Dropbox Shared Folders is the recommended set up option for the Klokwork Team Console allowing all
team members to connect securely from virtually anywhere while connected to the internet. This set up
requires each user to have their own Dropbox account (free).

How to set up Klokwork Team Console using Dropbox Shared folders

Klokwork Team Console can be set up using Dropbox to share projects and timesheets between the Klok
Pro users. The following instructions are intended to be followed by the person who will manage the
Team Console for the group. A few steps require your team member’s involvement to establish their own
Klok Pro user Dropbox account and accept a Dropbox shared folder email verification.

There are 5 parts to set up Dropbox and complete the Team Console and Klok Pro user installations.

1. Dropbox and the Klokwork Team Console need to be installed on the personal computer of the
person who will manage the team console.

Note: The Klokwork Team Console installation will occur following the Dropbox set up.

2. Dropbox can be set up by either;

a. Registering for a new account or...
b. Using an existing Dropbox account

3. Register for a free Dropbox account
a. Register by clicking this link (http://db.tt/u170gMI) and follow the installation steps using the
set up wizard.
b. If Dropbox is installed successfully you will see a folder named "Dropbox” on your desktop.
Depending on the operating system the folder path will appear something like...

e Windows Operating Systems
o C:\Users\[USERNAME]\Dropbox or...
o C:\Users\[USERNAME]\Documents\My Dropbox

e Mac Operating Systems
e /Users/[USERID]/Documents/Dropbox

4. Using an Existing Dropbox account - If the person managing the Team Console already has a Dropbox
account they can set up a KlokworkTeamConsole sub-folder within their own existing Dropbox account
folder to securely manage their team’s time entries separately from their personal Dropbox files. See
‘Setting up Dropbox Shared Folders’ instructions in the following section for set up details.
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1. The Team Console manager will create a Klokwork specific sub-folder off of their main Dropbox
account folder. This folder will be used as the main folder for the Klokwork set up to publish projects
to the team and import time entries submitted by team members. This will keep all Klok specific
information separate from all other Dropbox folders with personal/private information. The examples
below show how the main Klokwork folder (named ‘KTCManager’ to represent the Klokwork Team
Console) will appear on the local machine of the team console manager once created in Dropbox.

e Windows Operating Systems - C:\Users\[USERNAME]\Dropbox\KTCManager
e Mac Operating Systems - /Users/[USERID]/Dropbox/KTCManager

2. From the newly created Dropbox ‘Klokwork’ folder, the Team Console manager will create sub-folders
for all team members who will track their time using Klok Pro and submit entries back to the console.

Note: In the example below, Klok Pro Team Member 1 is also the Team Console Manager as they will
be tracking their time along with the team for various projects.

Windows Operating Systems

Klok Pro Team Member 1 - C:\Users\[USERNAME]\Dropbox\KTCManager\KPAdminUser - (i.e. Team Console Manager)
Klok Pro Team Member 2 - C:\Users\[USERNAME]\Dropbox\KTCManager\KPTestUser1
Klok Pro Team Member 3 - C:\Users\[USERNAME]\Dropbox\KTCManager\KPTestUser2
Klok Pro Team Member 4 - C:\Users\[USERNAME]\Dropbox\KTCManager\KPTestUser3

Mac Operating Systems

Klok Pro Team Member 1 - /Users/ [USERID]/Dropbox/KTCManager/KPAdminUser - (i.e. Team Console Manager)
Klok Pro Team Member 2 - /Users/ [USERID]/Dropbox/KTCManager/KPTestUser1
Klok Pro Team Member 3 - /Users/ [USERID]/Dropbox/KTCManager/KPTestUser2
Klok Pro Team Member 4 - /Users/ [USERID]/ Dropbox/KTCManager/KPTestUser3

3. Once the sub-folders have been created the Team Console Manager will share each team member
folder with the appropriate user by first clicking the sub-folder. The example below shows the Team
Console Manager sharing the ‘KPTestUser2’ team member sub-folder.

