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Dimlog introduction

Dimlog is a software tool to store, analyse, and retrieve information about the time you spend.
To experiment with Dimlog you can open one of the examples files.

When Dimlog starts, it displays the Main screen. From this screen you can choose to do time
recording or Manual time entry, or view the To-do list. There is a Calendar. You can view Statistics
or generate printable Timesheets.

Logging time
Dimlog provides two ways to log time:

1. Time Recording: When you start working on a task, click on the Start button. When done,
click on the Stop button.
2. Manually Time Entry: Enter the start and stop time of your work on a project.
A time span that is stored in a Dimlog file is called a session. Before you add a session, first you
must select the categories to which the session belongs. Dimlog uses this information to calculate
statistics.



Dimlog: multi-dimensional logging

Dimlog records and calculates the time that is spent on categories. A category is the general name
for a project, a type of activity, a group of persons, a location, etc... You can decide which categories
to use. By default, Dimlog creates three category trees: Projects, Types of activity, and People. In
this setup, projects would be subcategories of the category "Projects". By first defining category
trees, and then adding categories, and subcategories, we can define a multi-dimensional system to
log our time spending.

Multi-user access

Multi-user access is possible when the Dimlog file (.ppe) is saved to a shared network directory.
Dimlog periodically synchronises with the Dimlog file.

Dimlog tutorial

In this tutorial, we will use the example file that is provided with Dimlog.

1. Installation

2. Start-up
When you start Dimlog for the first time, the start-up configuration screen is displayed:
Dimlog - Unnamed Q@

File Edit ‘iew Help

Start-up configuration

Welcome to Dimlog
Click on one these three buttons to continue:
Opens an example Dimlog file

i Open example file | with example projects and time
recordings.

Creates a new empty Dimlog
Setup new file file.

Allowes you to choose an
Open existing file ‘ existing Dimlog file that must be
opened.

* Click on the button "Open example file".
If the start-up screen is not visible, open the example file by choosing in the menu: File, Open
example file, Air conditioning (3 category trees).

The example file contains sample projects, users, time recordings, and to-do items.



3. Main screen and user selection
When Dimlog has opened the file, the Main screen will be displayed:

T Dimlog - C:\PROGRAM FILESADIMLOGA\examplesi\Air conditionin -|a| x|

File Edit “iew Help

Mo user selected [REEIEE userl Admin I

Titme spending Planning

Time recording Decambar To-do list

Manual time entry Calendar
Information retriewal Related project data
- Session list |
_ Ti heet [ ._'___'_'.-':.'
o | | M -I\r-' [ Files & web pages |
EEa: Statistics | —

________________________________________________________________

@ Vacuum cleaner E42, meetings, Simon, is due 3/27 /2007 [3 days late).
@ Initial, Client white & Co., Ben, is due 3/30/2007 [today).

In the title bar, you can see which file is opened. The Main screen provides links to the important
areas of Dimlog, such as Time recording, and the Calendar. At the bottom of the screen, to-do items
that are due today are displayed. In this example, two to-do items are displayed: one for Simon, and
one for Ben. Normally, one would see only the to-do items of one person, but we have not yet
chosen a user.

* Click on the "Select user" button at the top of the screen, click on "Research and
development", and double click on "Ben".
"Ben" is now selected as the current user. The main screen now only shows Ben's to-do item.

4. Switching between screens

When you click on the "Time recording" button, Dimlog moves to the Time recording screen. To go
back to the main screen, click on the "To main" button in the top-right corner, or press Escape. You
can also go directly to one of the screens, by using the View-menu.

5. Time recording
A separate screen is designed for time recording.

* Click on the "Time recording" button.
Before we click the Start button, we must first select the project on which we are going to work.

* Select "Vacuum cleaner E42".

* Select the type of activity: "documentation".
The user is automatically filled in to be "Research and development \ Ben", because Ben is the
current user.

* Click on the Start button
We have now told Dimlog that Ben has started to work on the documentation of the Vacuum cleaner



E42.

T Dimlog - C:\PROGRAM FILES\DIMLOGAexamplesiAir conditioning p o [m] ]
File Edit “iew Help
Time recording {active) Session list

u . Uu: 1 6 n!ﬂ} Stop | hinimize Ditnlod Cloze Dimlog

Time recaording is active. The running session belongs to the categaries:

£ Yacuum cleaner E42
£ documentation
5 Research and developmenti Ben

When we stop working on this combination of categories, we click on the Stop button. While time
recording is active, you can minimize Dimlog, or even close Dimlog to save computer resources.

6. Manual time entry

Sometimes you want to enter time into Dimlog manually, without using the Dimlog-stopwatch. To
do this:

* Click on the Manual time entry button in the Main screen.



Dimlog - C:\dimlog\Air conditioning. ppe g@

File Edit Wiew Help
Manual time entry Session list I Ta main

iime: -0 = Length: 800
Dates SQﬁQQDD? | Serttimer | 9:00:00 A =S
Stop time: | 5:00:00 PM = @ el

E & Projects = & Types of activity
B & Ajr canditioning system - C10 & development
& Initial & documentation
£ Rewision 1 £ mestings
£ Revision 2 £ production
&3 Internal &3 regearch
& Wacuum cleaner E42 E & support
23 %acuum cleaner EVS power 1 Client PYS

&1 Client White & Co.

