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Time Tracking System 

The WinNetStar Time Tracking system is included as part of the Employee module.  The system allows for Manual Time Slip Entry as well as a feature called 

Quick Time Entry, where employees clock in/out on various tasks including directly to Repair Order Service Issues.  There is also a full Time Entry List where 

administrative users with proper authority can review and/or modify previously entered time slips. 
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1. MANUAL TIME SLIP ENTRY 

 

Manual Time 

Slip Entry 
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Here is what a brand new Manual Time Slip Entry looks like when initially opened.  The 

grayed out fileds cannot be modified by the user (note:  some fields are not required if the 

Task Type is not a Repair Order).  Next….. 
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Select an Employee from the list to start a new Time Slip.  If the Employee is clocked in on another Time 

Slip entry, then that slip will have to be closed before you can save a new slip.  Also, if the Task Type is a 

Repair Order, then the employee must be designated as a Service Technician in order to create an entry 

for a Repair Order.  Next….. 



6 
 

 

After the employee is selected, select the Task Type from the Time Entry Task Lookup.  These Tasks can 

be created using the Time Entry Task Support List (see section 4).  The Repair Order Task is a system 

defined task that cannot be changed or deleted by the user.  It is used to apply time to Open Repair 

Order Service Issues.  Next…… 
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If the Repair Order Task is selected, the Repair Order field must be populated.  Click the “…” button to 

see all open Repair Order Service Issues that can be selected.  Only Open Repair Orders for this Location 

will show in the list.  Next…… 
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For a Repair Order Task Type, an Op Code is required.  Note that the Op Code must have a predefined 

Rate Code in order to save the Time Slip.  Click the “…” button to see all enterprise wide Op Codes that 

can be selected.  Next…… 
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If an Op Code is selected that doesn’t have a predefined Rate Code, next...... 
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Then this message will pop up when attempting to save the Time Slip Entry.  Next…… 
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You can now save the Time Slip Entry: 

1. With no Date/Time In or Out, or 

2. With only a Date/Time In, or 

3. With both the Date/Time In and Out completed. 

If a “Date/Time In” is entered, then the “Date/Time Out” must be greater than (or equal to) the 

“Date/Time In” before the save will succeed.  Next…..  
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When adding the Date/Time, the date and time values can be increased or decreased with the arrow 

keys or by typing in the values directly.  Next…… 
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Here is Manual Time Slip Entry with a “Date/Time In” only.  Notes can be added to each Time Slip as 

well.  Next…… 
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When saving this Time Slip entry for a Repair Order task, the Employee originally selected was not 

designated as a Service Technician, so the Slip cannot be saved until a suitable Employee is selected.  

Next…… 
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A Service Technician employee is reselected and now the Time Slip Entry can be saved.  Next…… 
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After the first Manual Time Slip Entry was saved, here we are trying to save a new Manual Time Slip 

Entry for the same Employee.  Since an “OPEN” Timeslip exists for this employee, this message will pop 

up indicating there already is an open time slip.  It must be closed (clocked out) before a new one can 

be created (See Section 3 “Time Slip List”).   End Manual Time Slip Entry…… 
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2. QUICK TIME ENTRY 

 

Quick Time 

Entry 
Select from Main Employee Menu, or hit Ctrl Q from any place in the application.  Next …… 
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Here is the main Quick Time Entry screen.  The first field is the Employee ID field which is a masked field 

(i.e. cannot see the characters when typing).  Next …… 
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For reference, here is the Employee list from the system showing the respective Employee ID’s.  

Next …… 
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An Employee would enter his/her ID into the first field (for this example we are using 107).  

