Autosave Has NOT Been Set

T he following discusses what how T ime T racker is manually operated, which occurs when the
autosave settings are set to None.See the section If Autosave Has Been Set ¢low)for what
happens when autosave settings have keen set.



Qicking Pause @lmve)pauses the timer and changes the status icon to yellow @ aused)as shown
here:

@ [ : Mar
Clicking the Pause button

Tracking = Paused changes the status to
OFF Paused

Tracking Time Tracker
Timer is paused
Il hen ready to restart timing,click Start @reen icon alkmve).

Il hen you are done working on the project for the time keing,click Stop. Qicking Stop kyings
up the appropriate information form. Because the current example is a perpage project, the form
opened is the Pages Gompleted form,which asks for the numker of pages completed for this
session. T he default is zero. Enter the correct numler,as shown here,and click OK .

Pages Completed

Enter the number of pages completed for this session

| h7 enter the asked-for information
& click OK

OK | Cancel |
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Enter the number of pages completed

I hen OK is clicked,a message kmx opens that tells you how much time and how many pages
were recorded in the project’s data file:

Microsoft Word

2 hours, 2 minutes, and 17 pages has been recorded in the data file
for "Batch 1: Chapters”

OK

Summary of the data recorded in the project’s data file



Qicking OK causes three events to occur: Hrst,the Timer’s status on the EditT ools R idmn
changes to Off.Second, and importantly, it causes an archive e,atemporary kackup)file to ke
created and autosaved in the Archive folder,which was automatically created when EditT ools
was installed. See “Archive” kelow for more information. T hird, it deletes the ET Timer Start
Session kmokmark that had keen inserted to k» deleted and a new kmokmark, ET Timer End
Session €hown kelow),to ke inserted to mark where the work session ended.

EditTools Bookmarks S

Help?
Bookmark Name: e
I Insert Symbol I N- | M- |
Custom Bookmarks:  Mew..

stoo | Boxes | Epause |
Available EditTools Bookmarks:
ET Timer End Session Add
Rename
Delete

Bookmark inserted at

ending point of current GoTo
work session -
To move a
bookmark,
sefect it and
click befow

Move
Bookmark

Rl I 2

Cl dupBeqgin dupEnd | Delete Al |

[v Keep this dialog open until Close is clicked

[~ Use ODM to access

(This form will be added to ODM and hidden)
_oo |
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The end-of-session bookmark

If the project requires another work session,open Bbookmarks and go to the ET Timer End
Session kmokmark for the location where the previous session ended.ll hen you click Start on
the Project Summary to kegin the next session, this kmokmark will ke deleted and replaced with

the ET Timer Start Session kmokmark discussed earlier.

Qicking the Off kutton opens the main project form ghown kelow)where you can see all of the
data entries.



EditTools Time Tracker Project Summary N kl[

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project Create
The (Imagined) Autobiography of £ 33 0 0 0 0.00 31.75 0.00 NEW Hour Project
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word s
Weathering Storms in the Atlantic 2 2 17 46.75 22.99 8.36 OPEN Page Undat
. Batch 1: Chapters 2 2 _qfﬁjéi
26 27 28 29 S &l 32

Update

Details

Delete

The data summarized in the previous image when Stop was clicked is
recorded in the project's data file and shown on this Project Summary.
In addition, a temporary archive (backup) of the data was automatically -Complete
made because the subpart is still open (#31). For more information -
about the temporary archive feature, see the Archive section later.

Add
Subpart

[v Alphabetize

m: WA wa - C

Lifetime: N/A N/A

Start | Pause | Stop Close I
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Archives I

Summary of all data recorded

As the almve image shows, the time @26)and numker of pages @27)were recorded for the
sukpart “Batch 1 : Chapters.” In addition to entering the time and pages information, the
summarized data also calculates the amount earned @&28), your Effective Hourly R ate EHR ;
#29), and the average numker of pages edited per hour @PH ;#30). Also shown are the project’s
status @31 )and how the fee is calculated @&32).

As noted, at the same time, a temporary archive @@ckup)file was automatically created.See the
Archive section later.



As the image shows, kecause the project has sukparts, the data for the just completed session was
recorded in the Batch 1 line.H owever, it was also recorded in the primary project line @&33). In
this instance, keecause we have just set of data, the two lines are identical . For illustration
purposes,a second sukpart has keen added with its own data @34 in image kelow).