Calencar l Session list

Sun Mon Tue W Thu Fii Sat
Mar 2007 | 25 10h| 26 2Eh| 27 T.0h| 29 2.0n} 29 0.0h] 20 0.0k 21 0.0k
| 1 = 1 | |
&pr2007 | 1 Apr 0.0h| 2 0.0k| 2 0.0h E| 10k 5 00k g 0.0k 7 0.0k

Move through the calendar with the arrow keys. (You can also resize the calendar.) The calendar
shows how much time has been logged on each day. Time sessions are shown as black horizontal
rectangles. A time session of eight hours takes one third of the width of a calendar cell, because it is
one third of a full day. Sessions that overlap, are displayed in separate rows. To view a list of the
sessions of a day, double click on the day in the calendar. Then, the 'session list'-tab will become
active (except when no sessions start on that day).

To add a new session:

* Fill in the start and stop time
* Click on the Add button to add a session.
* Click Ok in the confirmation dialog.
The newly created session is visible as a new rectangle on the calendar.

* Click on the "Session list" button.
The result of your action is also visible in the Session List.

* Click on the "Back to Time entry" button, at the top of the screen to return to the previous
screen.

7. Statistics and timesheets

* Choose in the menu: View, Statistics.

The screen shows how much time has been spent on the various categories by Ben. To see the time
spent by everyone:

* Click on the People category, and press F4.

This removes the filter on Ben. You can experiment by setting other combinations of category filters
and time filters. For example, to set a filter on 'research':

* Click on the research category, and press F4.
To view the timesheet for the currently selected user:

* Choose in the menu: View, Timesheets.



You can move to another week by selecting another date. For each category tree (Projects, Types of
activity and People) you can decide how much detail must be included.

8. Setting up a new file
To setup a new file:

* Click in the menu: File, New...
By default, the new file will have three category trees: Projects, Types of activity and People. But
we can define our own category tree structure. To do this, uncheck the "Use default category trees"
checkbox.

T Create a new file i 4

[~ Usze default categom trees

Category tree list

i |
Tupes of activity Add
People
Rename |
Delete |
Up |
Doven |
Uzer categam tree: People j

Ok | Cancel |

You can think of category trees as properties of a time session that must be specified always when
time is logged. It is recommended that your category trees are orthogonal to each other. For
example, if a project is usually for one client, than you put both projects and clients in one category
tree "Clients and projects". Projects would be subcategories of Clients. But if you have a small set
of recurring projects that you do for a set of clients, you would have a separate category tree
Projects and a separate category tree Clients. Other possible category trees are: hourly rates, process
(instead of Types of activity), and location. When you are satisfied with the category structure:

* Click Ok
To save the new file:

* Choose in the menu: File, Save As... and choose a location for the new Dimlog file.
If you want the file to be used by others, save the file on a shared location on a network drive.
Dimlog regularly saves and loads changes to the file. Other users must also install Dimlog and open
(File, Open...) the file from the network location in order to use it. A Dimlog "database" contains
only one file with the extension .ppe.

The category structure can be filled in with categories in most screens (also in the Time recording
screen). To add a category, right-click on the parent category, and select "Add a new subcategory".

Example files

To open one of the example files, choose in the menu: File, Open examples file.

* Air conditioning: This is an example project file for a company that produces Air
conditioning products. It contains the three default category trees: Projects, Types of activity,
and People.



 Plastic: A setup with four category trees instead of three.

» Translation: An alternative setup with two category trees instead of three. The first category
tree categorises on Clients, and then on Documents.

Concepts and Definitions

A Session is a period of time. Usually, a session is a time span during which you perform some task.
The start time and stop time of sessions are stored in the file. Sessions can be entered manually, or
timed using the Dimlog stopwatch. A running session is a session that has been started by someone
using the Dimlog stopwatch and that has not been stopped yet.

A Category Tree is a set of hierarchical related categories. The category trees are visible in the main
window of Dimlog. By default there are 3 category trees (Projects, Types of activity, and People). A
category tree is often related to an important property of a session. For example, if it is important to
which project a session belongs, then we would use a category tree called "Projects". This category
tree would contain multiple categories for each project or subproject that is important.

A Category is a part of a category tree. Each session belongs to one category of each category tree.
For example: A session belongs to one project, and one person. Categories can contain other
subcategories (In this way, sessions can belong to multiple categories from one category tree).
Categories together form a hierarchical tree structure.

The To-do List contains To-do Items. To-do items are also called tasks. They can have a due date. A
to-do item belongs to one category of each category tree.

When a Filter is active, a subset of all sessions and to-do items are visible. By default, the filter is
set on the current user. This means that by default only those sessions are shown that are related to
the current user.



Screens of Dimlog

Main
T 1
Dimlog - C:\dimlog\Air conditioning.ppe g@
File Edit Wew Help
RN Select user I Admin
Titme =pending Planning
'-'.!mlme; To-do list
67 S 'l.:l: '.-
TGN
. HE NS
Manual time entry w"m:m. Calendar
Information retriewal Felated project data

. Session list

| - :_ M |)|’ I" Files & web pages
SR Statistics —

'Main' is the first screen that is displayed after a normal start-up of Dimlog.