Note: In the example below, the Team Console manager has already sent the invite to share the
KPTestUser1 sub-folder. Team Member (KPTestUser1) accepted the invite completing the sub-folder

set up on their local machine which is now indicated by ‘shared folder’ in the Team Console Manager
Dropbox\KTCManager folder view.

ff Get free space! Y
:3 ? KTCManager ¢ 8 @ @ B Search DropQ
KPTestUser2 (@ Invite to folder @ Share link [ § Download [& Delete [Z Rename More ¥
KPAdminUser shared folder
KPTestUser! shared folder
P KPTestUser2 folder -
KPTestlser3 folder
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KLOKWORK TEAM CONSOLE INSTALLATION AND SETUP USING DROPBOX

4. Next click the ‘Share this folder’ button shown in the following image at the top of the screen.

8B Gerfree space! &

£ > KTCManager > KPTestUser2 (6 88 @ @ B |Q searcnDrop

Name A Kind Modified

This folder is empty

Add your files using the desktop application or the web uploader.

5. Enter the email address associated with the Dropbox account for the team member. Click ‘Share
Folder’ to send the invite to the team member (sometimes you need to click ‘Share folder’ a second
time as the first click validates the email address format).

Share 'KTCManager' with others

Allow members to invite others

I KPTestUser2@email.com| Import contacts

Share folder

Tip: The team console manager can import contacts from other accounts making it easier to share

folders by simply selecting the appropriate email address from their contacts rather than manually
type the email address.

Share 'KTCManager' with others

Allow members ta invite others

| Import contacts

M Gmail

&' Yanoo! Mail

- Facebook
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KLOKWORK TEAM CONSOLE INSTALLATION AND SETUP USING DROPBOX

6. The Team Console Manager will repeat steps 3, 4 and 5 until they have shared each sub-folder with
the appropriate team member.

7. Each team member will need to accept the shared folder invitation through either the email
(account associated with their Dropbox registration) or by logging into their Dropbox account.

.| Shared folder invitations (1)

L.E KPTestUser2, invited by KTCManager

Note: If the team member is logged into their computer and the Dropbox service is running in the
background (indicated by the Dropbox icon in the system tray) they will receive a real-time

notification pop-up in the system tray once the team console manager sends the invitation providing
another option to accept the shared folder invite.

8. After accepting the invite the Team Member will be directed to the newly created shared folder
indicating the set up was successful.

—
=]
Pl < R O

9 Dropbox &% > KPTestUser2 im@e 2 Q

This folder is empty

9. The Team Console Manager (KTCManager) can view the status of all shared folder invites by right
clicking the team member sub-folder and selecting ‘Shared folder options’.

88 Get free space! &

(3 » KTCManager (¢ 8 @ @ @ |Q SearcnDd
KPTestUser2 (@3 Shared folderoptions @ Sharelink  [§ Download  [@Delete [ Rename
Q KPAdminUser folder

@ KPTestUser1 shared folder

ﬁ] KPTestUser2

(Z@ Shared folder options

KPTestUser3 shared folder -
= @ Sharelink
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10. Once the team member has accepted the shared folder invite the team console manager KTCManager
will see the user associated with the KPTestUser2 sub-folder is listed as ‘Joined’.

Shared folder options for 'KPTestUser2'

2members ] Allow members to invite others

é KTCManager (owner)

& KPTestUser2

Unshare folder Leave folder

11. If a team member has NOT accepted the shared folder invite the team console manager will see the
user associated with the shared sub-folder (KPTestUser2@gmail.com) listed as ‘Still Waiting’.

Shared folder options for 'KPTestUser2'

1 member £ Allow members to invite others

=3 KTCManager (owner) Joined

& KPTestUser2@email.com Sull waiting

Unshare folder Leave folder

12. Once the Team Member has accepted the shared sub-folder invite from the Team Console Manager
they can now follow the instructions to install Klok Pro on their local machine and configure the
connection with the Team Console. This will allow the Team Member to download projects created by
the Team Console Manager and submit time entries.
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KLOKWORK TEAM CONSOLE INSTALLATION AND SETUP USING DROPBOX

Install Klokwork Team Console (team console manager only)

1. Install the Klokwork Team Console on the management pc of the person who will manage projects and
users for the team.

2. Create a password but don’t forget it as it cannot be recovered (it can be changed at any time once
logged into the console).