Next …… 
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After the Employee ID 107 is entered and the user hits enter, the Employee Name is displayed 

and the form is ready for the Task Type.  Next …… 
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Similar to the Manual Time Entry, a Task Type must be selected for the Time Entry.  Select the 

Task Type from the Time Entry Task Lookup box (see Section 4, Support Lists on how to add 

additional Tasks).  Next …… 
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If the Repair Order Type is selected, then a Repair Order (by Service Issue) must be selected 

from the RO Service Issue Lookup box.  Next …… 
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And an Op Code (with a predefined Rate Code) must be selected as well.  Select from the Op 

Code Lookup box (note:  you can see which Op Codes have predefined Rate Codes in the list 

here).  Next …… 
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After the information is entered in the Quick Time Entry form, the user will hit the “Clock In” 

button to clock in.  Next …… 
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Here is the Time Slip Entry in the entry list for the Quick Time Entry just created.  Note that 

there is no Clock Out time yet defined for this entry.  Next …… 
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If I open the Quick Time Entry slip from the list, it looks just like a Manual Time Slip.  Next …… 



28 
 

 

 

If we do another Quick Time Entry for the employee with an “OPEN” timeslip, the only option 

we have is to Clock Out (and change or add to the Notes).  Next …… 
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Here is the Time Slip Entry in the entry list for the Quick Time Entry just Clocked Out.  Next …… 
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Here is the Quick Time Slip when opened from the list.  The administrator can make any 

necessary changes to this slip unless it has been voided or if it is a Repair Order type, the 

corresponding Repair Order has been Closed or Settled.  Next …… 
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3. TIME SLIP LIST (FIND TIME SLIP) 

 

Find Time Slip 

Entry 
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Here is the Time Slip List that shows all entries based on pre-selection criteria.  The list includes 

both Manual and Quick Time Slip entries.  The list can be organized like all other lists within 

WinNetStar.  Double-click on a line to open the specific Time Slip Entry.  Next …… 
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Here is a Time Slip that was opened.  Note that this slip has not been clocked out yet.  Next …… 
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We can add a “Date/Time Out” to calculate the Total Hours for this slip (the “Date/Time Out” 

must be greater than or equal to the Date/Time In).  Next …… 
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Here is the entry in the list again but now it is has Date/Time Out information.  End Time Entry 

List …… 
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4. TIME ENTRY SUPPORT LISTS 

 

Time Entry Support 

Lists 
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Categories are used to group Time Entry Tasks.  Categories can be created or modified as necessary 

and assigned within the Time Entry Tasks.  Next …… 
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Time Entry Tasks can be created or modified as necessary (except the Repair Oder task which 

is a system defined task).  Categories can be assigned to any Entry Task.  Next …… 
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A Time Entry Task can also have different types to indicate Paid or Non-Paid time.  End Time 

Entry Support Lists. 



40 
 

5. REPAIR ORDER PROCESSING (using TIME ENTRY) 
 

 

Repair Order 

Processing 

I have a Time Slip posted to a Repair Order that has not been Clocked Out.  Next….. 
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In the Repair Order, it shows the Open Time Slip under the Labor Tab.  Next….. 
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The Repair Order is Closed so that no more Parts/Labor can be posted to it.  Next….. 
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If we open the Time Slip to clock out.  The Time Slip entry is not editable.  (note:  The Quick 

Time Entry will still update Time Entries like this one).  Next….. 
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But if we tried to Settle the RO with an open Time Entry, this message will pop up indicating 

there are open Time Slips. 

To remedy the situation: 

1. Set the Completion Status to “Open” for the RO in question 

2. Open the Time Slip and give it a Date/Time Out, then save 

3. Reset the Completion Status to “Closed” for the RO and then Settle. 

4. Note:  now both the Time Slip and RO cannot be edited or voided 

End. 
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6. EDIT RULES (WHEN TIME SLIPS CAN BE EDITED) 
 

Time Slips can be modified from the Time Slip List except: 

 When they are applied to a Closed Repair Order (the Repair Order can be reopened and then the Time Slip can be adjusted) 

 When they are applied to a Settled Repair Order (since there is no way to Unsettle a Repair Order, these time slips cannot be modified, and the Repair 

Order cannot be voided in this case as well). 

 Note:  In addition to being changed, a Time Slip Entry cannot be Voided if posted to a Closed or Settled RO 

A Repair Order cannot be Voided if there is a Time Entry posted to it. 