EditTools Time Tracker Project Summary

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc ; 0 0 0 0.00 0.00 0.00 NEW Project Create
The (Imagined) Autobiography of £ 35 0 0 0 0.00 3175 000  NEW Hour Project
Visions in Freudian Therapy . . .0 0 0 0.00 0.00 0.00 NEW Word r—
Weathering Storms in the Atlantic 2 26 31 85.25 35.04 12.74 OPEN Page 38 s
Batch 1: Chapters 2 4675 2299 836 _ OPEN Page w.l
ppendices 1 & I 34 0 35.00  OPEN a (R
39 Update
" Details
Delete

Add
Subpart

[v Alphabetize 37

YTD: 3503 1274 @

Lifetime: 35.03 12.74
Start | Pause | Stop | Close |
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An example of multiple subparts

As shown by the Batch 2 data @34)in the alwve image, the data for each sukpart is listed
separately. I hat is also shown is that the project data line @35)shows the cumulative data for



the project.The Y earto-2e T Dpand Lifetime EHR and APH @&36)are also shown Gee the
following Tip).

Tip

The Y T nd Lifetime data numkers are refreshed when Il ord s closed.T o see
updated numkers without exiting and reopening I ord, click the Refresh kutton

@37).

If Autosave Has Been Set

Timing a project kegins the same way.Y ou select the project or sukpart to ke timed and click
Start on the Project Summary form. T he Project Summary form disappears and you edit your
document.

Il hen the autosave timer interval has elapsed, a notification that it is time to stop editing and
save the document §)and time data appears. As shown here, the notification gives you two
options: Save & Stop and Save & ntinue.

Time Tracker Autostop Message i ll
It's time to Stop & Savel!

Save & Stop: Saves your document(s) and stops timing of the current project.
Save & Continue: Saves your document(s) and lets you continue timing of and working on the current project.

To change your Stop & Save settings, go to the Project Summary form and click Settings.

Save & Stop Save & Continue |
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It's time to Stop & Save

If you choose Stop & Save,then your data and document §)are saved and T ime T racker stops
running.T his is the option to choose if you want to @)change to another project; @)stop editing
the current project for a longer than a few minutes, such as taking an hour lunch byeak;or €)are
finished working for the day.

Tip

If it is time to stop Time T racker kut the Stop & Save message hasn’t appeared,
just stop Time Tracker manually.




If you choose Stop & ontinue, then your data and document§)are saved and T ime T racker
continues running. T his is the option to choose if you want to continue working on the current

project.
Tip
If you accidentally choose Stop & Save kut want to continue, just restart Time
T racker as you normally would.

Qicking either kutton kyings up this dialog asking you to enter progress information.

'.

Pages Completed
Enter the number of pages completed for this session

| o

oK Cancel
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Enter the number of pages edited since the last time you stopped

Here you have two options: Y ou can leave the numker of pages at zero if you are not finished for
the day or you can calculate how many pages have keen edited since the last time you stopped.

R ecognizing that most of us won’t rememk®r where we last stopped to do the autosave, Time

T racker enters a special kmokmark EACH time you autosave,as shown here:



X

EditTools Bookmarks X

Bookmark Name: Help?
| | msert symbol | n- | m- |
Custom Bookmarks:  new...

Stop | Boxes | Epause |
Available EditTools Bookmarks:
box 001 add
check fig 002 permission w publisher =

ET Timer Start Session
ET Timer Stop 1

J

ET Timer Stop 2 These bookmarks were
ET Timer Stop 3 automatically added by
EF ey S Time Tracker. Start

fig 001 5

table 001 Session was added when
table 002 Start was clicked; a Timer

Stop bookmark was added
each time Save & Continue

was clicked. |

Kl | 2
Cl dupBeqgin dupEnd | Delete Al

[v Keep this dialog open until Close is clicked

[~ Use ODM to access
(This form wil be added to ODM and hidden)

_ o |
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Autosave automatically inserts a bookmark

Autosave automatically inserts a kmokmark named ET Timer Stop x when the Time to Stop &
Save message appears.As shown,each kmokmark is numkered. Qote: Il hen you first start Time
Tracker,the first ET Timer Stop kmokmark is entered )T ime T racker maintains up to four ET
Timer Stop kmokmarks,so when ET Timer Stop 5 is added, ET Timer Stop 1 is automatically
deleted Gee kelow). T his prevents the accumulation of too many kmokmarks.



EditTools Bookmarks

7
Bookmark Name: belp?
I Insert Symbol I M- I M- |
Custom Bookmarks:  nHew..
stop | Boxes | Epause |

Available EditTools Bookmarks:

box 001

check fig 002 permission w publis

ET Timer Start Sessio Note how the bookmark ET

ET Timer Stop 2 Timer Stop 1 was
£l e toh = automatically deleted when ET

ET Timer Stop 4 >
ET Timer smf—', 5 Timer Stop 5 was added. Also

fig 001 note that the Start Session
table 001 bookmark remains.
table 002
click below
Move
Bookmark
Kl | 2

Cl dupBeqgin dupEnd | Delete Al |

[¥ Keep this dialog open unti Close is clicked

[~ Use ODM to access
(This form wil be added to ODM and hidden)

_ oo |
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Oldest Timer Stop bookmark is automatically deleted
Tip

Byokmarks are document-centric, not project-centric.T hus, if a project has five
chapters and each chapter is its own document, each chapter can have a kmokmark
named ET Timer Stop 3.

