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Time Tracking with Timebutler

With Timebutler, you can effortlessly track your working
hours. Thanks to the time clock, you can conveniently and
automatically record working hours with just a few clicks.

Let Timebutler calculate your overtime and working time.

Stay informed about your work status at any time: all
working time data is available at any time.

Record Working Hours

Timebutler offers three different ways to record working hours:

0 Time clock in the user account

Please note: an admin decides
which of the three input

©Recording in the time recording terminal options are available to you.

QEntry via the input form

Record Working Hours: Time Clock
If your admin has enabled this option for you, you can easily record your working hours using the time clock.
To do so, log in to your user account at timebutler.com. On all pages in your user account, your email address

will be displayed in the top right corner, and directly next to it, you'll see the time clock in idle mode,
symbolized by the display "0:00," as follows:

8 J @ N =B 00w- & maia@tmebutierde -

Click on “0:00” and the time clock will appear:

@ 0:00- (M) maria@timebutler.de ~
A

@ 0:00 = (:00
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Start Stamp Clock

Clicking the green "Start" button starts recording your working hours. You can now
continue working with Timebutler or exit Timebutler: the time clock will still continue
recording your working hours. The time recorded by the time clock is always
displayed in real time in your user account, for example after 7 hours and 53 minutes:

8 / 0 M = P»753- (§ maria@timebutlerde

Record Break

To pause the time clock, open the time clock again by clicking on the time entry and
then click the "Pause" button. The time clock display will turn orange and display a
coffee cup in the bar, indicating that the time clock is paused. In the following
example, a total of 1 hour and 26 minutes of break has already been recorded:

8 J 0 M = | 2126~ (8 info@timebutler.de ~

Stop Time Clock, Save Working Time : 00+ (@) maria@timebutier e -

At the end of the working time, open the time clock
again by clicking on the time entry and then click on
the "Save working time" button in the time clock.

@ 0:00 = 0:00

If your admin has defined projects and/or categories,
you will now have the option to book working time

* Aufzeichnung abbrechen

for these options.
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When the time clock is running or you are on a break, you can log out of Timebutler or shut
down your laptop/PC or drive to a customer appointment. Timebutler continues to record
working hours in the background. If you then log in to Timebutler again at a later time, the
working time will continue to be recorded, and you can save the entire working time.
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Record Working Hours: Input Via the Input Form

Entering a Working Time Entry.

Arbeitszeit eintragen A

As an employee, click Enter Working Time in the left-hand s eI
corner below Time Tracking. As an admin or supervisor, click =l
Employee in the top left corner, then click Enter Working Time

below Time Tracking. This will take you to the input screen for a

£ Daturn

new working time entry.

DT o m

Whrzeit im Format hzmm (info.. )

Depending on which options your admin has enabled, you can
enter the working hours directly here, including the start and
end times or just the duration.

wzeit im Format himm (Info.. )

Fedmnat “45m" oder “1h 30" oder {Infa.. )

The blue box at the top right of the page shows you which Clim Anschiuss einen weiteren Elnirag eingeben
working hours and break times are already available for the
selected date.

Enter Multiple Working Time Entries

Arbeitszeit Masseneingabe As an employee/user, click Enter Working Hours
SrTte ingen below Time Tracking on the left.
Datum W Arbeitse @ Fouse B
o we 2t sl . . . .
P Ksgone As an admin or supervisor, click Employee in the top
= = ' left, then click Enter Working Hours below Time
I' Tracking. This will take you to the input mask for
E —_ e - several new working time entries.
Projeki Kategorke
= = You can use the blue button to copy an entry and

quickly create multiple entries for multiple days.
The "Add Row" button provides more options for
additional entries.

Entry form not available? An admin can determine whether you are allowed to enter
working hours via the entry form. If you don't see the links mentioned above, the entry
hasn't been activated. Instead, you can record working hours using the time clock.

Buttons missing?

Other options can also be set by an admin. Perhaps no projects or categories have been
created, so you won't see these options. Or, when entering working hours, the start and
end times must be specified, not just the duration. Other settings also change how the
input form is displayed.
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Record Working Hours: Time Recording Terminal

An administrator in your company can activate the time recording terminal on a tablet and make the
tablet available to employees in a central location, for example at the office entrance or in the personnel
area.

At the time recording terminal, every employee can then operate the time clock with just a few clicks. To
do so, click on the tile with your name on the home screen. To find your name more quickly, you can click
on the upper tiles to filter by location or department. Next, you have the option to enter your personal
PIN. This will take you to the time clock, which displays your current working hours. You can start, pause,
and stop the time clock.