At the top of the screen you can choose a user. When you choose a user, the information you see
will be filtered to show only data that is relevant to this user.

At the top right, you see the '"Admin’ button. It leads to the Editing and Administration view. It lets
you edit all data, and configure settings.

In the middle of the screen, there are eight buttons that link to the screens: Time recording, Manual
time entry, To-do list, Calendar, Session list, Timesheets, Statistics, and Files & web pages.

In the lower part of the screen is the message area (the rounded rectangle with the dashed border).
When a to-do item is due today, or is one or more days late, a reminder is displayed here. If you
have started a session, but not yet stopped it, it is also displayed here. Click on it to browse to it.



Time recording view
Dimlog - C:\dimlog\Air conditioning. ppe g@

File Edit Wiew Help
Time recording Session list I Ta main

To start recording, select the categories and press the Start button.

ﬁ}@taﬂ Yacuum cleaner E42
research

Managementt.John
E & Projects E & Types of activity
= & Ajr canditioning system - C10 = development
23 Initial 1 documentation
&3 Revision 1 & mestings
£1 Revision 2 £3 production
1 Internal = research
©ivacuum cleaner E42 | B support
21 Wacuum cleaner E7E power £ Client PWS

&3 Client White & Cao.

To record a time session:

1. Select the project on which you are going to work
2. Select the type of activity
3. Check if the right categories are displayed next to the Start button, and click on the Start
button
To stop the session, click on the Stop button.

To switch to another project, first stop the current session, then select the other project, and start a
new session.

While time recording is active, you may close Dimlog to save computer resources.



Manual time entry
Dimlog - C:\dimlog\Air conditioning. ppe g@

File Edit Wiew Help
Manual time entry Session list I Ta main

iime: -0 = Length: 800
Dates SQﬁQQDD? | Serttimer | 9:00:00 A =S
Stop time: | 5:00:00 PM = @ el

E & Projects E & Types of activity
B & Ajr canditioning system - C10 & development
& Initial &1 documentation
£ Rewigion 1 £ mestings
£ Revision 2 £ production
£ Internal £ research
& Wacuum cleaner E42 E & support
3 %acuum cleaner E7S power & Client PYWS

21 Client White & Ca.

Calendar l Sez=ion list

Sun Maon Tue Wied Thu Fri Sat
Mar 2007 | 25 20h| 26 2.6h| 27 7.0h| 28 8.0hf 29 0.0hi 20 0.0 3 0.0k
| 1 = 1 | |
apr 2007 (1 Apr 0.0k| 2 0.0h| 3 0.0h |E| 00kl g 0.0h| g 0.0kh| 7 0.0k

Existing time entries are shown on the calendar below. For the selected day, the sessions are
displayed in the 'Session list'-tab. To view the details of the time sessions of a day, double click on
the day in the calendar.

To add a new time session:

1. Select the project on which was worked
Select the type of activity
Enter the date on which the time was spent
Enter the start time of the session
Enter the stop time of the session
Click on the Add button
7. Click Ok in the confirmation dialog
Dimlog will display a warning when you try to add a session that overlaps with an existing time
entry.

AT



To-do list
Dimlog - C:\dimlog\Air conditioning. ppe g@1

File Edit Wiew Help

[ Onby showe my data

[5 Add to-da item | Time recording for the selected to-do tem ‘
0| P..| Description Cue date Projects Types of activity People
1) 3 |5hip 327007 Revision 2 praduction Production
[] 5 |After lunch  [3/29/2007 “acuum cleaner EVS power |meetings Peaple

To sort the to-do items on a column, click on the column header above the column.

To edit a to-do item:

* Double click on what you want to edit, or...
* Select what you want to edit, and press Enter, or...
* Right-click on a to-do item

To start working on a to-do item:

1. Click on the button 'Time recording for the selected to-do item'

The Time recording screen will be displayed. The categories that belong to the to-do item,
will be selected.

2. Select more detailed sub-categories when necessary, and click the Start button
The to-do list shows the to-do items that are assigned to you or to your group or to anyone.
Uncheck the checkbox 'Only show my data', to show the to-do items of everyone.

To add a to-do item:

1. Click the button 'Add to-do item'
The following screen will display:



Dimlog - C:\dimlog\Air conditioning.ppe E]@
File Edit View Help
Adding a new to-do item Biack to To-do list I To main
Description: |
Priority: 5. medium -
&
Due date:
Categories of the new to-do tem:  WVacuum cleaner ET8 pawer
meetings
ManagementiJohn
= & Prajects = & Typas af activty Bl & People
B 2 Ajr conditioning system - C10 21 development B & Managerment
&1 Internal & documentation © John
&1 Yacuum cleaner E42 21 mestings © Production
1 YWacuum cleaner E78 power &1 production © Research and de
&1 research £ Sales and marke
Bl & support 1 Senice Staff
&1 Client PWS
£ Client White & Co.