T he newest ET Timer Stop kmokmark indicates your PR ESENT location in the document;the ET
Timer Stop kmokmark with the immediately preceding numlzer is located at the last stop-and-
save point. For example, if the current location kmokmark is ET Timer Stop 4,then the previous
stop point was at ET Timer Stop 3.

The ET Start Session kmokmark does not move as work progresses on the document ;the
kmokmark always marks where the mouse cursor was located when this specific work session



kezgan.The ET Timer Stop kmokmarks, in contrast, represent the mouse cursor’s location when
the time interval expired and Save & ontinue was clicked.

U se the two most current ET Timer Stop kmokmarks to determine how much progress was made
since the last time interval expiration and enter the data in the Pages CGompleted field shown
almve. In the akmve figure, ET Timer Stop kmokmarks 4 and 5 would ke used. Once you have
entered the data, the following message will appear:

Microsoft Word X

0 hours, 5 minutes, and 3 Pages have been recorded in the data file
for "Batch 2: Appendices I & II"

OK

Confirmation message

and kmth your data and your document@)will have keen saved. @n easy way to verify that a
document has keen saved is to check the file’s timestamp.)

Tip

An alternative to calculating the amount of progress since the last time the data
was saved is to accept the default of zero Q)completed pages and just have the
time saved until it is time to end this work session.ll hen this work session is
ended by either clicking Stop on the EditT ools R idmn or clicking Save & Stop on
the “It’s time to Stop & Save” message, use the ET Timer Start Session kmokmark
for the work session’s starting point and the newest ET Timer Stop kmokmark for
the session-ending point to calculate what numker to enter into the Pages
mpleted field.

If you chose Save & intinue, you will ke returned to your document and the Time T racker will
show the R unning Green)kutton on the EditT ools R idmn .Y ou can continue working on your
document until you are ready to stop or until the next Stop & Save message.

If you chose Save & Stop, your data and document §)will ke entered and saved and the stop
kutton will ke shown in the R ildan. I addition, all of the Time T racker—inserted kmokmarks €T
Timer Start Session andthe ET Timer Stop)are automatically deleted and the ET Timer End
Session kmokmark is inserted, as shown kzlow, at the last location of the mouse cursor in the
document.



EditTools Bookmarks X|

Help?
Bookmark Name: e
I Insert Symbol I M- | M- |
Custom Bookmarks:  Mew..

Stop | Boxes | Epause |
Available EditTools Bookmarks:
box 001 Add
check fig 002 permission w publisher =
ET Timer End Session
fig 001 Bename
table 001
table 002 Delete
When the work session is ended, all Culy
of the Time Tracker inserted o move a
bookmarks are automatically deleted §bookmark,
and the ET Timer End Session select it and
bookmark inserted. No other alick below
bookmarks are affected. Move
Bookmark
Rl I |

Cl dupBeqgin dupEnd | Delete Al |

[v Keep this dialog open until Close is clicked

[~ Use ODM to access
(This form will be added to ODM and hidden)

_ose |
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Time Tracker—inserted bookmarks are deleted and replaced with the End Session bookmark

Tip

It is always a good idea to check that the ET Timer End Session kmokmark was
inserted at the correct location kefore closing the document. If it wasn’t, use
Bookmarks to move the kmokmark to the correct location and then resave the
document.

Pause When Interval Timer Is Set

Qicking Pause on the EditT ools R ildmn causes Time T racker to stop timing temporarily.



g . Pause <isgianel] Wo gt ! : ey
[]stop  Language Click Pause to

Tracking | Running ? temporarily stop Time
OFF SRV Tracker timing

Tracking Time Tracker NSW ™ P ErEPES

To temporarily stop timing, click Pause

Il hen you are ready to have Time T racker resume timing,click Start on the EditT ools R idm®n.

g @ Start <ggiaer Spell W Yor
_ [[stop Language Click Start to restart

Traocst(:!ng Paused Hatiams Time Tracker timing

Tracking Time Tracker MNSVV T

To restart Time Tracker timing, click Start

Tip

If instead of clicking Start in the R idmn you click Paused, the Project Summary
will open.Just click the Start kutton to restart Time Tracker.T he kuttons in the
R idmn will also change to the correct status.

Similarly, if instead of clicking Pause in the R idm®n you click R unning, the
Project Summary will open.Just click the Pause kutton to temporarily pause Time
Tracker timing.T he kuttons in the R ildaon will also change to the correct status.

In either case, if you click the Qose kutton on the Project Summary, the Project
Summary will close and Time T racker’s status will continue.

Qicking Start to end a temporary pause not only will restart Time T racker timing, kut will cause
the Timer Info message, shown here, to appear.

