Timeslips 2011 Advanced

Table of Contents — Timeslips 2011 Advanced Training

[ I O\ R Y A T S 1S TR 7
(@AY= | =YY 7
(01217 N TN R Y A T 1S3 T 7
AV A1 S TN 1Y A2 T T 12
TOGGLE BETWEEN MY LISTS AND VIEW AL .tttiiiiiiiiitiiiiiiie e s ittt e s e et s ettt ae s s e s s s e saabbaassasssssasbbsassasesssasbbsssessesssassnsnns 12
= Lo 1< i RO 13

LESSON 2: SECURITY AND THE AUDIT TRAIL ..ottt 15
DATABASE SECURITY 1ttiiiiiiiiittiitieeiiiiittesteesssaiistssstsessssiistssssssssssiasssssssssessiasssssssssessieisssssssesssoisssresssessssissrssssesennins 15
SECURITY PROFILES.....iiiittttttieeitiiittietteee s st iitbsseeesesssabbabsessesssabbabeesseessasabebaesseessssabtbeaaeesesssabbbbeeesesssasbbbbaessesssasaeres 18
F O Tl 2N 22
SELECTING DATA TO TRACK ...t tit et ittiee e ettt e et ee et ettt e e e etaeeesetteeesesbeeesessaeeesbteesaasteseeasseseesbaeesaasbesessabesessssbesesassessanrenas 23
VIEWING AUDIT TRAIL DATA Lottt ettt ettt e e s ettt e e e e e e e s s bbb a et e e e e e s s abbbaeeeseessasbbebaeeeeessasaatbaneeeeeeans 24
PRINTING AUDIT TRAIL DATA oottt ettt ettt e e e s s e et e e e e s s e bttt e e s e s s sa b b e b e e e e e s s sasabbbaeasaessesabbaeeseessesns 27
PURGING AUDIT TRAILS ..cciiittttiiiie et seettt ittt e e s s ettt ittt s e e e s s sabbetesaeesssaabbabaeasesssasb b e beeesesssasbbebeesseessassbsbasssasssesnbbasaseesseies 27
DISABLING AUDIT TRAILS ..ttttiiiiee i i eitttit e e e e s ettt ittt s e e s s s seabbeteseeesssasbbasesesesssasbbeseeasesssassbebesaseessassbsbeessaessesnbbaessassseias 29
= Lo 1< RO 30

LESSON 3: DATA ENTRY ASSISTANT AND THE FIRM ASSISTANT ...oooiieeiceee e 33
(BN N = R EEE 2 AN o1 - I TP 33
[ L Y AT S Y N TR OR 38
PRINTING FIRM ASSISTANT INFORMATION ......eitttttttiteeetiiittrtteeeessiisbsseessesssabbssssssesssassbssssssesssasstbesssesssasstrssssesennins 40
= (o] 1S I OO 41

LESSON 4: HIDING DATA WITHIN THE DATABASE ...ttt ettt st 43
HIDING AND REMOVING DATA cooiiiiiii ittt eitt ettt e ettt e e e e et st b s e e e e e et sab bbb e e e eeessa bbb beeeeeessassbbbaeeeaessasntbaneeeeenans 43
[T 1T [N I N 1= 43
INCLUDING CLOSED SLIPS ON REPORTS .....coiiittttitieeiieitttiteeessssistbeetsesssssassbatssasesssasbsasssesesssassbssesesesssassssresssesssasssnnes 46
(RS N TN T = RO 48
HIDING AND DELETING NAMES. .....ciiiiittttitie e i ieiitittt e e e e e e st b ittt s e e e s s sea b b aaeeesesssabbebeeesesssabbebeeaseessassbbbaesseessessbbbaeesasssaes 49
CHANGING THE CLASSIFICATION FOR INDIVIDUAL NAMES .....utiiiiiiiiiiiiiiiii et s s sbbbane e s s s sabbaaa s s s s s s ssbbanaeeeas 50
CHANGING CLASSIFICATION ON MULTIPLE NAMES ..vvtiiiiiiiiititiiie ettt e s s iibb et s e s s s e sabbbaa s s e s s s s sabbbaba s s s e s s sasbbasaeasas 51
= (o] 1S RO 53

LESSON 5: ARCHIVING, PURGING, AND COMBINING ........ooiiiiiitiiie ettt 55
AARCHIVING SLIPS . utttiiiiiiiiiiittieet e e e s e e sitb et e e e e e s se bbb e e e e e et s aib b et e et s eessassbtbaseseeeessb b be e s eeeees s s bbb aaeeseessas bbb baeeseesseababanseesenases 55
COMBINE - RESTORING ARCHIVES ....cciiuvetiiiteie e sttt e eetteeessteeesstaesssasassesssseeesastessesasaessssssesesastessessessesssbesssassessesrenas 56
INCLUDING TEMPORARY SLIPS ON REPORTS. .. .uviiiiitiiieieteteeiireeeesitteeessstesssssesessessessssssessssssessssssessssssessssssesssssseseans 58
REMOVING TEMPORARY SLIPS......uuiiiiitiiieiiteeeeiieeeesitteeessittssesestesssssbesesastessesasessssssbeeesassesesassesssssbessssssbesssassessssnsens 58
PURGING DATA AND CLOSING PERIODS......ccciiiitttiiiieeete ittt e e e e s s ittt s e s e s s sasbbaaesasesssabbtbesasesssassbbbaesseessesinbbaeesassseins 59
= Lo 1< TR 65