2. Select the project on which the work has to be done
3. Select the type of activity of the to-do item, when applicable
4. Select the person or group that must perform (or is responsible for) the to-do item
5. Fill in the description, and assign a due date when applicable
6. Click on the button 'Add the to-do item'
7. Click Ok in the confirmation dialog
Calendar
.
Dimlog - C:\dimlog\Air conditioning. ppe g@
File Edit ‘iew Help
Calendar
I~ Showe only my data " Show time sessions Previous month ‘ Mext month ‘
f+ Show to-do tems Arroyy keys scroll through the calendar
Sun tan Tue wied Thu Fri Sat
Mar 2007] 11 12 13 14 15 16 17
Mar 2007] 18 19 20 21 22 24
Mar 2007| 25 26 27 28 29 30 H
2 Ship: G dfter lunch:
Revizion 2, "/ acuum cleaner
production, E78 power,
Production meetings,
People

You can scroll through the calendar with the arrows keys, or by using the Previous and Next Month
buttons.

To-do items

To-do items are displayed on their due date. When a to-do item has no due date, it is not displayed



on the calendar. Double-click or press Enter to open a To-do list with the to-do items for the
selected day.

The calendar does not show to-do items that are assigned to someone else. Uncheck the checkbox
'Only show my data', to show all to-do items.

Time sessions

To display time sessions on the calendar, select 'Show time sessions'.

Time sessions are displayed on the calendar day on which they took place. They are displayed
horizontally as rectangles. A time session of eight hours takes one third of the width of a calendar
cell, because it is one third of a full day. Sessions that overlap, are displayed in separate rows.
Double-click or press Enter to open a list of sessions of the selected day.

Session list

Dimlog - C:\dimlog\Air conditioning.ppe

BEX

File Edit ‘iew Help

Session list To main
Time ... | Time span Projects Types of acti... | People

| 3/22/2007 09:00 - 17:00 (3.0h) |Intemal research Management ' John

= |3/21/2007 13:00 - 17:00 i4.0h) [Vacuum cleaner E7G power |meetings Management 4 John

m |3215007 09:.00 - 12:00 (3.0n) [Wacuum cleaner E42 meetings Management 4 John

w— 3/20/2007 09:00 - 17:00 (3.0k) {Initial Types of activiManagement % John

m— |3/1952007 02:00 - 17:00 3.0h) [Vacuum cleaner E42 research Management % John

Using the session list, you can edit and review sessions. The details of the sessions are displayed as
horizontal rows.

* The first column shows the time span graphically. The time span is displayed horizontally as
a rectangle. A time session of eight hours takes one third of the width of a cell, because it is
one third of a full day.
* The second column displays the start and stop time and the length as text.
* The other columns display the categories on which the time is spent.
To edit a session:

* Double click on what you want to edit, or...

* Select what you want to edit, and press Enter.

Timesheet

The Timesheet view can be used to generate and print timesheets. The timesheet shows the time



spendings for one or more weeks, summarized per day.

f_:__ Dimlog - C:AWINDOWS YApplication Data\DimlogkexamplesWAir condibi - |EI|£|

File Edit “iew Extra Help

Timesheet (Robert)
Cetail level — ——
(-} BERE
Projects |2 3 El Save..
> 21-5-2007 =] |2 2 4'

Types of activiy IU 2 2052007 to 8-5-2007
Projects || ma | i | o | do | W || Total
20-5-2007 to 26-5-2007
Revision 9.1 91
Revision 2 8B 78 164
Internsl a0 g4 154
Total 8B 78 9.1 .0 g4 4138
27-5-2007 to 2-6-2007
Revigion 2 B4 e 143
“Yacuum cleaner E42 7.3 78 181
“Yacuum cleaner E7S po 8.3 g3
Total B4 73 7.9 79 83 77
Total 1449 151 17.0 159 166 794a

The Timesheet is generated for the currently selected user. Another user can be selected in the Main
screen.

You can choose the starting week and the number of weeks that are shown on the timesheet.
The Timesheet does not display data below the threshold of 0.1 hour.

You can customize the detail level that is displayed on the timesheet. A detail level of 2 for Projects,
means that projects and subprojects are displayed, but not subsubprojects.

The size of the columns in the Timesheet screen influences the size of the columns on the print. You
can resize the columns by dragging the dividing lines in the column header. When a column is very
small, it will not be printed.

Click on the Save button to export the timesheet to the CSV format.



Activity view

. Dimlog - C:AWINDDWS5\Application Data\DimloghexampleshAir condit =1ol x|
File Edit “iew Extra Help
Aciiviy
Category tree: IPrc-je-:ts j IDa\,n's j IHours j H Eport |
Categery name 15.4-2007 2242007 2942007
z m d w d v z|z mdw d v 7|z m d w d v
Bl & Projects 8 9 71068 M08 8 8 8 B 9 9 9 8
= & Ajr conditioning systern - C10 710 g g g8 9 9 9
& Initial 3 3
£ Revision 1
=Y B A H E
2 Internal 9 10 g 2
2 Wacuum cleaner E42 B =3
2 Wacuum cleaner E78 power g
I | 21

The Activity View shows how many hours have been spent on each day or week for each category
in a category tree. The number of hours is rounded. The view is read-only.

