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Timekeeper for Time Banks
Timekeeper Demo

Before you get going in Timekeeper, read through the following pages and
complete the exercises in the Timekeeper Demo program, so that you get an idea
of the capabilities of the main program.

Enter Timekeeper Demo from the start menu.

= Timekeeper for Time Dollars | -]

Organizations 3 Make

Heports

Sites - 0@

Match

Members Provider
Make

Assignments Transfer
Timekeeper Demo

You are now at the Home Page. (Fig 1). (Database with the seven fields required
to run your program). Organisations, Sites, Members, Assignments, Make
Reports, Match Provider and Make Transfer.



DATA INPUT

New Organisations, Sites and Members

New Member:

The first thing to do with Timekeeper is to enter new members. Press Members
in the start menu.

'=*| Member [v
Lazt Mame: |Newman | | Cancel g | 0K 3
First M ame: |p'-‘«|an | Home Phone: (0187 987 6543
Mickname: |a'3«I | Work Phone: 0171 123 4567 |dentifier:  DEMO12E1E9

Balance: 0.00

Street: |23, Exmouth Terace |

City: [Canning Town | Stae [ ] Age: 51 Bithdate: [09/10/45
Zipoode:  |CaRALO
Coordinates: EEE

|nzurance: | | Site change zite m
Drrivers License: |.&NI:IS1EI45 |

Comrments

Ficticious Addrezs for Training purpoges,

NB Do not enter the Address field in the Demo Mode as this tends to
shut the program down.

Fill in the relevant personal details until the first page is complete
(bar the address).
Select Next Page.



= Member |v

change attributes m change services m

FirstPagca | 0K g

Alan Newman
Erergency
Doctar
T —
Sun Mon Tue Wed Thu Fri  Sat
r Signed Forms mormng
afternoon
[ Inactive EVENIng

Member since:  [17/08/97

Updated: 17/08/37

change availabiliby Q

Select and complete change attributes, change services and
change availability. This is described in Exercises 13,14 and 15
(pgs 24-26). You can change the attributes and services in
Timekeeper Utility — see How to use Timekeeper Utility at the end
for more details

e User Number = National Insurance Number.

T R -
change attnbutes Q change services Q First Page%

i1z a Donor
iz on Staff
Uszesz Own Car

Member zince:  |17/08/37

Letter Writing

Meal Site Azziztance
Ezcort

Respite Care

Special Friend

Team Leadership
Telephone Assurance
Tranzportation

Tutoning —
Readinn d
morning

f” Sighed Forms
[ Inactive
Updated: 17/08/97

EVENIng

iz Smoke Tolerant Administrative +

has Car Adult Literacy =

Male » Advocacy == Alan Newman
Anglo » Child Day Care

Mamed Clencal Emergancy

lives in House or Apt. Companionzhip Wife: W alere Mewman

lives with Spousze Fund Raizing Wiork: 0171 333 4545

speaks Englizh Home Repair Home: 0181 357 6543

iz a Beneficiary Leisure

Droctar

Dir. R aj Singh
Balaam Clinic
0181 896 2269

=
afternoon |

Usger Mum: |vE346738R

Sun Mon Tue “Wed Thu Fn 54

change availahility Q

Continue selecting OK until you have returned to the Home page.

New Organisation:




Select Organisation

Select New
‘-‘-‘| Organization -
Mame: | | Cancel |
Phovess [
[ ] Identifier:  DEMO126090
Shest | | Balance: 0.00
e [ ] State [ ] Comdinates: [ [2] 2]
Zocode [ .
Address
[ Inactive
Comments Site change site Q

Mext Page |

Fill out the above page with your own details.

=-| Organization -
Mame: [Wolunteers for Humanity | cancel |
Phores: [0171123 4667 |
[ Idertifier.  DEMD126103

Street (1. Main Strest | BEnes: kL

ez S I:l Coordinates: ﬁﬁ
Zipcode:

Address |

[ Inactive

Comments Site change site Q

Ficticious Address for Training purpozes

Select OK. This returns you to the Find Organisation page.
Select Home.

