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What is project management software?

Project management software is a time-tracking system specially designed for companies that primarily work

with electronic devices, built upon four key pillars:

100% automatic: Data collection is fully automated, ensuring complete objectivity. You gain quantifiable recognition of your
Q contribution to results.

2 ‘Transparent: Employees can access their data at any time. It helps you understand how you manage your time, improve work
a1

habits, and become more productive.

Respects privacy: The application only measures activity times, productivity, and application usage. It does NOT read document or email

content, nor does it take screenshots.

Protect employee well-being: Allows Digital Disconnection Rules: Enables the configuration of alerts to notify workers when they

QOA 0 have been working on the computer for an extended period, protecting their digital well-being.
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Concepts | Basics

» Active range: The active range time is calculated based on the start and end times of activity detected by Performance management software (first and
last event of the day). Typically, the first event corresponds to turning on the PC + login, and the last event to shutting down the PC.

* Activity: "Activity" is the time spent interacting with the computer (online time) or logged manually via a pop-up window when away from the computer.

* Online activity: Time spent actively working on the computer, representing actual activity. Online activity data is collected automatically and almost in
real time, ensuring a fully objective analysis.

+ Offline activity (Away from the PC): When users stop interacting with the PC, Performance management software detects that a break has started.
When the user returns to the computer and resumes activity (pressing a key or moving the mouse), a pop-up window appears offering two options:
"Work" or "*Personal.” Selecting "Work" adds the time to activity, while selecting "Personal” excludes it.

» Productivity: "Productivity" refers to the portion of active time spent using applications deemed productive according to the productivity map defined for
the role or group.

+ Expected activity: The expected activity for each employee per day. For example, a full-time schedule would have an expected activity of 8 hours, while

part-time would be 4 hours. The expected activity is set in the work calendar.
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First steps | Create a user account

To view your data, you first need to create a Project management software account. To do so:

1 Right-click on the project management software icon in the taskbar. If you can't

find the icon in the taskbar, it might be located in the hidden icons section. I WGI'k
il meter

Login usuario *

Stop metrics
Contrasefia *

Start break

Settings
1608
/N
E DD 600 O

Nombre

16:08
O L o) fa 29/06/2022 0

2. When you right-click on the icon, a menu with various options rolii
pellidos

will appear. Select the option "Access your account” and fill in your

details.

www.workmeter.com 4



http://www.workmeter.com/

| (s
First steps | Access

Work
To consult project management software, you can access it: lIIl meter

* Through the WorkMeter button located in the taskbar (two alternatives):
- Double-click

- Right-click > Access your Account Password -

Stop metrics
= =)
Start bresk wcE R e =)t Have you forgotten your password?
Settings ] Remember password
Login

* Through the following link:

https.//timework.workmeter.com/ = Sign in with Microsoft

We recommend bookmarking it in your browser for easier access.

G Sign in with Google
WorkMeter allows you to quickly log in to the platform using your Microsoft or

Google account.
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First steps | How to allocate time to projects

Manual project assignment

When the system doesn't automatically detect the correct project or you need to modify the assignment, you can do so directly from the WorkMeter icon in
the taskbar.

B0_Organizacion tareas MKT

Access the WorkMeter icon: Select the project: g -
1 s Locate the blue WorkMeter icon 2 . Left-click onthe WorkMeter icon. A Cn ;
in the taskbar (usually list of projects associated with your oo :

in the lower right corner of the profile will be displayed. Select the n(]
screen). relevant project. If there are il
subprojects, expand the option and S e ’

SV_MKT_Documentacion Corporativa >

o

Proyectos..

choose the appropriate one.

Detener registro

SV_MKT_Documentacion Corporativa e
--SV_Presentaciones PPT Opciones
[Reglas desactivadas] st S

Acerca de WorkMeter

~ Ayuda
WorkProject [SILONLPT12\nortiz]
12:28
~ ) @ . .
ih GF 24/02/2026 3 i Confirm the change: e =k
When you select the project or
subproject, a confirmation message WorkProject
: : : : Proyecto: Producto_Release Note
will ClRIRISEls mdlcatlng that the I". Pro>cllucto Redaccié;m release note
change has been made i
successfully.
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First steps | Filter
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The filter in the upper right corner of the screen allows you to analyze data by date range. There are predefined values

that adjust automatically when selected.