EditTools Timer Info X|

Interval Time is set to 1.5 hour(s)
Interval time elapsed®: 0:51:10 (hours/minutes/seconds)
Interval time remaining: 0:38:50 (hours/minutes/seconds)

*Time elapsed DOES NOT include Pause time

OK




Information on how much Interval Time has elapsed and remains

T he message tells you the current Interval T ime setting, how much Interval Time has elapsed,
and how much Interval Time remains.Pause time is ignored. T his message will automatically
disappear after approximately 7 seconds ;it can also k® dismissed by clicking OK .

Tip
T his message will appear even if Time T racker timing is restarted by clicking the
Start kutton on the Project Summary.

Updating Information

Sometimes things change and we need to change the project information we originally entered.
Time Tracker has two different types of information updating.

T he first update type is the updating of the kasic project information itself.T o change the
original project information, select the project name — not a sukpart’s name — and click the

U pdate Project kutton. For example, “T he dmagined)Autokiography of Alice I onderland” was
set to have sulparts and to run through 2020. If, instead, there are not to ke sukparts and the
project is rescheduled to end in 201 9, select the project and click U pdate Project @&38,which is
grayed out in the previous image kecause a project has not keen selected, a sukpart has).T hat
will open the Ceated pdate form so that the changes can ke made €ee arrow in kzlow image).
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Create/Update Project

Project Name: I The (Imagined) Autobiography of Aloce Wonderland
(required)
Project Status: NEW

Authors/Editors: | Lewis Carroll

Edition: I Project Tasks (check all that apply): [~ coding/stying
[ copyediting
Client's Project ID: I 9781763907236 Your Project ID: | 2009-020 [ design
s [~ Thisis an ISBN [~ developmental editing
. [V This is an ISBN I ebook prep
Client Type: @ Company (" Individual I indexing
Client: | Farcical Pubishers [ manuscript review
[~ page layout/makeup
[ project management
Contact Name: i
| James Jongoism I proofreading
Email Address: I jingo@farcical.net [ transiation

u other (describe in Comments)

- BB ElN scheduled EndDate: [ <] [ L[ 200 1]
- n
HasSubparts?In v| '.-..-...--...‘C!J#Eﬂdbﬂe.l v| - I vI

To track your approximate Effective Hourly Rate (EHR), fill in the following two pieces of information:

1) How is your fee calculated? " per Page " per Word & per Hour (" per Project

2) Fee per hour? | 31.75

How to round minutes:  ?

Rating
" Round Up/Down to the Nearest Minute 1 (Easy) " 3 (Moderate) " 5 (Difficult)
® Round Up to the Nearest Minute 2 - -
(~ Do Not Round Up or Down
Comments:
0 of 500 characters allowed
Update Cancel

Changing project information

I hen done updating the information,click U pdate @40). A message confirming the changes
will kz shown.



Project Updated

Project name "The (Imagined) Autobiography of Aliice Wonderland"
has been updated

OK

Message confirming the changes

If instead of updating the general project information you want to modify the recorded data —
the project details — select the project line IFthe project has no sukparts, or the sukpart that you
want to modify IFthe project has sukparts,and click | pdate [»ails @39 in a previous image).
T hat will show the U pdate R ecord form:

Time Tracker - Update Record
Help?
Select Subpart data to update:
Subpart Name Date Hours Mins Pages
Batch 1: Chapters 02/16/2019 0 0 0

Batch 1: Chapters 02/16/2019 2

\ ot vages: 17

Subpart Name: | patch 1: Chapters 1, 3

Date: 02/16/2019
Hours: 2

Minutes: 2

Pages I 17|
Update | Close |

©20086 - 2019 bv Richard H. Adin

The Update Record form



Earlier it was stated that you can change the name of a sukpart.This is where it is done. As the
image shows, the sukpart name has kzen modified to include the chapter numkers. k could also
have keen completely changed. In addition to modifying the sukpart name, the elapsed time and
numker of pages data can ke modified.T he date information cannot ke changed;it always gives
the current date so that you know when a change was made. Qlick U pdate and the changes are
made as shown here:

EditTools Time Tracker Project Summary N kl[
T e

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
L. g e
The (Imagined) Autobiography of £ 0 11 4 5.82 31.75 21.82 OPEN Hour Project
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word s
Weathering Storms in the Atlantic 2 26 31 85.25 35.04 12.74 OPEN Page T
Batch 1: Chapters 1, 3 2 2 17 46.75 22.99 8.36  OPEN Page de_gc‘:
Batch 2: Appendices I & 0 24 14 3850 96.25  35.00 OPEN Page 10}
The subpart name has been modified Delete

41

Add
Subpart

[v Alphabetize

YaliD: 34.80 13.38 i
=

Lifetime: 34.80 13.38
Archives I
Start | Pause | Stop | Close I
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The subpart name has been modified

Completing a Project or a Project Subpart




Il hen you have completed a sukpart, for example, “ll eathering Storms in the Atlantic: Batch 1 :
Chapters 1 ,3” in the almve image, or a project, you can mark it as completed ky selecting it and
clicking the mplete kutton @4l in the previous image), which will kying up this message:

omplete

C SubPart

P Do you want to complete the "Batch 1: Chapters 1, 3" subpart?