1. Home Screen 2.Registration 3. Record

bl timebutler - k] timebutler -~ Rl timebutler

Isabel Reine
Bime geben Sie Ihne PIN ein

® Aufzeichnung abbrechen

Your PIN for the time recording terminal.

You can view or set a new PIN for the time recording terminal by logging into your
Timebutler user account and then clicking on “Settings > Security” in the bottom left corner.

Current Status of Working Hours

On the dashboard, the home page after logging into your
Timebutler user account, you will see real-time information &] timebutler

about your working hours in a separate panel: Willkornmen Tobias Schller

© 1 h 36 m verbleibende Arbeitszeit

@ 6 h 24 m von B h geleistet
How many breaks you’ve taken ook

& Aktualisienen

How much working time you’ve completed so far today

How much time you have left to reach your target.
Any remaining working time still unaccounted for.
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View and Evaluate Working Hours

List view of working time entries

In the list view of timesheet entries, you'll see all entries clearly displayed and can edit or delete
them. As an employee, click on List View below Time Tracking on the left. As an admin or
supervisor, click on Employee in the top left, then click on List View below Time Tracking.

To edit an entry, click the pencil icon next to it. To delete an entry, click the trash can icon.

Calendar View of Overtime and Working Time Entries

As an employee user, click Calendar View on the left below Time Tracking.

As an admin or supervisor, access the timesheets and click the tear-off calendar icon next to an
employee's name. This will take you to the calendar view of the timesheet entries, which offers two views:

o In the overtime calendar view, the color-coded highlights allow you to identify periods or days
with the highest number of overtime hours or negative hours. Hovering over a day displays additional
detailed information.

; 4Mo 5D 6MI TDo BFr $o 11Mo 12Dd 13Mi 1400 15Fr 1Mo 1900 20Mi 2100 22Fr
S @n  Oh | Oh  Oh  on +25m +25m Oh ©h 35m +25m +25m +25m  +25m 2N
o Mo 20 3Mi 4Do SFr oo oo BMe 900 T I0MI 1100 12Fr i e ]
435m  e25m +35m +2Sm 2R +35m+35m| 8h 0h -25m +35m m ez
Mz 1Mo 2Di  3Mi 4Do SFr S0 BMo 9Di  10Mi 1100 12Fr 15ma  SollAsbentszent 8h W =
+15m +1n10m +25m +25m -2h Oh  Oh  +35m «25m -Zh +25m m ez
- -Felertag oh
100 ' Vo BB TMi BDe 9E 1 12Mo 13Di 14Mi 15Da o 2
A 2h Oh  ©h  @h  OR +25m #25m +35m +15m om 2
- Urlaub oh
i 3Mo 4D SMi 6D0 TR 9 WM 1100 126 14Fr B
+Sm +25m +28m 20m O +25m Sm .3sm oh - Krankheit oh
108 2Mi 3Do 4Fr Mo BN 9Mi 0De TR 14Me 150 ¥ 2
uni +35m +30m +2%m 2h +15m +5m +25m +1h10m 35m th oh - Ardere Abwesenneiten LL
Juli 100 2Fr 150 Sko BDI FMI BDo 9Fr s TE0 12 Mo 1300 14Mi 15 Do Bereinigle Soll-Arbeitszeit 8h & 2
+25m  -35m #30m 425 +25m +25m Zh +25m 25m +15m +25m m
Mo 3Di AMi SO0 bR SMo  100i  11Mi 1200 13F 0 Deleistele Arbehezel Thaim Eim
August Oh  Oh +35m+15m -2h on On  On  Oh | OR 5 =m [
1M 2D0c 3R 4 Mo 7D BME 3Da  10Fr 1360 T4 15 M ]
September  ocm  Jom s0m Oh  Oh +35m+35m -1h5Sm 25m +25m +25m m +3
LA 4Mo SDi 6MI TDo BFr 1Mo 120 1360 1400 15Fr TS0 1Mo 190 206 210s 22Fr
Okteber th +36m 425 m +25m +15m +28m +25m +28m 38 m +28m 2h S3Em +28m +15m  +2%m  +3%m

9 The working hours calendar view provides a quick overview of the working hours entries for
each calendar day. Here, you can access information for the selected day by clicking on the calendar.
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Overtime and the Working Time Account

Timebutler automatically maintains a working time account for each employee. This takes into account
the employee's individual settings: recorded working hours, daily target working hours, vacation and
sick leave, public holidays, settings for rounding working hours, capping overtime, and setup times. The
working time account allows you to view your overtime balance and working hours for a specific period.

