TimeFox Classic Quick Start Guide
TimeFox Classic is a simple, web-based time and project tracking system
designed for smaller creative companies.

TimeFox Setup
Before you can begin using the system, you need to create a Username and
Password (Note: Username and Password are case sensitive), the first step of
the setup wizard will guide you through this process. FunctionFox assigns you a
unique Organization number, which does not change.

Login
To access the system go to http://www.functionfox.com/timefox. Enter in your
Username, Password, and Organization Number. Click Log In.
Note: If you check Remember Password, a cookie is saved on your computer
that will enter this information for you each time you visit.
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Timesheets
Entering Time
1.

Your name will appear when you login, and
today’s date will show in the date entry fields.

2.

Choose a Client, Project, and Task from the
pull-down menus.

3.

Enter the amount of time you have spent on
the Task. Enter in time in decimal format (0.25
is 15 minutes, 0.50 is 30 minutes).

4.

Enter a Description of the work you have done
(optional).

5.

Click Save New.

Using Timers
If you are ready to begin work immediately, click
Save & Start Timer as soon as you have entered a
Client, Project, and Task. The timer will begin timing
automatically.
To stop the Timer, click on the green clock. TimeFox
will enter a timestamp into the Description field and
calculate the time for you in the Time field.

Edit or Delete a Timesheet Entry
Click the pencil icon beside the entry you would like
to edit (the info will show in the fields above). Once
you have made corrections, click Save Edit.
To Delete a Time entry click the X icon beside the
entry.
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Set Up a Client
Setup>Client
Click Setup on the left hand menu. Choose Client
from the list.
1.

Type in a Client Code.

2.

Type in a Client Name.

3.

Click Save New

To see a list of all your Clients, click Client List.
Note: In order for a Client to appear on the
Timesheet page, there must be at least one Project
entered for that Client. To add a Project, go to
Setup>Project.
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Set Up a Project
Setup>Project
Choose a Client from the top pull-down menu.
•

Project Code: The next Project Code in
sequence will appear automatically. You can
also customize Project Codes to match your
previous system. Each Project must have a
unique Code.

•

Enter a descriptive Project Name. Scope is
an optional field that lets you share Project
details with all users (deliverables, specs, other
considerations).

•

Assign a Project Manager, Start Date and
Due Date to make it easier to manage
responsibilities and schedules.

•

Customizable Project Status Options let you
easily track Projects through phases based on
your own workflow process.

•

Click Save New. A Project Tasks screen will
appear. Choose the Tasks that you want to
apply to this Project. Choosing only the Tasks
you need for each Project will make it easier to
track time.

•

After you have selected Tasks, click Save and
Create Estimate to create estimate or select
Save and begin tracking time.

•

You can also copy Tasks from a previous Client
and Project by clicking the link on the top of
the pop up.
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Creating an Estimate
You can only create Estimates for Projects
that already exist, so the first step in creating
an Estimate is to set up a Project (see
Setup>Projects).
1.

To create an Estimate, just enter the number of
hours you expect each Task to take, in the grey
boxes.

2.

Click Save. As time is attributed to the Project
it is added to the Actual Hours column, and
you’ll be able to see at a glance whether the
Project is meeting or exceeding your Estimate.

The Printer Friendly button lets you produce a
detailed docket or information page that includes
the Client, Project, Scope, Project Manager, Due
Date, Status, Estimated Hours, and, Costs.
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Client Report
This report gives detailed information about work that you and your Personnel
have provided for Clients.
1.

Choose the date range you would like to see, using the Date Entry fields, or
click the Calendar icon and choose dates from the pop-up calendar.

2.

Choose a Client from the Client pull-down list, or select All Clients.

Report Options:
Show:
•

Clients Only: This will tell you the total number of hours that have been
entered for Clients.

•

Clients and Projects: This will tell you the total number of hours that
have been entered for Clients, sorted by Client and Project.

•

Clients, Projects and Personnel: This will tell the total number of hours
entered for all Projects for a Client. There will be a subtotal for each Project
and for each person who has entered time on that Project.

•

Personnel Only: This will tell the total number of hours entered, total fees
billed, and average rate billed for each person, sorted by Client, for the
date range you choose.

Tasks and Projects: This will tell the total number of hours entered for all
Projects, sorted by Task.
Type: Summary or Detail. Note: You can only pull a summary report for All
Clients.
View: View as an online Report or Save/View as an Excel document.
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Project Report
This Report provides detailed information about work done on each Project,
including the number of hours entered, which Personnel were involved, and
what costs were incurred.
1.

Choose the date range you would like to see, using the Date Entry fields, or
click the Calendar icon and select dates from the pop-up calendar.

2.

Choose a Client from the Client pull-down list.

3.

Select a Project from the Project pull-down list.

4.

Choose how you would like the information to be grouped.

Report Options:
Group By:
•

Date: Hours are sorted by date, with subtotals for each day.

•

Task: Hours are sorted by Task, with subtotals for each Task.

•

Personnel: Hours are sorted by Personnel, with subtotals for each person.