You can select the category tree that must be displayed. You can choose the granularity of the
display (per day, or per week).

Use the scroll bar at the bottom to scroll to dates that are not displayed on the screen. Expand a
category to see the activity on the subcategories.

Statistics
Dimlog - C:\dimlog\Air conditioning.ppe g@ﬂ
File Edit View Help
Statistics

ﬁ Time series | 12| Fitter: John, this week

today thiz week all time

Category name Leng... | Category name Le... Category name Len...
E & Projects 3200 B & Types of activity | 32:00| = & People
El & Ajr conditioning system|  &:00 &1 development oo He Management
&1 Initial 8:00 & documentation | 0:00 Sfohn T 2200
1 Rewigion 1 Q.00 &1 meetings 8:00 £ Production
&1 Revigion 2 Q.00 & production 000 &1 Regearch and devel
&3 Intarnal a:00 & research 16:00 £ Sales and marketing
2 Wacuum cleaner E42 16:00 =& support 0:00 8 Service Staff
8 Wacuum cleaner E73 po  0:00 8 Client PWS | 0:00
&3 Client YWhite § 0:00

The Statistics view displays the amount of time that is spent on projects, and other categories.




To view statistics that are summarized per day, week or month, click the Time Series button, which
will open the Time Series window.

To view the amount of time that is spent on a combination of categories, select one of the
categories, and press F4 to set a filter on the category. All categories will then show the amount of
time that is spent on the category and the filtered category.

It is also possible to set the filter to a time span (today, this week, etc.). Click on the button to the
left of Filter: to set a time filter.

To export the statistics of one category tree to HTML, right click on a root category (such as
Projects), and select Export to HTML.

Files and web pages
Dimlog - C:\dimlog\Air conditioning.ppe g@

File Edit View Help

Related files & web pages

Ty lirk ‘ Exlit link | Double-click on & link to apen the file or the web page
Category File path or LIRL
Prajects http:/Aevee. air-conditiong. com
“acuum cleaner E7S power MNASpecst™acuum cleaner E73 power doc
Yacuum cleaner E42 MASpecsWacuum cleaner E42 doc

You can create a link from Dimlog to a file, a directory, or a web page. The link points from the
category to the file or web page. Double clicking on the category in Dimlog will open the file or
web page. When you add a link, it will be displayed in this screen, but also in other screens where
categories are displayed. A category can have only one associated file. You can also create a link to
a directory.

Editing and administration

To reach this screen, click the Admin button in Main.



Dimlog - C:\dimlog\Air conditioning.ppe g@

File Edit \iew Extra Help

Editing and administration

ﬁ @ Session time: Gﬂ}starj 1‘_?: Fitter: none

Category name Le... Category name Le... Category name Len...
Bl & Projects 46:12| B & Types of activity 46:12) B [ People 46:12
= & Ajr conditioning system - | 5:00 £ development 0:00 &1 Managemenl 3308
23 Initial 5:00 £ documentation 0:00 [ Production 0:00
£3 Revision 1 0:00 O mestings 7:35|  E&Research an| 13:04
CJRevision 2 0:00 Ol production 0:00 & Andrew 0:00
&1 Intemal 815 £ research 16:15 £3Ben 13:04
= Wacuum cleaner E42 2622 =& support 14:22 53 Mike 0:00
[Ovacuum cleaner E78 pow 4:35 £ Client PW¥S g:00 21 Sales and | 0:00
&3 Client Yvhite & Co. | 0:00 1 Sewice Staff 0:00

ﬂ Wacuum cleaner E42, suppart, Ben D...| P...| Descrigtion | Due date | Projects Typesz of ... | Pecple
Em— Length 1] 3 |Ship 72007 Revision 2 production |Product
/oB2007 18-27 - 1952 195 1] & |After lunch |3/29/2007Vacuum clean/meetings  |People
372672007 14:23 - 15:02 0:39
3726/2007 14:56 - 17:56 300
&1 Client PWWS 800

The Editing and administration screen is intended for the advanced user. Besides administration, it
can be used to perform basic tasks, like time recording. (To record time, select the categories, and
click the Start button.) Normally, one would do time recording in the Time Recording screen.

When this screen is active, the Extra menu becomes available, as well as some extra options in the
File menu

The screen contains:

* The (three) category trees at the top
* The session list at the lower left
* The to-do list at the lower right

Session list

This section describes the session list that is at the lower left of the Editing and administration
screen.

(:j “Yacuum cleaner E42, suppart, Ben

Sessions Length | This session list only shows sessions that are within the current

E{E}QSESDQ?D?Z;gEiESgEE égg category selection. Above the session list the current category
2HED007 1456 - 1756 +00 selection is displayed (in this case: Vacuum cleaner E42,

& Client PVYS agn support, Ben). The green arrow allows you to move quickly to
the previous category selection.

Sessions that are in subcategories of the selection are
summarized in folder entries at the bottom of the list. These folders are sorted on their category tree,
and then on their name.

Right click on a session to edit its start and stop time, to delete, or to move the session to another
category. Both running sessions and completed sessions can be edited. Running sessions are marked
with the stopwatch symbol.

The columns and the list itself can be resized by dragging the dividing lines.