Grupo: Acme Company (Demo) Fechas: 16/12/2024 - 20/12/2024 O

Ayer
“

Esta semana
ene 2025
Semana pasada

Este mes

Mes pasado 6

To select a specific day, choose the same date as both the start and end date in the calendar.

enero

2025

feb 2025

If the date range is less than a day, the data will be displayed in hours. If the range exceeds one day, the graph will display the data in days.
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Step two | How to use it?

You don't need to worry about recording your activity; data collection is fully automated.

* PC Activity: As soon as you turn on your computer and/or log in, the application automatically starts collecting data without requiring any manual input.
« Offline Activity: When you stop interacting with your PC, the application automatically detects that a break has started. Upon resuming interaction with

the computer, a pop-up window will appear, similar to the one shown in the following screenshot:

* Note: Each company customizes the options in the pop-up window based on the offline tasks employees can perform. The options you see are tailored

specifically for you.

. x|
tlls welcome again ills Welcome again
To complete your activity report select from one of the )
following choices the activity that's coser to what you've been If: you haVe beeﬂ WO rkl ﬂg' If yOU Cl.ose the

To complete your activity report select from one of the

doing since 18:24. . .

Iglg‘i;sz;n:ieth\'s information simply close the window. select the task you were following choices the activity that's closer to what you've been window using the

bt s performing. All orange doing since 18:24. _ cross without
Formacién / Consultas options are added to To discard this information simply close the window. selecting an option. it

Thank you will be recorded as a

pause.

activity.

LLamadas Telefonicas
Lectura documentacion
Reunion

Teletrabajo

It is important to always select an option,

If you were on a break or
Viaje taking a pause, select
the gray option.

whether active or not, to ensure that your

Visitas Comerciales

daily activity is accurately recorded.

Personal (Descansos; Comidas)

WorkMeter =
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Panels

Project management
software
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Projects |Activity by projects

= vk, i s @ @ O information through a chart and a table:
3 Prjecs xUses i sainls a - Average activity
Z,d* ‘ — . e + Active days: The number of days the employee has
o Hstory T | . - reported activity on a project during the selected
-'«:'.dld 1% o period.

Other reports

@ Configuration

If you click on the (i) icon or a color in the circular chart,
you will be directed to the detailed activity breakdown of

that project by day.
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Projects | Projects by user

= gl ek y— linked to the employee.

meter £3 Dates Mon, 10 Jul 2023 - Thu, 13 Jul 2023 o

°
o

i Projects

Projects x Users

1 Activity by project

& Projects x Users i 2 =~ & Q ° Employee name.
~ Forecasts Project Activity Activity average per user Active days Group
s Calondor view Aer Gl 625 h tam on 1am 4 Suppon * Project: Name of the project
Albert Desarrallo 28h 5Tm Gh47m & Suppart
 History T om oh 35m 2s iy Wi
o e ' " vorer  Activity: Total activity by the employee for each
Albert Mkt Wab Oh 08m Oh 08m 1 Support
Financial data
Albert Soparte téenica 3h 35m 0h 43m 5 Support .
¢ Actiiy edior Ervma Clerte 025 12020m 06 4 Acminsrasen Project.
Esther Clienite 005 Bh 43m 1h 45m 5 Marketing
Other reports Esther Cliente 025 Ok 58m Ok 12m § Marketing

* Average activity: Daily average activity reported by the

© Configuration Esther Comercial 1h 15m 1h 15m 1 Marketing
Esthier Mkt Disefio grafico Oh 20m Oh 20m 1 Marketing .
Esther Mt nboure hatm h3zm 5 Matetng employee for each project.
Esthier Mkt Outbound dh 49m Oh 58m 5 Marketing
Esther Mkt Resultados 3h 22m Oh 40m 5 Marketin ° H .
== = = = " Active days: Number of days the employee reported
Esther Mkt Web Oh 57m Oh 11m 5 Marketing

activity on each project during the selected period.
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Projects | Event log
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mE

e ——r B I - I

i Pron - H
feid Registro de eventos
i Actividad por proyecto
& Proyectos X usuarios Proyects: Todas =
~ Previsianes