Type: If you want a simple tally of total hours entered by Date, Task or
Personnel, choose Summary. If you want to be able to see timesheet
descriptions, choose Detail.
Include: Non-Billable Separate: Non-billable Tasks are those that have a
$0.00 Task rate.
View: View as an online Report or Save/View as an Excel document.
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CEO Desktop
This provides a graphical representation of Project
timelines, estimated hours, and estimated costs
compared to actual hours entered.

Client View
Shows bars that represent the time entered for all
open Projects for each Client. With one click you
can see a detailed Project view for any Client.

Personnel View
Shows billable hours compared to non-billable
hours by Personnel for a date range that you
define. The default date range shows all time up to
today’s date. You can compare this to the average
billable and non-billable time for all Personnel for
the same date range, as an objective comparison.

Project Manager View
Shows bars that represent time entered for all open
Projects for each Project Manager. With one click,
you can see a detailed Project view for each Project
Manager.

Status View
Shows how many Projects are listed in each Status,
and which Projects are overdue.
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Project Status
TimeFox comes with two Status options: Open and
Closed.
To update the Status of a single Project or of
multiple Projects, go to Setup>Project Status.
1.

The Manage Status Options link on the top
right lets you add new Status options. Type the
new Status name into the top field and ensure
that it is an Open Status.

2.

Filter by Client, Project, Project Manager or
Status. The Status field also contains All Open
and All Closed, which lets you see all Statuses
of the same type.

3.

Use the Search for Project field to quickly find
a specific Project code or Project name. Click
Show Projects.

4.

Update a Project’s Status by choosing the new
Status from the pull-down list beside each
Project.

Status Report
This Report is perfect for basic Project Management.
You can see all Projects according to their Start
Dates, Due Dates, Project Managers, and Current
Status. You can include Project Scope for more
detail, and also see the date that a Status was
changed.
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Project Costs

Expense Report

Vendors

The Project Costs page is where you can keep track
of all the hard costs that are incurred on Projects.
You can enter a vendor name, a description of what
you ordered, an estimated cost and a Purchase
Order (P.O.) number or Invoice number where
applicable. Examples of Project Costs include travel,
color proofs, media, printing, mailing etc.). All fields
are optional; enter as much or as little information
as you have.

The Expense Report provides detailed information
about any costs entered into TimeFox for any
Project.

Click Add Vendor at the top right of the page to add
a New Vendor. We can upload a list of vendors for
you from Excel.

1.

Choose a Client and Project from the pull-down
lists.

2.

Enter a Waybill/P.O.#, and Vendor.

3.

Today’s date appears in the Date Entry field.
Change the date using the pop-up calendar.

4.

If the Cost item has already been entered into
the system, it will appear in the Item pulldown list. Enter a brief description of the cost
incurred (e.g. Brochure printing: 10,000).

5.

Enter an invoice number (if you have received
an invoice) in the Invoice # entry field.

6.

Click the Bill Received check box if you have
received an invoice.

7.

Enter the quantity and estimated cost (if any)
in the appropriate entry fields.
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Access Levels
Access Levels give you control over which TimeFox
features (on the left hand menu) each team
member can see and use. This includes the ability
to see or use features like CEO Desktop, Monetary
Values or other people’s Timesheets. For instance
you may want to allow a Project Manager to
produce Client or Project Reports, but you don’t
want them to see rates or currencies. You can set
up custom Access Levels for each team member if
you wish.

User Groups
User Groups let you assign Personnel to discreet
groups so you can restrict access to information.
You may want to use this feature to ensure that
contractors can only access the Clients and Projects
they are involved with, instead of all your Clients
and Projects.
Note: Never put anyone who needs to see ALL
company information in ANY group.
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Miscellaneous

Support

Contacts

We’re committed to offering unlimited, real-person
customer support on every TimeFox account
whether it’s your first day trying out our demo, or
your fifth year as a customer.

TimeFox has a simple Contacts area where you can gather important contact names and numbers for your
team to use. If you can transfer your current contact list into Excel, we can upload it into Timefox for you.

Calendars

We’re here to help.

TimeFox Classic has a simple Calendar interface to help you manage important meetings and notes.
Currently we do not fully sync all meetings or events with other Calendar programs. However you can send
an alert to team members when they are invited to a meeting and they can click to upload the event to their
centralized calendar.

Call us Toll-Free at 1.866.369.8463, 7 am - 5 pm,
Pacific Standard Time, Monday to Friday, excluding
holidays.

Download Data

Or use our online help files as you work.

This high-level feature allows administrators to gather all Timesheet and Project Cost data into customizable
CSV or XML export files. These file types easily transfer TimeFox data to another system if needed. This
flexible data export also gives TimeFox customers the ability to integrate TimeFox data with other systems.

Logo
Upload your own company’s logo so it will appear on all your TimeFox Reports. Go to Setup>My
Account>Logo.

Themes
Change the default colors in TimeFox to match your organization’s branding or to a use a theme you will
enjoy looking at every day!

12

Or e-mail us anytime at: info@functionfox.com