LESSON 6: CUSTOMIZING TIMESLIPS TODAY ...ttt ettt ettt st a s bt e s saba s s enrae s 67
CUSTOMIZING THE TIMESLIPS TEMPLATE .uttttiiiiiiiiitittiieeeesibbttesese st sabbabesssesssassbsbasssesssessbbbasssasssssbbbbsssasesssasbbasseesas 67
SHARING TIMESLIPS TODAY TEMPLATES.....uuttttiieieiiiiittititeiessiiisittetssesssassbsbasssesssssiabbasteesssssssbbssssssessiassbssssssesssasssnsns 76
CREATING A CUSTOM TIMESLIPS TODAY TEMPLATE ...iiiiiiiiittttiie i e et ieitbtiiee e s s seiaabbasssesssesabbbasssesssssasbbssssssessssbbasseesas 77
= (o] 1S RPN 80

I N O I A I = 3 1 TR 83
F NI = = TSR 83
(O TR AN 1= = 5 83
WHAT HAPPENS WHEN AN ALERT IS TRIGGERED ......ceeiiitieieiiteeeesitteeeeeteeeessseesssssseesssssessssssssssssssesssssessesssssessssenenns 86

PLUMMER SLADE, INC. 3



Timeslips 2011 Advanced

THE ALERT LIST DIALOG BOX ... ittiiiiiii ittt ettt e ettt et s e e s s ettt et e s e s s s e saab b e bt e e e s e s saabbabeeesesssasbbabeeesesssassaenes 86
= Lo 1< O 88
LESSON 8: CREATING CUSTOMIZED REPORTS ...ttt staee et e e natae s 91
CUSTOMIZE AND SAVE A STANDARD REPORT ..ottt ittt ettt e s et e s e s s s e sab b b e et s e s s s s sabb bbb e e e s e s s ssbbabeeaeas 91
CREATE A USER-DEFINED REPORT ...oiiiiiittttiiie e et iiibtit s e e s s s sbbtb e et s e s st aabbtb e e s s e s s s e bbb b e aeseessesabbbasesasssesabbbbbaeasessssbbabaeaeas 98
CUSTOMIZE EXISTING REPORTS . .1ttiiiiiiiiiiittiietie et iiititttes s e et sasatbaeese s st asabbassseessasabbbaseseeesssbbbabaeesesssaabbbbeeesesssaabbareeesas 104
= (o 1S S TP 112
LESSON 9: IMPORTING AND EXPORTING BILL LAYOUTS ...ttt 115
IMPORTING BILL LAY OUTS cuttiiiiiiiiiiiiiteiie e e et ittt e e e et setataeee e e e s sastbtbeeeseessasabbbaseeeeessssbbaeseesesssasbbsbeeesesssabbsraeesessaanes 115
EXPORTING BILL LAY OUTS . ittttiiieiiiiiitittt e e et seitbtr e e e e et s eitbb b e e e e e s s astabbaeeeeeesssaabbaaeeeeesssasbbsbeeeeesssabbbbeeeseessasantbaneeeens 117
e d =2 To] 1 = IR 119
LESSON 10: STATION ADMINISTRATOR.... .ottt ettt e st a e s s srb e e e s sarae s s sares 121
STATION ADMINISTRATOR ..ot iutttttieteesieittteeesesssastbtteettesssassbetetesesssassbsbaessesssassbtbasssesssassbsbaessasssessbbbeessaessesasbbasssass 121
USING DIAGNOSE THIS COMPUTER ....uutttiiiiieeiiiititiittsessseitatteessesssssbtbssssesssassbsbssssesssasssbsssssesssesssbbasssassssssbranssesssains 123
= Lo 1< = 1 O TSR 126
LESSON 11: DATA VERIFICATION ...ttt ettt e e ettt e st a e s st e e s et e s s sabee e s sbaeeesanbanessnees 129
VERIFYING DATA INTEGRITY 11ttiiiiiiiiiitiietie et ieiittbeeteessssiisbbasssesssssaabbssesssesssasbbabesssesssabbbbaessesssassbtbaesseessesabbanasessaaaes 129
VERIFYING ALL TABLES IN THE DATABASE .....uuttiiiiiiiiiiiiitiii e e e iitbtte e e s e st sebbabe e s s e st sabbbbaessesssasbbbbaeesesssesabbbaneeeesaans 130
[ D LN =7 I N[0 = RO 130
ANALYZING RESULTS 1.eveiei ittt ettt e e ettt e e e ettee e s sttt e s etee e e sbaeeessabeeeeastaesesabeeeessabeeesasbeesesbeeeesssbeeesastessessenessssrenes 131
e d = 2T ] = 5 TR 132
APPENDIX A: BACKING UP YOUR DATABASE ...ttt ettt e st e s st eataa e svana e 135
[N T 4= 10 o] = 01U T 135
MANUALLY BACKING UP YOUR DATA c.ottiiiie ittt ettt ettt e e s s ettt s e e s s e saa bt et s s e e s s esabbbaeeseessesaabbaaaseeesases 136
SCHEDULED BACK UP OF YOUR DATA ...ttt s bttt e e e e s e st bttt s e e e s e sabb et e e e s e s s sabbabaeaeesssaabbabaeeeas 140

4 PLUMMER SLADE, INcC.