= Visidn calendario

D Registro de eventos

30052023 @ Clentes VIP 1Nota de
gasln
[(# Datos financiercs
30052023 W Chente 002 (i1 Nota de John
# Eaitor de actividad gasto
Ctros informes & 0052023 W Chente 006 {81 Nota de Jonn
gasto

& Configuracion t

© Afiadir comentario % Afiadir archive [ Afiadir gasto

Tipo de evento: Todos « T Aplicar fitro

Buscar

“ R m . i “-

{83 Caniidad: 150

Comida
{9 Fecha: 11/062023
[ Cantidad: 30
Gasto extra referente al chente
‘ 8 Fecha: 15052023 E u
00z
Anadir gasto
= adir gasto
Proyecto
Cliente 002 ey
Comentario

Gasto extra referente al chente 002

Nota de gasl.o Fecha
1505/2023 [ |
Seleccionar archivo \III'.;J no archivo selec.

Exiensiones penmilidas: pdf jpg.jpeg.png.gif
‘ Tamafio maxima: § Mb.
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Through this panel, you can record
comments, files, and expenses for all the

projects assigned to you, based on:

* Date

* Project

* Eventtype: You can choose to add a comment, a
file, or an expense.

* User

* Comments

* Details: Specifications of each event are displayed.

* Status

www.workmeter.com
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Activity editor | How to modify the time on

your projects

Modify projects times
1. Select the day you want to modify by clicking on it and
opening the previously mentioned daily view. 1000 : d i
In this view, each row represents a full hour of work and displays 1o
all the projects you had active during that time frame. 159 Gl Sones
e o

17:00

18:00

2. Click on the project you want to make changes to, and the
Desarrollo IT » Computers -
following window will appear: S —— S—
24 0
% "t
bm | Cancel |

www.workmeter.com 13
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Activity editor| How to modify the time on your

projects

P— x
et .
3. We select the new "destination project” and enter the time we » 24 o DJ
have dedicated or modify it by moving the slider. @ ®
The time from the original project is transferred to the destination
project. it [ cancel |
Modify projects times

4. \When you agree with the changes, click on "'SUBMIT" and the

information will be updated.
l l - 8:00 A
Once you have finished editing the data, press the "Apply 79 oot L)
.. o . 2 e ~ —
changes" button to save all the edited information.

12:00

14:00

156:00

16:00

17:00
Desarrollo

18:00
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Activity editor| How it works

The activity editor of the project management software is used to edit activity periods automatically recorded by the system. This way, we can input
offline activities on past days with information that has not been automatically captured by the tool.

For example, adding offline activity times such as meetings, business visits, or any offline activity carried out away from the computer.

Activity editor
-
Start time End time

Fecha | 00 | 01 | 02 | 03 |04 | 05 | 06 | 07 | 08 | 09 | 10 | 11 | 12 | 13 | 14 | 15 | 16 | 17 | 18 | 19 | 20 | 21 | 22 | 23

13/01/2025 @ ...
La edicion de datos solo se

14/01/2025 @ -
realiza por empleados, por lo

150112025 @ I I D D

que debemos seleccionar uno
en el filtro para empezar.

16/01/2025 W
17/01/2025

18/01/2025

19/01/2025
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Activity editor | How to edit your activity

1. Select the date range you want to display in the Welcome: John  Dates: 13/1/2025 - 19/1/2025

chart.

Add activity 13/01/2025

Reunién Interna / Internal Meeting

Start time End time
2. Click anywhere outside the orange-shaded area, 1 v 15 1
and the following window will appear: Comments
LLLCU  Cancel

Add activity 13/01/2025
Activity

Reunién Interna / Internal Meeting

3. Select the type of offline activity you want to [ -]

Cliente 001 » Informe |

Cliente 001 » Seguimiento

add in the highlighted time slots and press the

Cliente 002 » Desarrollo
Cliente 002 » Informe

"Accept” button.

Cliente 002 » Seguimiento

www.workmetercom 16
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Activity editor | How to edit your activity

4. You will return to the activity editor screen, and the changes you made will be highlighted in red (pending approval). You can continue adding information
to the panel for the other days you wish to modify.

