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INTRODUCTION

Don't be alarmed by the size of this installation guide.  It is mostly pictures.  We have made every effort to have this guide as simple and as easy to use as the software that comes with it.

This guide is written in a tutorial format.  It assumes that you are sitting at the computer trying things out as you go. The more you work with it and experiment, the more familiar and comfortable you will be.

Overview

The description ‘Employee Scheduling Software’ is a little misleading.  As you use Time Tracker to produce schedules, you are building a database of information.  This database can be used to report and analyze the events of the past.  Time Tracker is an activity tracking system as much as it is an employee scheduling system.

There are a number of stages that must be completed before you will be able to retrieve meaningful information.

Installation
The software must first go through an installation process so that you can run it on your computer.

Configuration
The configuration process requires that you make decisions about how the software is to behave.

Definitions

By completing the definitions section, you are telling the software how your organization is structured and the type of information you require.  The definitions allow the data entry screens and reports to more accurately reflect your specific information needs.

One of the most important tasks is to define your employees.  You must tell the system who your employees are and specify their individual characteristics.

Build Schedules
You must set up 'Schedule Patterns' that tell the system what your future 'Live Schedules' are to look like.  You will create 'Live Schedules' that reflect specific periods of time.

Data Analysis and Retrieval
By running reports, the information you have entered is listed, analyzed, and summarized.

INSTALLING THE SOFTWARE

Preparation

There are two ways to install Time Tracker.  It may be installed on a single standalone computer or it may be installed on a network and be accessed by multiple workstations.

There are two installation programs, ‘TTSYSTEM.EXE’ and ‘TTWRKSTN.EXE’.  If you are installing on a standalone computer you will only need ‘TTSYSTEM.EXE’.  If you are installing on a network you will need both programs.  

If you have an installation disk, both these files will be on the disk.  If you are installing from the internet the 'Trial' version of these files are available on the Asgard Systems Inc. web site http://www.asgardsystems.com/
The function of the ‘System’ install (TTSYSTEM.EXE) is to setup the software and data files on your system. You should install the 'System' files in a location accessible to all workstations that require access to them.  In other words you should install on a shared network drive if you will have multiple workstations accessing the software and you should install on your local drive if you are doing a standalone installation.

The ‘Workstation’ install (TTWRKSTN.EXE) enables an individual workstation on a network to access the software.  You must complete the 'TTSYSTEM.EXE' installation before completing the 'TTWRKSTN.EXE' installation.  You must run the 'Workstation' install on each network workstation that will be using Time Tracker.

System Installation
To install the software on to your hard disk, execute the following instructions:

1)
Execute the  'Run...' command from your main windows menu.  You should see a window similar to the one shown below.
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In the  'Command Line' box enter the full path and file name to where  'TTSYSTEM.EXE' may be found.

Eg:  If you downloaded the file to the root of drive C: you would type:
C:\TTSYSTEM.EXE

Click on the "Ok" button to execute the program and to continue to the next step.

2)
The Setup Wizard recommends that you close all other applications to prevent possible conflicts.
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Once you have ensured that all other applications have been closed, you may press the "Next >" button to continue.

3)
Carefully read the license agreement. If you agree with all of the terms of the agreement then select the "Yes" button to continue.
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4)
Specify where the software is to be installed.  The default is ‘C:\PROGRAM FILES\TTSYSTEM’ but you can install on any drive and folder you wish. 


Note: If you are installing for a multi-user network, then you should specify a folder on your network drive.
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Once you are satisfied with the drive and folder of installation, click on the "Next >" button.  

Important: remember or write down the full path; the subsequent workstation install will require this information
5)
Specify the name of the start menu folder to be created.  The Time Tracker short cuts will be placed in a folder of the name you choose here.
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6)
You also have the option of placing a shortcut directly on the desktop.  If you do not want an icon on the desktop clear the check box. Click on the "Next>" button to continue.
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7)
Install the software.  This screen is a final confirmation that you want to continue installing and that the drive and folder are correct.  Click on the "Install" button to continue.
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8)
A progress bar will be displayed as the installation process continues.  A series of messages will appear as the initial data files are being created.  
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9)
Once the installation is complete the following screen will appear. You should accept the default option to restart your computer.  Click on the "Finish" button to continue.
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Workstation Installation

Note:
If you are installing on a stand-alone machine, it is not necessary to do a 'Workstation Installation'.
The installation of the ‘Workstation’ is very similar to the installation of the ‘System’. You will need to repeat this installation for each workstation on your network that will be accessing the software.  