Mo I

Clicking Yes on this message will complete a project or a project subpart

If Y es is clicked in the almve message, the project or sukpart’s status is marked Gmpleted, as

shown in the kelow image. At the same time, the temporary archive files §ee Archives later)for
the completed item are automatically deleted.



EditTools Time Tracker Project Summary [} ' X

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project Create
The (Imagined) Autobiography of £ 0 11 4 5.82 31.75 21.82 OPEN Hour Project
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word s
Weathering Storms in the Atlantic 2 26 31 85.25 35.04 12.74  OPEN Page Undat
Batch 1: Chapters 1, 3 2 £ :p:gf
Batch 2: Appendices I & II 0 24 14 38.50 96.25 354 OPEN Page L0k
Batch 1's status has changed
from Open to Completed Delete
Add
Subpart
Remove
From List

[v Alphabetize

YTD:  34.80 13.38 @
=
Lifetime:  34.80 13.38

Start Pause | Stop Close |

@2006 - 2019 by Richard H. Adin

Change in status from Open to Completed

Marking a project as completed generally means the project is done.Occasionally,however,a
project that was designated completed needs to ke reopened for additional work. In the following
example, “T he dmagined)Autobdography of Alice I onderland” has keen marked as completed.

Il hen the status of a project — kut not of a sukpart — is changed to Gmpleted @rrow in kelow
image), a group of additional options @42 to #44)kecome availalde.



EditTools Time Tracker Project Summary

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.
Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.
The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.
Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project Create
obio 0 D 0 Project
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 EW Word s
Weathering Storms in the Atlantic 2 26 31 85.25 35.04 12.7 PEN Page o
Batch 1: Chapters 1, 3 2 2 17 46.75 2299 8364 COMPLETED Page SE_ELE
Batch 2: Appendices I & II 0 24 14 3850 96.25  35. OPEN Page HOIEGL
42
Add
Subpart
-. i Remove
43 | From List
[v Alphabetize 2
YTD:  33.53 12.44 : ==
<l @
Lifetime: 33:53 12.44 ;
Start Pause | Stop | Close |
820086 - 2018 by Richard H. Adin

New options are available when a project’s status is changed to Completed
Tip

Changing a project’s status to mpleted does not delete the project or remove
the project data from either the project’s data file or from the Y T [2and Lifetime
EHR and APH calculations. k simply marks the project as no longer active and,
thus, no longer availalde for time tracking.Only the temporary archive @ ckup)
files are deleted.

Tip



Il hen a project’s status is changed to CGompleted, as noted in the previous T ip, the
data file still exists.H owever the data file’s extension is changed from itp to
c£me. T he file remains in the Project L2 folder. If the file is reopened, the
extension reverts to the itp extension.

T he first option is to R eopen @42)the project.l hen you click R eopen, the following message
appears:

Reopen Project X

Do you want to reopen the "The (Imagined) Autobiography of Alice Wonderland" project?

= |

Reopen a Completed project?

Qicking Y es reverts the project’s status to Open, making the project availalde for additional time
tracking. Qicking No leaves the project’s status as Gmpleted.

A project whose status is listed as @mpleted remains in the list of projects on the Project
Summary as shown almve_H owever, as time goes by and the numker of projects grows, leaving
a completed project in the primary list of projects can make things difficult.

Tip

If the list of projects is long,and you can’t rememlzer the exact name of a
particular project whose data you want to inspect, click the Project Search @46)
kutton. EoIng so kyings up the kelow search form. Enter a part of the project
name and click OK .T he search is not case sensitive. An alternative method, if
you rememlzer the project name, is to alphalkztize the list of names.

Search For Time Tracker Project X

Enter any part of the project name in the box below and click on
OK. To exit, click Cancel

OK Cancel

B2005 - 2019 bv Richard H. Adin




The search form

A second option is to remove a completed project from the list of active projects by clicking the
R emove from List @43)kutton.R emoval is instantaneous.R emoving a completed project from
the project list does not delete the project or remove the project data from either the project’s
data file or from the Y T [2nd Lifetime EHR and APH calculations. k simply moves the project
from the active projects list to the History list. T he project’s data file is still located in the Project
2 folder, kut with a cme extension €o indicate it has keen completed) kecause it is no longer
active.T he History option is discussed in the next section.