To-do list

This section describes the to-do list that is at the lower right of the Editing and administration
screen. It works similar to the to-do list that a part of the To-do list screen.

To select the categories of a to-do item,  D..| P...| Descrigtion | Due date | Projects Types of ... | People
press Ctrl+Space. When a subcategory 1] 3 |Ship 34272007 Revision 2 production |Product
of the category is already selected, the [1] 5 |After lunch |3/29/2007acuum clean meetings  |People

selection will stay on this category; it
will not move to the parent category.

To add a new to-do item, press Insert.

To sort the to-do items on a column,
click on the column header above the
column.

Like the category tree, the columns and the list itself can be resized by dragging the dividing lines.

Category tree

Category name Lendg...
= & Projects 32:00
=& Ajr conditioning system|  8:00
& Initial 8:00
&1 Revision 1 0:00
&1 Revision 2 0:00
£ Internal 8:00
1 Wacuum cleaner E42 16:00
& Yacuum cleaner EFS po 000

By default, there are three category trees: Projects, Types of activity, and People. A category tree
contains a hierarchy of categories.

To Do

Add a category Select the parent category, and press Insert.

Move a category Drag it using the mouse to its destination category
Delete a category Select the category and press Delete.

31 “vacuum cleaner EFS

Open related file or web  Click on the document image in the left margin of the category. (See also:
page Related files and web pages screen)

List sessions of a category Select the category and press F5.

Move sessions of a In Admin, right-click on the category, and select 'Move sessions of this
category category'.

In the Admin or Statistics screen, right-click on the root category, and select

Export to HTML Export to HTML.

Most actions on the category tree can be done by right-clicking on a category, and then selecting an
option from the pop-up menu.

If there is a running session, a stopwatch ﬂ} is displayed next to the categories of the running



session.

The number and ordering of the category trees are defined when you create a new file (Category
tree list).

List and move sessions

To list all sessions that belong directly to a category, and not to one of its subcategories, select the
category, and press F5. The Session list window will open. The sessions in the list can be edited.

In the Admin screen, you can move all session of the previously mentioned list to another category.
Right-click on the category and select '"Move sessions of this category'. You can then specify the
new category for the sessions. This feature is especially useful, if a category filter is active in
another category tree.

Export to HTML

The category tree can be exported HTML. To export the whole category tree, right click on the root
category, and select Export to HTML. To export a category and its subcategories, right click on that
category. After choosing a file name, the new file will be opened by the default viewer (web
browser), which usually allows you to copy the data and formatting of the page, to paste it in a word
processor. The exported HTML contains the category names, and the session length per category.
You can control which categories will be exported by folding and unfolding categories by clicking
on the Plus or Minus sign next to a category.

To-do items

In the Admin screen, if there is an open to-do item that belongs to a category, a white clickable box
is displayed, like in the to-do list, so that you can quickly set the to-do item to completed.

Layout

The size of columns can be resized by dragging the dividing line in the header (between Category
name and Length) to the left or to the right. The mouse cursor changes if your mouse is in the right
position to drag.

The width of the whole category tree box can be changed by dragging the dividing line between the
category tree boxes to the left or right. If the width of the category box is small, then only the
selected category is displayed vertically. The height of the category tree box can be changed by
dragging the corresponding dividing line at the bottom.

System tray

When you minimize the Dimlog main screen, Dimlog will move to the system tray, as displayed
below, when this not disabled in the settings.

er Dimlog - time management IEI

Time recording is active on Internal, meetings, Simon,
Durakion: 0:00

When you click on the Dimlog icon in the system tray, you can reopen the Dimlog window, close
Dimlog, switch to another session, or stop the active session.



Close Dimlog

Stop active session
Switch ko Internal, produckion, Simon

thite & Ca., Simon

Siwitch ko Macuum cleaner E7S power, Clienk W
Siwitch ko Macuum cleaner E42, production, Simon
Siwitch ko Initial, production, Simaon

Switch to Revision 2, production, Simon

Switch ko Macuum cleaner E42, development, Simon

Cpen Dimlog window
m T T L TSPy |
By default, a periodic reminder of the current session and its duration will be displayed. This can be
configured in the settings.

e

Other windows

Category tree list

This category tree list is shown when you rearrange the category trees of an existing file, or create a
new file using the File menu.

Edit category trees g
Categom tree list
Frojects
Types of activity Add
People

Rename
Delete
Up

Diown

il

Uzer category tree: |F'eu:u|:u|e ﬂ

Hate: A new unsaved file will be created with the categary trees vou specified above
[after zaving the old data).

Cancel ‘

In the category tree list you can reorder, add, delete, or rename category trees.

To reorder the category tree list, first select a category tree, and then click the Up or the Down
button.

To delete a category tree, first select the category tree, and the click Delete.

To rename a category tree, select the category tree, and press the Rename button. If you are
rearranging an existing file, the previous name of the category tree is shown between brackets (e.g.
[it was: Projects]). The renamed category tree will contain the same data. To rename a category tree,
you can also, and more easily, rename the root category of the category tree (right-click on the root
category). In this case the file does not need to be rearranged.