1)
Execute the  'Run...' command from your main windows menu.  You should see a window similar to the one shown below.
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In the  'Command Line' box enter the full path and file name to where  'TTWRKSTN.EXE' may be found.

Eg:  If you downloaded the file to the root of drive C: you would type:
C:\TTWRKSTN.EXE

Click on the <Ok> button to continue to the next step.

2)
The Setup Wizard recommends that you close all other applications to prevent possible conflicts.
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Once you have ensured that all other applications have been closed, you may press the "Next >" button to continue.

3)
Specify the network folder where the previously installed system software is located.  
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4)
Specify the name of the start menu folder to be created.  The Time Tracker short cuts will be placed in a folder of the name you choose here.
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5)
You also have the option of placing a shortcut directly on the desktop.  If you do not want an icon on the desktop clear the check box . Click on the "Next>" button to continue.

[image: image16.png]Select Additional Tasks
‘Which adidional taks should be performed? €,

Select the addiional tasks you wowld ke Setup o perform whle nstaling Time Tracker
Network Wakstaton, then ciick Next

Addiional icons:

Create adeskiop icon





6)
Install the software.  This screen is a final confirmation that you want to continue installing and that the drive and folder are correct.  Click on the "Install" button to continue.
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7)
A progress bar will be displayed as the installation process continues.  A series of messages will appear as the initial data files are being created.  
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8)
Once the installation is complete the following screen will appear. You accept the default option to restart your computer.  Click on the "Finish" button to continue.
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SOME BASICS

Starting the software

With the mouse pointer, point to the desktop icon with the title Time Tracker and double click with the left mouse button. (See Windows documentation for more information on navigating Windows and executing programs). 

The first screen to be displayed will be the organization selection window.  The software ships with a number of organizations.  The first organizations are 'Demo Organizations', which are examples of already setup fictitious organizations.  The organization titled ‘Your Organization’ is a blank set of data files for you to record your own organizations information.  

[image: image20.png]Porganization

Derno - Healtheare
[Your Organization





We provided the Demo Organizations as a quick and easy means to explore the software without having to enter in lots of information.  You will probably want to start by selecting a Demo Organization.

Select an organization by postioning the mouse pointer on the organization and clicking.  Then click on the <OK> button.

The Login form is the next form displayed.  The initial  userid is "ASGARD" and the password is "asgard" (You may later change the userid and password to something else and add new users to the system).  When you type the password the characters do not appear on the screen.  
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If you have correctly typed the password,  and pressed <Enter>, the following screen will appear.
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This is the screen which contains the main menu.  The main menu is used to launch the programs used to control and maintain the system.  These programs are grouped into the categories listed on the menu bar at the top of the screen.  When you select an item from the menu you will be presented with a sub menu which allows you to make further choices within that category.

ABOUT THE MANUAL

Note:
The online help text is the latest in HTML help support which requires Internet Explorer (3.0 or later) to be installed on each workstation that will be running the software.  If you do not have Internet Explorer it can be downloaded from the Microsoft web site http://www.microsoft.com/windows/ie/.
Time Tracker’s easy to use manual is integrated into the online help.  It is based upon proven learning models that enable users to readily understand and implement new software solutions

Context sensitive help allows users to easily review the instructions that relate to the components they are working with.  The easy to use interface enables efficient cross-referencing of related topics and subjects.     

You can reference the online help at anytime by simply pressing the <F1> key.  When you press the <F1> key the help system detects what section of the system you are in and displays the appropriate chapter of the online manual.
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Using this manual

The left-hand side of the Help window has 3 tabs for navigating the manual, “Contents”, “Search” and “Index”.  Be sure the “Contents” tab is active  (Click on it if it isn’t).  You will see the chapters listed below.  To open a chapter, double-click on it or click on the ‘+’.
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 “See Also” lists and “jump text” are embedded through out the help text.  Be sure to click on them to reference the related topics or subjects.

The help topics in the chapter 'System Help' are subdivided and arranged the same as the Time Tracker main menu. There is a direct relationship between the 'System Help' sections and Time Trackers menu pads. The topics within each section relate to the individual menu items. 

Getting Started

The first 2 chapters to read are "Concepts and Definitions" and "Navigating the Interface".     These 2 chapters will give you a good overview of the product.  

Examine the “Demo Organization” that ships with product.  Print the reports. Explore all of the menus.  Get a feel of how Time Tracker works.  Press the ‘F1’ key while reviewing each component and the help text will display the related topic (that’s context sensitive help).

When you are ready to setup your own organization

When you are ready to setup your own organization, logon to the organization called “Your Organization”.  Time Tracker will automatically display a setup-wizard to guide you through the process.  Be sure to read the section called "Organization Setup", it will instruct you how to setup a new organization.  Work through the steps sequentially.  During each step press the ‘F1’ key; read all information related to the topic. 