Once you have finished editing the data, press the "Apply changes” button to save all the edited information.

Activity editor
I |

Start time |08:00 v

NOTES TO KEEP IN MING:

- When changes are applied, the
modified days are locked until
the data is processed on the
server (up to 24 hours). It is

| 00 | 01 | 02 | 03 | 04 | 05 | 06 | O7 | 08 | 09 | 10 | 11 | 12 | 13 | | 15 | 16 | 17 | 18 | 19
13/01/2025 @

14/01/2025 B important to ensure that all
15/01/2025 @ modifications have been added

before applying the changes.
16/01/2025 @

17/01/2025 @

If activity times exceeding
those configured by the

19/01/2025 manager are added, prior
approval from the manager will
be required.

18/01/2025
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Other reports | Project detalils

= |II' %%lilér H Dot Mo, 10,0 2023 - Thes 13 Jul 2023 0 (’ O
oo Projects detail
55 Activity by project )
& Projects x Users
Fy] | B [} Break down Columns v Search
~ Forecasts
) ) ) S ) ) T N
) Calendar view Albert Cllente 025 1h12m  Support
o History Albent Desarralio 17h31m  Support
Albert T Servers oh3tm  Support
3 Financial data Albert Soporte técnico 9h0Sm  Support
Activity editor Emma Cliente 025 14h 49m  Administration
Emma Comercial Oh 10m  Administration
Other reports Esther Cllente 005 2h12m  Marketing
& Configuration < Esther Cliente 005 Informes. Oh 26m  Marketing
Esther Cliente 005 Seguimiento h45m  Marketing

| s

This panel summarizes the following information

based on the date range selected in the filter:

* Employee name

ProjectThe task (or subtasks) assigned to each project

The activity (time) dedicated to each project

« The group to which the worker belongs

This same information can be
viewed in the table of the

"Project Details by Day" panel,
which shows activity broken
down by days.
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Other reports| Projects details by day

This panel summarizes the following

O

K

— o Group selecied
= llll %%Elér £ Dates :on 10 Jul 2023 - Thu, 13 Jul 2023 0

information based on the date range selected

11 Projects

S— Projects detail by day in the filt
H Activity by project In e I er:

& Projects x Users. i B o L3 L] Q
+ Forecasts Date Name Project Task Activity | Group
4 Calendar view 17/01/2028 Jahn Cliente 001 Oh 31m Sales Jomada completa
. 170172026 John Cliente 001 Informe Oh 00m Sales Jomada completa

D History 1770172026 John Clianta 001 Seguimianta Oh 31m Sales Jornada completa ° E m p l.oyee n a m e
170172026 John Cliarta 025 Oh 08m Sales Jornada complota

142 Financial data
17/01/2026 John Comercial 3h 19m Sales Jomada completa .

# Activity editor 170412025 John Comardial Demos 1h33m Sales Jomada completa ° Pro_] eCt

17/01/2025 John Comercial Presupuestos Oh 00m Sales Jomada completa

Other reports ‘ 1710112025 John Comarcial Webinars 1h 48m Salas Jomada completa . .

- The task (or subtasks) assigned hp
R ot e A e e task (or subtasks) assigned to each project
170172026 John ‘Waebinars 3h47m Sales Jomada completa
7 crw s B T ke Lo cerwen * The activity (time) dedicated to each project by day
16/01/2026 John Clianta 001 2h 14m Sales Jomada completa
18/01/2025 John Clienta 001 Informe Oh01m Sales Jomada completa
180112025 John Cliante 001 Seguimiento 2h 13m Sales Jomads compista ° Th e g rou p tow h | C h th e wo rke r be |_o n g IS
18012025 John Cliente 025 1h 48m Sales Jomada completa
Gotopage: 1 80 -
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Project management software| Help portal

o elcome/
{ s‘wt N <

|||| el |||| %Wgrk |||| WOrK et

Remember that we are always at your disposal to offer you more advice and guide you with any questions you may have.

imply contact us at support@workmeter.com and we will be happy to assist you.

VIEW THE HELP
PORTAL

www.workmetercom 20
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