Athird option is [Ekete @&44). [E¥ete is similar to R emove. k is intended to ke used in situations
where a project has keen created kut no work requiring timing has keen done.l sing [Edete will
let you keep the project information availalde until such time as you are ready to actually delete
it. CE¥ting a project removes it from the list of active projects. [E¥eting a project from the
project list does not perform atrue delete or remove the project data from either the project’s
data file or from the Y T [2nd Lifetime EHR and APH calculations ; deleting a project simply
moves the project from the active projects list to the H istory list. T he project’s data file is still
located in the Project I2¥a folder, kut with a del extension €o indicate it has keen deleted)
kecause it is no longer active and is not expected to k® reactivated. T he History option is
discussed in the next section.

History

I hen a project is removed or deleted from the list of active projects using the R emove from List
@3)or Cekete @4)hutton, the project’s information is still availalde and the project can ke
resurrected and reopened by using the History @&45)kutton.

Qicking History @45)opens the History form shown here:



Time Tracker History X|

This form can be used reinstate deleted or completed projects that have been removed
from the main form. Select the year and type of project and the list will be populated
with the appropriate projects. Select the project and Reinstate to reinstate the it. Use the
Cancel button to exit this form
Year Range: I ]' to I j'
Hons i R @
(" Completed 2019 (" Both
2020
2021
Project Name P File Name
2023
2024
Renstate Project Details Cancel

Selecting a year or year-range on the History form

To locate a removed or deleted project, the first step is to select the year @47)that the project
was completed. If you know the year, you can select the year ;the “to” field will automatically ke
populated with the same year so that the range would ke, for example, 201 9 to 201 9. If you do
not know the exact year,you can choose either All or a range, for example 201 8 to 2020, which
will cause all projects fitting the range criteria that have keen completed @r deleted or kwth)and
moved from the Project Summary to the History to ke displayed.

Once the year range has keen selected @47 kelow),choose whether the History form should
display only CGompleted, only [E¥eted, or kmth mpleted and [E¥eted projects @48)for the
chosen year.



Time Tracker History X|

This form can be used reinstate deleted or completed projects that have been removed
from the main form. Select the year and type of project and the list will be populated
with the appropriate projects. Select the project and Reinstate to reinstate the it. Use the
Cancel button to exit this form

Year Range: I 2019 vl to I 2019 vl

& Completed @ (" Deleted " Both

Project Type:

Project Name File Name

: The (Imagined) Autobiography of Alice Wonderland et201900003.cme

D 52,

Reinstate | Project Details | Cancel

The History form
Tip

Although the example used in the H istory discussion is that for a completed-
removed project, the discussion applies to kmth completed—+emoved and deleted
projects.li hat can ke done with completed-removed projects can also ke done
with deleted projects — as long as projects were removed from the list of active
projects using either the R emove from List @3)or [Ekete E44)kuttons. If you
manually delete projects from the Project I2¥a folder or something happens and
you have not kacked up the ttp, cme,and del files in the Project [2»a folder
using the EditTools Backup Datasets option and4r some other kackup program,




the data will ke permanently lost. For information akmut the EditT ools Backup
[asets option, see the Backup [asets Help file.

Fom the displayed list of projects, select the project you are interested in reviewing or restoring
@49). Note that in addition to the project name @49),the project’s filename is also noted @0).
In this example, the extension is cme, indicating it is a completed project.

After a project is selected, you have two options:R einstate @51 )the project or review the
Project [Edails @&52).

If you click Project [Exails @52),the Ceated pdate Project form is displayed, as shown here:



Edit Tools Time Tracker- Project Manager X

Create/Update Project
Project Name: | The (Imagined) Autobiography of Alice Wonderiand

Project Status: COMPLETED 53
Authors/Editors: I Lewis Carrol

Edition: | 1 Project Tasks (check all that apply): [~ coding/styiing
[ copyediting
- . . . . [ design
Client's Project ID: | 9783575891777 Your ProjectID: | 20 1_9f0 10 [~ developmental editing
[v This is an ISBN [ Thisisan ISBN F ebook prep
T . flustration
Client Type: & Company " Individual [~ indexing
Client: I Farcical Publishers F ine edIIJn_g )
manuscript review
I page layout/makeup
Contact Name: I James Jongoism [ project management
[~ proofreading
Email Address: | Jingo@fardcal.net [ translation

[ other (describe in Comments)

Start Date: I 5 j I 5 j I 2019 j Scheduled End Date: I 8 j I 19 j I 2019 d
Actual End Date: I d I j | d

Has Subparts? I N vI (this field has been disabled because
data already exists for this project)

To track your approximate Effective Hourly Rate (EHR), fill in the following two pieces of information:

