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Thank you for choosing Alswin Time Tracker.

Time Tracker is a professional yet easy-to-use app for freelancers, consultants and small
businesses.

Within a few minutes you can create your first client, project and activity type, then
immediately start tracking your working hours.

Why choose Time Tracker?

& Fast time tracking
Start and stop registrations with a single tap.

i} Professional reports
Generate daily, weekly and monthly summaries.

=| CSV export
Open your registrations directly in Microsoft Excel and other Office applications.

@ Five languages
Available in English, Dutch, German, French and Spanish.




Resources
» Watch the YouTube introduction
B Download from Google Play
Visit www.alswin.nl
*8 Discover more Alswin apps

When you start Time Tracker for the first time, this
message appears.

Before you can register your working hours, create at least one
client, one project and one activity type.

QUICK START

Creating your first registration takes only a few minutes. Follow

these four simple steps:

. Create one or more clients
Clients are the companies or organisations you work for.
. Create one or more projects
Projects help you organise your work for each client.
. Create one or more activity types
Examples are Administration, Consultancy, Development or Meetings.
. Start tracking your time

Select a client, project and activity type, then tap Start to begin your registration.

Additional Features

e Reports
e Export
e Settings

e Backup & Restore

About Time Tracker

= Continue on the next page to create your first client.

. Tip
New users can usually create their first complete registration in less than five minutes.



QUICK START IN FOUR STEPS

1. Create your first client

Clients are the organizations or people you work for. Before you can register

time, create at least one client.
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Menu
_ P N Time clock
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Cient 1 epor
Project/Activity 1 Export
Activity category 1 Clients
Start time: —— Projects
Elapsed time: 00:00:00
End time: Activity types
About / Help
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Cient 1
Project/Activity 1/ Activity category 1
01:59:59
08:46 - 10:46
Cient 1
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Open the menu (=). Select Clients
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Client 5 Hourly rate
98

Cancel

Hourly rate

Set hourly rate now?

1 2 3 &
4 5 6 Done
7 8 9
0 ;
& (@] v
Enable Hourly rate if Enter the hourly rate and

applicable. save.

Clients
New client
Show clients

Rename client

Edit hourly rate

Delete client

Tap New client.

New client

Enter the client name.

Cancel  Save

Enter the client name and
save it.




2. Create your first project

Each project belongs to a client and usually represents a specific assignment. Within a
project you can distinguish between different activity types. If this distinction is not
required, simply create one project called General and use it for all registrations.
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Project/Activity 1 Export New project Choose client
Activity category 1 Clients Show projects Cient 1
Start time: —i— Projects Rename project Client 2
Elapsed time: 00:00:00
End time: —— Activity types Delete project
About / Help
08:43 - 10:43
Cient 1
Project/Activity 1 / Activity category 1
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Cient 1
1 (@] <
Open the mene (5) Select Projects Tab New project Select the client fort his

project
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New project Cient 1

Cancel  Save

Enter the projectname and
save it.




3. Create your first activity type
Activity types describe the work you perform within a project, such as administration,

meetings, development or consulting. They help you analyse how your working hours are
spent. If you do not need to distinguish between different activities, simply create one

activity type named General.

12:47 RO -

Alswin Time Registration

Cient 1 (=)
F

Project/Activity 1

Activity category 1 [ LS j
Start time: ——
Elapsed time: 00:00:00
End time: —~
08:43 - 10:43
Cient 1
Project/Activity 1/ Activity category 1
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Open the menu (=).

Menu
Time clock
Report
Export

Clients

Projects

Activity types
Settings

About / Help

Select Activity Types.

Activity types

New activity type

Show activity types

Rename activity type

Delete activity type

Tab New activity

New activity type
Enter the activity type name.

Enter the activity type name
and tap Save.