As an employee user, click on Time Account below Time Tracking on the left. As an admin or supervisor,
click on Employee in the top left, then click on Time Account below Time Tracking.

There are two different views in the working time account:

0 By clicking the Working Hours in Period button, you can select the start and end dates and get an
overview of the working hours in the selected period. This compares the planned working hours with the
actual working hours, and the balance is displayed.

Possible rounding of working hours, overtime caps, setup times, and carryovers from previous years are
intentionally not displayed.

9 To find out the overtime balance on a specific date, click the "Overtime Balance as of Date" button on
the page and then select the date. All information and settings regarding rounding, capped overtime,
setup times, etc., are listed and included here. The last column, "Overtime Balance," shows the overtime
balance on the selected date.
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Uberstundenguthaben zum Stichtag

Mutzer Soll- Felertage Wrasuh Krankheit Boreinigte  Arbeitszest AbTisy  Rundung
Arbeitszedt Soll- inkl. Ristzoiten auf Soll-
Arbeitazeit Ristren Abenazeit

IT und EDV
= Hurtiger, Franz 184 h oh on oh 184h 120h3Im TRIZMQ Oh
(9 Mk, Sebastian 168 h on on on 168k 180N 55m LT+ T
o Stege Ka 184 b on on 3zh 15ZR  1EEA30M TRIZmO an
= Welse, Pafrick 184 h oh on oh 1R 1EZh17M RS WA oh

o 7

[m] Brandt, Banid 104 h oh on 16h B8R 1%h52m ohQ oh
(4 Gerber, Kaliin 184 b on 48n 56 BOE  EOn&dm [T+ 12m
4 Lange. Friedhwim oh oh on oh L] oh Gha, oh
- Reine, lsabal 138 h oh oh oh 13ER  12403I5m GhQ oh
Summe 1186 h ah &h dh ¥dh 1I179R14m 4h55m 5m

Golatstato
Arbeitszeit

TERSIma
OB mO
WInsEmO

BRI mO

1B hS2ma
180 b 56 MmO,

[-L1=1

h RISMmO

1274hHm

Saldo vor
Abzug

abgegahans
Uberstunden

S8R S2m
100k 56 m
oh

RI5m

280h20m

Al
abgegeitene
Uberstunden

Salde  Saldo Asbershite  Ubsrstunden-
wom Uber. guthaben

Virjahe stunden am 3.2

Shim an on Shim
Bhagm an L] Ehddm
21 h58m on on IhSEm
-3h38m an on 3hEm
B3 h52m ah am ShiIm
100 b 56.m an om 100k 56 m
oh oh R (1]
3Th25m ah ok WThIEm
250k 20m ok ok /ORI m

Reading instructions.

The working time accounts are best read from left to right: almost all values in the columns
result from the sum or difference of two previous columns. If you hover your mouse over one
of the column headings, you will see additional information about the values in the column.

Break Regulations

Your employer may have set up a break policy for you.
This policy ensures that certain minimum breaks are
observed, for example, the break times stipulated by
law after a certain working hour.

If you violate the minimum break or maximum daily
working time when entering or recording your working
time, Timebutler will intervene in the working time
entry and try to change the entry to meet the
requirements of the break policy, for example, by taking
a longer break.

Depending on whether your admin allows the selection,
you can then either accept or reject the proposed
adjustment to the working time entry, or you will simply
be informed of the necessary change and must agree to
it in order to save the entry.

8 J 0 M =2 »9s-

'@' 9:25 mow

¥ Pausenregelung nicht
eingehalten
Deutschland
Notwendige Anderungen:
ol N 3
30 m Arbeitszeit werden in gine
Pause gewandelt

« Zuriick
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Pausenregelung nicht eingehalten

Fir lhre Zeiterfassung ist die Pausenregelung Deutschfand eingestellt.

Pausenregelung: Deutschland
Maximale tagliche Arbeitszeit: 10 h

Bis 6 h: Keine Mindestpause
Mehr als 6 h bis @ h: Mindestens 30 Minuten Pause
Mehr als @ h: Mindestens 45 Minuten Pause

Die Vorgaben aus der Pausenregelung sind nicht eingehalten. Die Pause muss verlangert werden.

¥ Pause

Vorgegebene Mindestpause 30m
Gesamte Pausenzeit an dem Kalendertag 0h
Notwendige Anderung +30m

Notwendige Anderungen

2 Fs muss eine Pause iiber 30 m hinzugefiigt werden.

+ Anderungen annehmen

You can always find more information online at

www.timebutler.com



https://timebutler.de/hilfe/handbuch
https://timebutler.de/hilfe/handbuch