1) How is your fee calculated? " per Page " per Word & per Hour " Project

2) Fee per hour? | 31.75

How to round minutes: 7

Rating
 Round Up/Down to the Nearest Minute 1 (Easy) " 3 (Moderate) " 5 (Difficult)
(@ Round Up to the Nearest Minute o) 4 .
(" Do Not Round Up or Down
Comments: 54 Totals: Time: 2:04 Pages: 25 Amt Earned: 65.62 EHR: 31.75 APH:12.1
0 of 500 characters alowed

5 5 Cancel

The Create/Update Project form of a completed project

T here are a few differences to note in the Ceated pdate Project form from when the form was
initially created or suksequently updated. Hrst, the project’s status has changed from New to
Ompleted @53).Second, the Totals @54)information is now included €ontrast this with #20 in
the “Qreating a Project’s [aset” section akmve). By looking at this form,you can see how
much time you spent on the project, the numker of pages, the amount earned, your Effective
Hourly R ate @HR ),and your Average Pages per Hour @PH )for the project.H owever, you
cannot make any modifications to the data, the only option keing to Gincel @55).



If,instead, you want to reinstate the project so that it again appears on the list of active projects,
click R einstate @51 ), which will give you this message:

Reinstate Project e

Are you sure you want to reinstate this project?

Yes | No

Reinstating a project from the History form

Qicking Y es reinstates the project,which is confirmed ky this message:
x|

Project was reinstated

OK |

Confirmation that the project was reinstated

As the image kelow shows, the project, “T he dmagined)Autolkdography of Alice i onderland”
Qighlighted)was reinstated to the list of active projects along with its data and its status
@mpleted). Ih addition, the project was removed from the history. If you want to reopen the

project, you can click R eopen @56), which will change the project’s status from Completed to
Open and the data file extension from cme to itp.



EditTools Time Tracker Project Summary

x|

subpart, click on it and select the appropriate button.

project or subpart and clicking on the "Update Details" button.

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a

Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project Create
The (Imagined) Autobiography of £ 2 4 25  65.62 3175 12.10 COMPLETED Hour Project
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word
Weathering Storms in the Atlantic 2 26 31 85.25 35.04 12.74 OPEN Page o
Batch 1: Chapters 1, 3 2 2 17 4675 2299 836 COMPLETED Page i o
Batch 2: Appendices I & IT 0 24 14 38.50 96.25  35.00 OPEN Page HIQ]ELL
Time Tracker Histol '
Delete
from the main forrf@ Select the year and type of project and the list will be populated
with the appropriat@projects. Select the project and Reinstate to reinstate the it. Use the
Cancel button to exifthis form
56  Reopen
Year R ige: d to I 2018 d
Project Type: Add
Subpz
' Completed C  Deleted  Both i
Project Name File Name Remove
From List
[v Alphabetize
Reinstate Project Details Cancel

Reinstating the completed project and removing it from the History




Archive

T he purpose of the Archive is to k» a temporary kmckup of project data in the event that
something happens while you are working on the project.Should data kecome corrupted or lost
from an unexpected event like a document crash,the Archive file can give you the data from the
time of your last timing stop.T he prokdem is that the archive is created only when you stop
timing . @nsequently, if you last stopped timing 2 hours ago andll ord crashes, in addition to
having lost some of your work, you will have lost the time calculation that occurred ketween the
last stop and the crash.

Tip

It is a good idea to get in the habat of stopping timing and saving your work at a
regular interval . T hat way, should a prokdem occur, for example a document
crash, not only will you have minimized the amount of work you have lost, kut
you will have kept your data loss to a minimum.

Every time you stop Time Tracker an Archive file is created. T he Archive is saved to the
Archive suldolder as shown in the image kelow.U p to 10 Archive files are kept.ll hen the
eleventh file is created, the oldest Archive is deleted.

B Archive [-[afx]
9\7)v ‘ ~ Richard H. Adin + My Documents ~ EditTools Time Track Data = Archive - m| Search Archive
File Edit View Tools Help
Organize ¥  Include in library =  Share with * Burn  New folder =~ O e
=d My Documents [~ [~ Name « | Date modified Type | Size | |
o Add-in Express " i
. &= et201900001_201904040730.tta 4/4/20190 7:30 AM  VLC media file (.... 1 KB
4. CCWin
o Corel User Files 57 58

o Decrypt Output
4 EditTools Datasets
=4 EditTools Time Track Data
W Archive
o Project Data
o YTD and Lifetime Data
o Fax
4 Insight Software
4 Intel
o My Backup4all
4 My Books
3| My Data Sources
J My Digital Editions
o My Meetings
o My PaperPort Documents
o My RoboForm Data
o4 MyWebPages
o Outlook Files
4 Scanned Documents
o Snaglt Ll
1 item

An Archive file in the Archive subfolder




T here are two parts to the Archive filename: first it has the same filename @57)as the data file;
the second part of the name @58)indicates the date @01 90404)and time Q730)the Archive was
created. Archive files all use the extension tta.