To add a category tree, click the Add button. The newly added category tree will initially contain
only one category. Existing sessions and to-do items will belong to that category.

User category tree: Select here which category tree contains the users. Out of this category tree, you



choose a user in the Main screen with the Select User button.

Click the Ok button to create the new category structure, or Cancel to close the window.

Edit start and stop time of a session

To edit the start and stop time of a session, double click on the time span description in the Session
List view, or in other session lists.

Edit session E]
Category:  High Street 5, general maintenance, Ed
[~ Advanced
NEAr month day
Start date: | 2006 (5 29
hiour minute
Stark kirme: |13 |E|
hour minute
Stop time: |'|? |3E|
Set Clogze

If the session that is edited is currently running, the stop time is not shown, because the session is
not yet stopped. Click on the Stop button to stop the running session. The start time of a running
session can be edited.

By default the stop date is equal to the start date (the session spans only one day). To edit the stop
date, click on Advanced. The edit boxes for the stop date then become visible.

By default the edit boxes to enter seconds are invisible. Click on Advanced to make them visible.

Session list window

This section describes the session list window that is opened with F5 from a category tree.



Sessions of Ben g@

Press Enter to edit the selected session data, Press Delete to delete the session. E Export
Time 4 Time span Projects Types of activity Peaple
= 372642007 18:27 - 20048 [2.3h) Vacuum cleaner E42 support Ben
v 34262007 14:23 - 1502 [0.Bh] Vacuum cleaner E42 support Ben
| 3/26/2007 09:00 - 17:00[8.0h) Wacuum cleaner E42 support & Client P45 Ben
m [ 3/25/2007 1456 - 1756 [3.0h) Wacuurn cleaner E42 support Ben

Using the session list, you can edit and review sessions. The details of the sessions are displayed as
horizontal rows.

* The first column shows the time span graphically. The time span is displayed horizontally as
a rectangle. A time session of eight hours takes one third of the width of a cell, because it is
one third of a full day.
* The second column displays the start and stop time and the length as text.
* The other columns display the categories on which the time is spent.
To edit a session:

* Double click on what you want to edit, or...
* Select what you want to edit, and press Enter.
Click on the Export button to export the table to the CSV format.

Edit Settings

Display
* Language: The language of the interface of Dimlog.
* Show session duration in separate window: This is a small window that is displayed on top
of all other windows, that displays the duration of the active session.
* Show list of due tasks (at bottom): When enabled, all screens except the main screen and
screens that already display tasks, will display a short list of due tasks at the bottom.
* Show list of sessions (at bottom): When enabled, all screens except the main screen and
screens that already display a session list, will display a short list of sessions at the bottom.
System tray
* Move to system tray, when minimizing: When this option is enabled, Dimlog moves to the
system tray (the lower right corner of the screen), when the Dimlog main screen is
minimized.
e Start in system tray: When this option is enabled, Dimlog moves to the system tray at the
start of Dimlog.
*  When in system tray, show reminder of current activity, every ... minutes: When this option
is enabled, a small text balloon will be displayed with the categories and length of the



current session.
Starting

* Start Dimlog when Windows start: When this option is enabled, Dimlog starts automatically
each time you start Windows.

* Maximum of one Dimlog instance per settings directory: When this option is enabled, only
one instance of Dimlog can be started (per settings directory). When you start Dimlog while
Dimlog is already running, the already running instance of Dimlog will be activated.

Saving
* Save every ... minutes: This is the synchronisation interval.

Time series window

Statistics g@
hours
80
general maintenance
hedges
lawnz
plants
potids, fountaits
Unfiled
E/13/2005 E/18/2008 B/23/2008 B/28/20086
3 WE
Calculate statistics far: Graph type:—— At the mouse cursorn Split graph on:
" Hours of the day ; B ;
& Dar * (Stacked) bar greph Bl AT [Tvpes of actly _ ~|
Weeks L o
£~ Morths Line graph Length: 0:00 I Export |

To open the Statistics window, click on the Time Series button in the Statistics view.

The statistics window shows the time spent during a time period. For example, you can create a
graph that shows how much time is spent each week.

If you see an empty graph, there are no sessions within the filtering.
At the lower left corner, you can choose for which time period Dimlog has to calculate statistics.

If you move the mouse cursor over the graph, details are displayed below the graph, under the label
"At the mouse cursor".

Stacked bar graph

You can let Dimlog split the bars on the subcategories of the current filter. At the lower right is a
box to choose where to split on. If you now move with the mouse on a part of the bar in the graph,
the name of the subcategory is displayed under the label "At the mouse cursor". Time totals are
displayed if you move the mouse above the bar.

Line graph

Line graphs works much the same way as the stacked bar graph, except the following: If you let
Dimlog split the graph, the totals of the subcategories are not added to each other, as with the



stacked bar graph, but drawn as separated lines. If you move the mouse to a point of the line, the
name of the subcategory is displayed under the label "At the mouse cursor".

Export to CSV
To export the data of the graph to the CSV format, click on the Export button.

Menu

File menu
This menu contains the following items:

* New: Opens the Category tree list window, where you can define the category trees of a new
Dimlog file. Opens a new empty unnamed file with the specified characteristics. The
previously opened file is saved first.