3. Enter or click the ‘Browse’ button to select the Network Path of the Dropbox Klokwork (i.e.
‘KTCManager’) folder (do not include the sub-folders created for the team members in the network
path). For Mac operating systems the path will be similar to /Users/ [USERID] /Dropbox (no spaces on
either side of ([USERID]).

& BekworkTeamCansale SE003 1036 Al Fils folder
&) Klokwark Team Console =.0 2

Select a date range | » | Eefresh

| Time Entry Summary

By Pert Hi there.

Welcome to the Klokwork Tesm Console. To get started, complete the fiorm below. You can
change these settings later by clicking on the Kigkwerk lego at the top of the sceen

Passwisrd e ]

Confiom Password === ]

MHetwark Path Co\Usmrs\ [USERMAME]\DrapbaxiKTCMznagar

Browst.

NOTE This £ e 540 1 5 local foiter Bt you Rave Shased, &
Ihared ratwo O MOn o even 8 Dropton doder For more
Quick Links e s gk e
This Week Already have a Kokwork data file?
ot Kiokwadk Tearn Conzale at d by selecting its ditectons.,

Let's get started

Install Klok Pro (each team member who will track time)

1. Install Klok Pro on the pc of each user you created in the Team Console.

2. Follow the Klokwork Team Connector installation instructions (next section) to ‘connect’ Klok Pro
with the Team Console.
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1. Begin configuring the connector plugin in for Klok Pro by simply clicking the plugin install button
located in Tools -> Preferences -> Plugins.

2. Click ‘Download connector plugin...’

ARD PROJECTVIEW TOOLS ~ ABOUT ~

Preferences

General Connector
AT Installed Connector  -Mone-
Snapping

Install conr
Appearance

Updates Debug mode

Plugins
Timesheets
Backups
Startup Dptions

Third Party Integration

3. User will be asked to select the connector they wish to connect with based on the Console type.

Browse Plugins
Select a plugin to install it
Asana Connector

Install

4. Select Klokwork Team Connector to establish the connection with the Klokwork Team Console.

Browse Plugins
Select a plugin to install it

Asana Connector

Basecamp Connector
Freshbooks Connector
Harvest Connector

Klokwork Team Connector

Paymo Connector
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5. Click ‘Install’ when prompted to approve the connector installation.

amplat

& Preferences

General Connector

Formettin
o installed Connector  -None-

Are you sure you want to install this plugin?

Plugin:  Klokwork Team Connector
Publisher:  Mcgraphix, Inc.
Publishar Idantity:

Plugin Description:

6. Click ‘Connector Configuration...” to configure the Klokwork Team Connector settings to connect with
the Team Console.

yrk Team Connector 1.1.8 installed

Download Projects

Submit Tima Entries

8 Connected B  Backup Now

Enter the network path and username for the appropriate Klok Pro user. In the case shown below the
local computer user is ‘Mr Green’ and the Team Console manager created a Dropbox user sub-folder
named KPTestUser2. Therefore, the Klokwork path associated with the Dropbox account will include
the local computer username of ‘Mr Green’ (shown below). The username will be ‘KPTestUser2’ which
matches the Dropbox sub-folder the Team Console manager created for this user.

Note: The Klokwork path should not include any sub-folders. For Windows operating systems the
path should appear as shown in the image below. For Mac operating systems the path will be similar
to /Users/ [USERID] /Dropbox (no spaces on either side of ([USERID]). In both cases, make sure ‘Mr
Green’ is replaced with appropriate username for the team member.

Klok Connector Configuration
Klokwork Team Connector

Mode Network File Mode URL Mode

[ ELTLT A T I o sersiMr Green'\ Drophozx Bro

TIP: The correct folder to select here will have achild

folder whose name matches the username you enter
below,

[IEETLET PO KPTestlser2
DTSR ER(eT G R I DN _KPTestUser2 Import project colors

Changes
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7. The Klok Pro user can now download projects the Team Console manager created and assigned for
this team member.

Klokwork Team Connector 1.1.8 installed

% Download Projects

4% Submit Time Entries

8 Connected E Backup Now

Klok Pro users can download projects, begin tracking time and submit their entries at an interval
requested by the team console manager. Once team members have submitted their time entries
(uploaded to their Dropbox folder), the team console manager can begin viewing time entries for the
group in the Team Console by clicking ‘Import All’.
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