4. Track Your Working Hours

Time tracking is the core function of Alswin Time Tracker. Select the client, project and
activity type, then start your registration. During an active registration you can adjust the
start time if necessary. After stopping the registration, you can review and edit all

recorded details.
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Client 2 Client 2
Project 1 Project 1

Activity category 2 Activity category 2

Start time: - Start time: -

Elapsed time: 00:00:00 Elapsed time: 00:00:00

End time: -~ End time: -~

08:43 - 10:43 08:43 - 10:43

Cient1 Cient1

Project/Activity 1 / Activity category 1 Project/Activity 1 / Activity category 1

01:59:59 01:59:59

08:46 - 10:46 08:46 - 10:46
Cient1 Cient1
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If necessary, select the Tap Start to begin time
desired: tracking.

/~ Client While a registration is active,
Z#  Project tap Start Time to adjust the
2 Activity Type start time.
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Cient 1 \ = Cient 1

Project/Activity 1 Project/Activity 1

Activity category 1 Activity category 1

Start time: 13:00 Start time: 13:00

Elapsed time: 00:00:45 Elapsed time: 00:00:45

End time: -~ End time: -~

08:43-10:43 08:43-10:43

Cient 1 Cient 1

Praject/Activity 1 / Activity category 1 Praject/Activity 1 / Activity category 1

01:59:59 01:59:59
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Tap Stop to end the Scroll through today's
registration. registrations and tap a

registration to view its details.
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Cancel

Adjust the start time using
the clock...

Registration

Client: Cient 1

Project: Project/Activity 1
Activity type: Activity category 1
Note: -

Billable: Yes

Start time: 13:00

End time: 13:01

Duration: 00:01:48

Rate: GBP 95.00
Entry revenue: GBP 2.87

Adjust values

Tap Adjust Values and select
the information you want to
modify.

Set time

Type in time

hour minute

o Cancel

...or enter the time directly
using the keyboard.

Registration

Details

Change client/project/activity
Edit times

Note

Billable: change Yes to No

Delete

Select the item you want to
adjust.




ADDITIONAL FEATURES

Your basic setup is now complete, and you are ready to use Alswin Time
Tracker for your daily time registration.

The following chapters describe the additional features available in the
application, including reports, CSV export, settings and backup options.

Reports
Introduction

Reports provide a clear overview of the time you have recorded. You can generate daily,
weekly and monthly reports, making it easy to review your work and prepare invoices or
timesheets.
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Report - This week

Cient 1
Project/Activity 1
Activity category 1
Hours: 04:01:47

Menu Revenue: €192.87
— / L \ g Time clock 21222121
Activity category 2
3 ™ Report Hours: 00:12:56
Cient 1 l;‘ Report Revenue: €20.32
Project/Activity 1 (=] Export Cient 1
- |"7‘ Today Project 1
Activity category 1 > Clients Activity category 2
: Hours: 00:03:35
This week
Start time: i~ Projects Revenue: €0.00
Elapsed time: 00:00:00 This month Cient 1
End time: —— Activity types Project 1

Activity category 1

" Hours: 01:01:15

About Client 4
.43 - 10- Project 5
Gor At ategory 1
Project/Activity 1/ Activity category 1 :&JurSI UQ:UO:OB
01:59:59 evenue: €0.19
08:46 - 10:46
Cient 1
n 0 <
Open the menu (=). Tap Reports. Select Daily, Weekly or Review the generated report.
Monthly.
. Tip

Reports are generated instantly using your recorded registrations.



Export
Introduction

Export your registrations as a CSV file for further processing in Microsoft Excel,
LibreOffice Calc or other Office applications. This makes it easy to archive, analyse or
invoice your recorded hours.
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Start time: - Projects Gisis) St
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End time: —- Activity types
About
08:43 - 10:43
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Project/Activity 1/ Activity category 1
01:50:59
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Open the menu (). Tap Export. Select the required period. Tap Share and choose a

destination.

Open the exported CSV file in
your preferred spreadsheet
application.



Settings
Introduction

Settings allow you to personalise Time Tracker according to your
preferences. You can choose your preferred language, currency and CSV
format, and manage your backup files.