As you can see, you are strongly encouraged to learn-by-doing.  Read a bit, then play a bit, it keeps things interesting. You will quickly acquire an understanding of Time Tracker and how it relates to your organization.

Need some extra help?

Give us a call.  We are always happy to help.
We also have  many instructional movies that can be invoked within Time Tracker’s online manual.   They are well worth viewing.  Movies such as:
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Overview of Time Tracker  

http://www.asgardsystems.com/overview_media/overview.html
(4:43 minutes - requires an internet connection)
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Schedule Automation  

http://www.asgardsystems.com/automation_media/automation.html
 (3:43 minutes - requires an internet connection)
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Creating Schedule Patterns
http://www.asgardsystems.com/pattern_media/pattern.html
 (4:00 minutes - requires an internet connection)
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Schedule Bookings 

http://www.asgardsystems.com/booking_media/booking.html
(5:27 minutes - requires an internet connection)
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Schedule Reporting and Analysis
http://www.asgardsystems.com/reports_media/reports.html
 (3:46 minutes - requires an internet connection)
LETS GET GOING

 By now you have thoroughly read the help topics titled 'Concepts and Definitions' and 'Navigating the Interface', and have experimented with the 'Demo Organization'. Now you are ready to setup your own organization.

When you are ready to set up your own schedules, log in selecting the organization called 'Your Organization'.  The Time Tracker 'Setup Wizard' will guide you through the process. Be sure to read the chapter 'Organization Setup'  in the online manual.

 A FINAL WORD

If you have made it this far, you probably have a pretty good feel for the way the system works.  The basic concepts are the same throughout the system.

Continue exploring and experimenting.  Relax and don't be afraid; it is very difficult to cause any permanent damage.

Exiting the System
If you turn your computer off while the program is still running, you may damage some of the data files.  If you completely exit the system before powering down or rebooting, all files will be closed and all data will be saved.

Always completely exit the system before powering down or rebooting.
Backups
We cannot over stress the importance of doing regular backups.  By backing up your data, you are ensuring that your hard work will not be lost.  Computers and in particular hard disks wear out and fail.  When this happens, it is possible that all the data you have entered will be lost.  If you have backups, hardware failure is only an inconvenience.  If you do not have backups, losing all your work can be disastrous.  

Be sure you have a backup system and use it regularly.  

PROBLEMS?

For most installations, setting up Time Tracker is a trouble free and straightforward process.  Problems are rare and they are often traced to security and access settings.  You may wish to have your network administrator assist you with such problems.

The inability to access Time Tracker may be caused by security settings and access rights as defined in Windows, your firewall, virus protection or on your network.  If you are having problems accessing Time Tracker, it is worth reviewing these settings to ensure that they don’t conflict with Time Tracker.

In rare instances, firewalls and virus protection software have caused problems with Time Tracker.  Users have noted that network installations will work very well for one user while all other concurrent users will have slow response times.  Other, users have reported that Time Tracker is unable to launch the online help manual (installed in “\Program Files\ttwrkstn”).  Such issues are resolved by adjusting firewall or virus protection software settings to permit exceptions for the Time Tracker files and folders.

Be sure that your intended user has full system rights to the folder where Time Tracker is being installed.  You will need to have rights to create, modify and delete both folders and files. Examine the properties of the folder where Time Tracker is installed.  Be sure the user has security access to the folder.  Make sure the folder is not read-only.  The folder should be designated as shared over the network.  Apply such settings as a template to all sub-folders.

We have thoroughly tested Time Tracker with the Windows 7 OS and have not found any compatibility issues – it works great.  However one user did report a minor unsubstantiated issue – possibly related to other software or settings.   Their solution is worth mentioning; they adjusted the Time Tracker short-cut to enable Vista compatibility and ran it as administrator.  A relatively innocuous solution – we will keep monitoring this.

Another place that security settings might stop Time Tracker from being installed is the Windows system folder.  Time Tracker’s DLL files are placed there.  It generally is a one-time process and security restrictions can be reset once the installation is complete.  

It should also be noted that, if a workstation on a network detects that Time Tracker has been updated with a newer version of the manual, it will attempt to update the  workstation with the update.  Security will only have to be relaxed for the first launch of Time Tracker (after the update) and can be reset immediately after.

Security is an important part of maintaining a computer system.  Once you have the user accessing Time Tracker, be sure to reset any security settings that are not in conflict with Time Tracker. 

Installation Guide








PAGE  

