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Context for Luckiamute WC

2012 —first and only employee (now we’re 2)

Excel for timesheets & grant allocations
* Felt data entry heavy
* Add / remove grants was prone to errors

Fiscal sponsorship, no QuickBooks access (view only)

Seeking alternative (free!)

Disclaimer! Only been using this a few months!

Toggl.com is geared to consultants or businesses billing
multiple clients, but can be adapted for our purposes




Toggl.com Features

* Free or pay versions
Free version includes:

* Individual or shared workspaces; up to 5 members in team

Easily add / remove / archive new projects

Tag entries for additional information

Track with timer or manual entry

Edit time entries; bulk editing

Toggl remembers entries for auto fill

Report exporting to PDF and CSV; can apply filters

Pay: “Pro” = S5 per user per month and per workspace;
“Business” level is more




Faq Api Media Kit

<- laz Search

Pricing Plans Why upgrade?

Why upgrade

Upgrading to Pro Plan ) this tabie you'll see 10nS oF réasons (O LPKrAde your workspace!

Upgrading to Business
Features Free plan Pro plan Business

Business plan

Tracking time 2 Y
Discourts

Reporting o / o
50-day free Pro trial

Dashboard J / -

Uniimited prosects and clisnts v J J
Project colors J 4 J
Up ta 5 members in t2am v v V/
Using different le f team's access rights v Y
User groups g N 4 J
Deactivating users 7 | _/’
T n your Desktop J J J
Toga! on your Mobde (0S5 & Android) v v."' J

1 Crvome Ext

Import from Basecamp, Freshbooks, Teamweek




Easy Sign Up

reatures  Pricng  Hog Abow  Login
GET STARTED NOW!

E-mail

Password

SIGN UP FOR FREE >

8 SIGN UP WITH GOOGLE




Basic Intro

_ Describe activity Start and stop your entry here 4

Your activity will appear here

Ok, let's go!




FAQ Page and Tutorials

(0] "Ogg | Timer Reports Projects

Information Center

FAQ

How to track time in real time?

How to add time |ater?

How to edit time entries?

How can | create/add projects and clients?

| can't find my tracked time

Visit Toggl Knowledge Base For More Answers

Video: Toggl Time Tracking Basics

Toggl Time Tracking Basics Tutorial
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| 2 1}1 0:10 /106

D wid <




Workspaces

* The top of the hierarchy in Toggl; everything else is assigned
to a workspace

* We're using a separate workspace for each staff person

File Edit View History Bookmarks Tools Help

EGoogfeCalﬂldar-W kof.. % | @ Workspaces - Toggl x agemen +
€ | @ hitps://toggl.com/app/workspaces ¢ || Q Search wB U 3 a 40 - =
™ Gmail &4 OGMS % GoDaddyEmail P Pandora m Google Maps | EFTPS - Login “® Confluence 7 LifeWise Employer [ Featured Articles | Non... 3 owes W7 Weebly %" Gas Price Trends TU Embrace a Stream | Tr... »

Helpmecreek W

d ngg' Timer Reports Projects Team

Dashboard

My Workspaces My Profie

Achievements

Workspace iCal integration
Workspaces

Helpmecreek's workspace iCal integration is a Pro feature Log Out

m

create new workspace




Workspaces

(0] "Oggl Timer

My Workspaces

Workspace

- Coordinator

Settings
Set as default

Leave

create new worksgace

iCal integration

iCal integration is a Pro feature

iCal integration is a Pro feature

iCal integration is a Pro feature

Helpmecreek

Upgrade to Pro

Default Upgrade to Pro

Upgrade to Pro




Create Projects

* Use Projects, Clients (Funder / Grant), and Tags to track time

* Create projects easily
* Projects -> Create Project
* Timer -> Select Project -> +Create Project
* Assign client and workspace, color and if public or not

V] fogg | Timer eam Helpmecreek

What are you wor} S

Beaver Creek Culvert Replacement + SELECT CLIENT (——

Helpmecreek's workspace N =

Project color: . hd Public (visible to the whole team) Create project

AN



Tags
* Extra level of classification

* I’'m using this to tag time spent on partnership activities that my
Board has asked me to track

* Perhaps could track match with this?

 QOther uses?

0] "Oggl Timer S Projects Helpmecreek

Use timer

Workshop Meeting SWCD COUNCIL CA.. 4:00PM - 4:30PM  — 1031

Timer i s Helpmecreek

Add / Filter tags x

«" Workshop Parntership

TOday 0h 15 min
Invoices m m 0:15:00 3:15 PM - 3:30 PM



Time Tracking - Timer
e [ @  repmeae

Add manually

Permitting \ BEAVER CREEK CULVERT REPLACEMENT - OWEB 0 sec “\

Today oh15min & -

Invoices m 01500 3:15PM - 3:30 PM



Time Tracking - Manual

Permitting x

Permitting - OWEB. Beaver Creek C...

£ -

0:15:00 3:15PM - 3:30 PM

Support Blog Maobile App Desktop App Jobs

ey CE D Oh 15 min



Time Tracking - Desktop App

x| ® Toggl Desktop

03:30 02:07:00 05:37 What are you doing? 00:00:00
8/25/2015
Coaching Suzy
Teaching v
Coaching Suzy 2:07:00 @
meetings v

Billable

[
F




Reports

* Check you’re in the right workspace (green arrow)
* Have different formats (detailed, summary...)

* Change time frame, use filters
2ookenarks Toots el TR v

"File Edit View Histd

1014436 C || Q Search B8 U 3 A 4 @ & -~
aps {7 EFTPS - Login “® Confluence 7 LifeWise_Employer { ! Featured Articles | Non... 3 OWEB 0 Weebly **" Gas Price Trends TU Embrace a Stream | Tr...

Summary

This Week

https://toggl.com/app/#reports/detailed/1014436/period/thisWeek/billable/both



Reports

* Can export to PDF or CSV

‘File Edit View History Bookmarks Tools

@ Detailed Report - Toggl b
K & https://toggl.com/app/reports/detailed/1014436/period/thisMonth/billable/both v| @ | | Q, Search | w B ¥+ A 4 @ & - =
™1 Gmail &4 OGMS % GoDaddyEmail P Pandera m Google Maps || EFTPS - Login B Confluence # LifeWise_Employer | | Featured Articles | Mon... * OWEB 0 Weebly ®" Gas Price Trends TU Embrace a Stream | Tr... »
Detailed report This Month
Team Client Project
Clear filters
Total 88:3320 Export ~ B .

Download as PDF
Download as CSV
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Council Coordinator workspace Suzanne Teller's workspace
: ;taff Summary report This Month
Tearm Client Project

Export = =t n

Report

Moar Wed Fri Tue Thu Sat

Wied Fr Tue St Sun

3 3 MthOa  13thOct 15th Oox

Mst Oct 23rd Oct st Oct

+ Gr d by Project / Time Entry ™ Sorte =

+ Ash Creek . 1:45

+ Council Support - Admin - 7:30.50
' Council Support - E&O . 73000
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+ General Tasks . 20:49 20
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! MW - Admin . 31409

+ MW . E&D - 28:59°20



PDF Export zmraxeen o
Cover Page
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Tasks by project with time
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Contact Information

Kristen Larson
Council Coordinator, Luckiamute Watershed Council
Independence, OR

* 503-837-0237
e coordinator@LuckiamutelWC.org

e www.LuckiamutelWC.org



mailto:coordinator@LuckiamuteLWC.org
http://www.luckiamutelwc.org/