Language

Time Tracker is available in five languages. You can change the display
language at any time.
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Menu
_ , N N Time clock Language
Settings
: (e | Report System default
Cient 1 L;, Language
— _
Project/Activity 1 LN Export English
. r%\' Currency
Activity category 1 | & J Clients Dutch
CSV separator
Start time: - Projects German
Elapsed time: 00:00:00 Export backup
End time: —:— Activity types French
Import backup
About
08:43 -10:43
Cient 1
Project/Activity 1/ Activity category 1
01:59:59
08:46 - 10:46
Cient 1
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Open the menu (=). Tap Settings. Tap Language. Select your preferred

language.



Currency

Select the currency used for hourly rates, reports and calculations.
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Menu
o 7 . N < Time clock ]
Settings
e Report
Cient 1 B L
anguage Currency
Project/Activity 1 Export
Currency Euro (€)
Activity category 1 Clients
CSV separator US dollar ($)
Start time: - Projects
Elapsed time: 00:00:00 Export backup British pound (£)
End time: =~ Activity types
Import backup
About
08:43 -10:43
Cient 1
Project/Activity 1 / Activity category 1
01:59:59
08:46 - 10:46
Cient 1
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Open the menu (=). Open Settings. Tap Currency. Select the required currency.



CSV Settings

Choose the separator used when exporting CSV files. This ensures
compatibility with spreadsheet applications in different countries.
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Settings
—
Cient 1 (= Report
2 Language CSV separator
Project/Activity 1 (= Export
. ) Currency Semicolon ;
Activity category 1 (= Gl
CSV separator Comma,
Start time: - Projects
Elapsed time: 00:00:00 Export backup Tab
End time: —— Activity types :
Import backup
About
08:43 - 10:43
Cient 1
Project/Activity 1/ Activity category 1
01:59:50
08:46 - 10:46
Cient 1
1 (@] <
Open the menu (). Open Settings. Tap CSV Settings. Select the preferred
separator.

. Tip

Select the CSV separator that is compatible with your spreadsheet
application. If the imported data is not separated into columns correctly,
choose a different separator.



Backup & Restore

Create a backup to protect your data and restore it whenever needed. Backups are also

useful when moving to another device.

Export bacup
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Menu
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Cient 1 o6
Project/Activity 1 Export
Activity category 1 (& Cliéiiis
Start time: i~ Projects
Elapsed time: 00:00:00
End time: —— Activity types
About
08:43 -10:43
Cient 1
Project/Activity 1 / Activity category 1
01:59:50
08:46 - 10:46
Cient 1
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Open the menu (). Tap Settings.

Import backup
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Menu
_ , , \ N Time clock
g Report
Cient 1 i
Project/Activity 1 Export
Activity category 1 Clients
Start time: - Projects
Elapsed time: 00:00:00
End time: -~ Activity types
About
08:43 -10:43
Cient 1
Project/Activity 1/ Activity category 1
01:59:50
08:46 - 10:46
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Open the menu (=). Tap Settings.

. Tip

Create regular backups to keep your registrations safe.

Settings

Language

Currency

CSV separator

Export backup

Import backup

Select Export backup.

Settings
Language
Currency
CSV separator

Export backup

Import backup

Tap Import backup.

Backup created
AlswinTimeTrackerBackup_2026062
7.164310.json

Close Share

Tap Share and choos a
destination.

Import backup
Choose backup file

Latest local backup

Choose Backup file or Latest
local backup.

Restoring a backup replaces the current data in the app. Use this option carefully.



Thank You
Thank you for choosing Alswin Time Tracker.

We hope this guide has helped you get started quickly and make the most of the
application.

For the latest updates, additional documentation and more Android applications,
please visit:

www.alswin.nl

If you enjoy using Time Tracker, consider leaving a review on Google Play. Your feedback
helps us improve the application and support future development.
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