* Open: Opens an existing file. The previously opened file is saved first.

* Open recent file: Open a previously opened Dimlog file.

* Open example file: Choose one of the example files to experiment with Dimlog. The
previously opened file is saved first.

* Open XML: Opens data from an XML file. The previously opened file will be closed first.
To see the expected XML format, export a file to XML.

* Save: Loads data saved by other (network) users of the file, merges, and then saves its own
data to the file.

* Export to new file: Saves everything (categories, sessions, and tasks) to a new Dimlog file.
Optionally, the exported data can be restricted to the filter.

* Export to XML: Exports all data to a file in the XML file format. Optionally, the exported
data can be restricted to the filter.

* Export summary to XML: Exports only the categories to XML. The session length of the
categories is saved. Optionally, the exported data can be restricted to the filter.

* Exit: Closes Dimlog. The file is saved automatically on exit.

The following items are available only when the Admin view is active:

* Rearrange category trees: Opens the Category tree list window, where you can add, delete,
or reorder category trees. The rearranged file is created as a new unsaved file, because it
would be incompatible with other multi-user clients that have opened the file. Sessions,
tasks, and categories of category trees that were not deleted, will be preserved in the new
file. The previously opened file is saved first.

Edit menu

The Edit menu contains one item: Undo. When the data has not yet been saved to disk, you can
undo your last changes one-by-one by pressing Ctrl+Z. A confirmation dialog will be display before
the last action is undone. Undo-actions cannot be undone.

View menu

Use the view menu to switch between the main screens of Dimlog: Main, Time recording, Manual
time entry, To-do list, Calendar, Session list, Timesheets, Statistics, and Files & web pages.



Extra menu
The Extra menu contains the following items:

» Edit settings: This opens a separate settings screen.

* Hide or show completed to-do items: Hide or show in the To-do list. (only in Admin screen)

* Show category length

* Show numbers of running sessions of category

* Show number of sessions of category

* Show number of to-do items of category
These four options change what it is displayed in the second column of the Category trees.
(only in Admin screen)

» Restore default layout: Restores the default size and position of the category list, the session
list, and the task list.

Help menu
This menu contains the following items:

* Open manual: Opens the help you are now reading.

* Open tutorial: A step by step introduction to Dimlog's functionality
* Show tip: Show a tip about how to use Dimlog

* About Dimlog: Displays version and copyright information.

Filter

Only data that is within the filter is shown, and can be edited. There are two types of filters:
Category filters, and time range filters.

Filters can be set only in the Statistics view and in the Editing and Administration view.

Time range filters

A time filter allows us to view only those sessions that are in a specific time span, such as today, or
the previous week. Click the button next to Filter: to set or remove a time range filter:

I=i| Fitter: John

The Edit Filter dialog opens:



@ Edit fitter (=]

Filter: Jahm

Tirne filter
* none " previous week
" custam " this manth
" today " previous manth
" pesterday (" this year
" thiz week " previous year

Ok Cancel

A filter on a category can be et in the main window [F4 on a categon).

To remove the filter, click Remove filter, and then click Ok. It will also remove the category filter.

Category filters

Category filters can be set in the main screen of Dimlog. To add a category filter, right click on the
category, and select "Filter on this category":

C._- Dimlog - C:idimlog’Air conditioning.ppe
File Edit Wiew Extra Help

Editing and administration

El@l Session time: 1% Start | Ezlﬁne”

Cateqory name Lenigth e
E & Projects 4326200 =
3 Ajr conditioning system - C10 225443
= Add a new subcategory Ins

CWacuum i pejete Del

B3 Wacuurm cle JEEry—

Move this categary

Move sessions of this categary
Eilker on this category F4
Lisk sessions F&
Create link o File

Export ta HTML

By default, there is a filter on the current user.

If the filter contains a category, then only sessions that belong to that category or one of its
subcategories, are displayed. For to-do items it is a little more complex. To-do items are displayed if
they belong to the category or a subcategory, or a parent category.

Technical information

Synchronisation

Dimlog automatically save/synchronises the file once in the interval set in the settings window
(menu Extra). After synchronisation, changes to the file will become visible in other Dimlog clients,
when they synchronise with the file. This does not require a server process. The changes to the file
made by users are merged.



Dimlog will continue to synchronise periodically when other programs are active. Dimlog pauses
synchronisation when a subwindow of Dimlog is open.

Merging

When a Dimlog file is used by multiple users at the same time, their actions are automatically
merged. Dimlog does not require a server process for this. It is all handled by the Dimlog client
programs. In principle, all data is editable by all clients. However, when a user chosen in the Main
Screen, data will be filtered to show only the data of the selected user.

The following two rules are applied during the merge process:
1. Actions overrule earlier actions

For example: Client A renames a category and saves. Client B renames the same category and
saves. As a result, the category will have the name that client B gave it.

2. When an action becomes invalid after synchronisation, it is not performed.

For example: Client A deletes a category and saves. Client B renames the same category and saves.
The renaming will not be performed, because the category is already deleted.

CSYV file format

CSV is a text-based file format that is supported by common spreadsheets programs, and other
software. CSV is an abbreviation of Comma Separated Values.