T o access the Archive files for a project,click Archives @9 kzlow).

EditTools Time Tracker Project Summary

Help?

Listed below are all of the currently available projects. To time a project or a subpart or to make changes to a project or a
subpart, click on it and select the appropriate button.

Subparts are portions of a main project: whether or not a project has subparts is determined when the project is created (click
the Create button). Subparts can be added to an existing project by clicking Update Project and changing the designation from
N to Y. When a project has subparts, the main project will automatically be updated with the total from the subparts.

The page count is added when the "Stop" button is clicked. Details of a session can be updated at any time by selecting the
project or subpart and clicking on the "Update Details" button.

Amount Project Fee
Project/Subpart Name Status Hours Mins Pages Earned EHR APH Status Method
Giant Peaches of McCandy Provinc 0 0 0 0.00 0.00 0.00 NEW Project Create
The (Imagined) Autobiography of £ 2 4 25 65.62 31.75 12.10 COMPLETED Hour Project
Visions in Freudian Therapy 0 0 0 0.00 0.00 0.00 NEW Word A
Weathering Storms in the Atlantic 2 27 33 90.75 37.04 13.47 OPEN Page N
Batch 1: Chapters 1, 3 2 2 17 46.75 2299 836 COMPLETED Page Update
Batch 2: Appendices 1 & II 0 25 16 44.00 105.60 38.40 OPEN Page E{OJet:

Add
Subpart

[ Alphabetize

YTD: 33.53 12.44 ki
<] 59

Lifetime: 3353 12.44
Start | Pause | Stop Close |
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Select the project or subpart and click Archives to access the Archive files

Qicking Archives @9)opens the dialog shown here:



Time Tracker Archive

Use this form to (1) revert a Time Tracker project to a previous time point (an “archive™)
and/or (2) to change the location where archives are to be temporarily stored. Time
Tracker projects are archived when Stop is dicked to stop timing a project. Only the 10
most recent archives are maintained. When a project is marked Complete, the project’s
archives are automatically deleted.

Current archive Change... | 60

C:\Users\user\My Documents\EditTools Time Track Data\Archive\ &1

Select From List 62 j

Select Archive to revert to from the list below:

Revert | Cancel |

Accessing the Archives

T his dialog enaldes two actions. Frst, you can change the default folder where the Archive files
are temporarily store.T o change the location,click Change @60).T he current location @61 )is

listed kzlow the Change kutton.Second, you can select the project whose Archive file you wish
to “open”. Qicking the down arrow @2)will display all of the projects with availalde Archive
files. In this example, there is only 1 project with Archive file €.



Time Tracker Archive
Help?

Use this form to (1) revert a Time Tracker project to a previous time point (an “archive”)
and/or (2) to change the location where archives are to be temporarily stored. Time
Tracker projects are archived when Stop is clicked to stop timing a project. Only the 10
most recent archives are maintained. When a project is marked Complete, the project’s
archives are automatically deleted.

Current archive Change... |

C:\Users\user\My Documents\EditTools Time Track Data‘\Archive,

Select From List j

- Select From List
Weathering Storms in the Atlantic

The projects with

available Archive files
are listed

Revert Cancel

List of projects with Archive files

Select the project and the availalde Archive files for that project will ke displayed as shown here:



Time Tracker Archive

Help
Use this form to (1) revert a Time Tracker project to a previous time point (an “archive™)
and/or (2) to change the location where archives are to be temporarily stored. Time
Tracker projects are archived when Stop is dicked to stop timing a project. Only the 10

most recent archives are maintained. When a project is marked Complete, the project’s
archives are automatically deleted.

Current archive Change...

C:\Users\user\My Documents\EditTools Time Track Data\Archivel

Weathering Storms in the Atlantic

Select Archive to revert to from the list below:

64
Revert q Cancel |

Project with selected Archive file

The Archive file Gelected in the almve image)is identified by the file date @onthMayAear)and
the time the file was created @63). If there are several availale files, you can choose, kased on
the file date and time,which Archive to revert the project data to.Once you have selected the
file,click R evert @4). Qicking R evert converts the Archive file to a 1tp file and moves the file
to the Project 2 suldolder, overwriting the existing 1tp file for the project.

Tip

R eversion should only ke used if the itp file has kecome corrupted or the data
inaccessilde. If the current time is 11 am.and the newest Archive file’s
timestamp is 7:30 am.,using R evert will cause the project data to ke as it was at
7:30 am.Y ou will need to select the project in the Project Summary and use

U pdate [evails @iscussed earlier ;see “U pdating Information” and the discussion
of the “ pdate R ecord” form)to make the data current to 11 :00 am.



I hen a project or sukpart’s status changes from Open to Gmpleted, all existing Archives for
that project or sukpart are automatically deleted from the Archive suldolder.
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