Select Organisations.
Y our Organisation is now displayed at the bottom of the list of
Organisations.



Find Organization

| Members 5 | Help aHumea

| Show 5|§-’3=3455$§3§.‘s§3§<5 | MNew a

Sﬂamhg [ Inactive

Organization Hame Organization ID
| [ ]
ol e
Time Drallar Institute DEMO125373
kit Clark House DEMO125384
Baltimore DEMO125355
Zacchaeus DEMOT2R408
Azbury Dwelling DEMO125419
MCB&, Estates DEMO125420
Bread for the City DEMO125431
Halland & Knight DEMO125807
Greenleaf Sr. DEMO125321
DCTAD DEMO125943
Benning Terace DEMOT 25954
Walunteers for Humanity DEMO126703
I DEMO126136

Select your Organisation, then press Show.
This will take you to the page you have just filled out.

Select change site.
This has taken you to the Find Site window.

Select New
You now have access to the Site page. Fill out the Address

Select Organization (] change
Highlight your Organisation by clicking on to it, then click OK.

This will return you to your Site page with the Organisation field
completed.



Marme: |C|emenc_l,l House

Street: |1 , Main Streat

City: |Lu:undon

Zipcode: |ECT ELO

Organization

m change

Manager

m change

Yalunteers for Humanity
1. tain Street
London

Ol DEMO126703
Fhonez 0171 123 4567

EC1 ELO

Updated: 17/08/97 [ Inactive

Select OK.

Close all windows until you reach the Home page.

Select Sites.

Your new Site now appears at the bottom of the Sites page.

Select Home. Then select Organisations.
Select your Organisation, then click Show.

Ht| Organization I."'
Mame: [Wolunteers for Humanity | | Cancel 5 | 0K 5
Phanes: [0171 123 4567 |
| | [dentifier:  DEMO12E103
Street: 1. Main Streel | Balance: 0.00
City:  |Londan | State: [ ] Coordnates
Zipocode:  |ECT ELD
Address :
™ Inactive
Comments Site changesite [ |

Ficticious Address for Training purpozes

rll

Organization  mull
Site [Dn e
Site Phone

Passhook g




Select Change Site. Highlight your Site then click OK.

Your Site now appears on your Organisation page.

Organization

M ame: |"-"|:|Iunteers for Humanity |

Phones: |EI‘I #1123 4567 |

Street: |'I . bain Street |

City: |L|:|n|:||:|n | State: |:|
Zipcode:  |ECT BLO

Comments

| Cancel

| ok

[dentifier:  DEMO126103

Balance: 0.00

Coordinates;

Ficticious &ddrezs for Training purposes

[ Inactive
Site change gite Q
Clemency House
1. Main Street
London ECT1 ELO

Sike |0 DEMOT26158
Site Phone

Crganization Wolunteers far Humaniby

Passbook g

Select your site by double clicking on the Site field. (The area
where the Site Address is written). to take you back to your almost

completed Site page.

Select Manager

Q change

This will take you to the Find Member page.

Select New. This will take you to the Member page.
Highlight your Site and Click OK.

10




= Member LIJ

Last Name: (Cancet] [OK |

Firzt Mame: Home Phone: (0131 987 £543

Mickname: Work Phone:  |0171 123 4567 |dentifier:  DEMO12E169
Balance: 0,00

Sheat: |23, Exmouth Tenace |

City: [Canning Town | State [ ] #ge: 51 Bithdate: [03/10/45
Zipocode:  [CARALO0
Coordinates: [H [2]7 |21

[nzurance: | | Site change zite Q
Dirivers License: |.-i‘-.N|:IE|'I 045 | Clemency House
Comments 1. Main Street
Ficticious Address for Training purpozes. London EC1ELD

Crgamzation  Yolunteers for Humanity
Site [0 DEMO12E158

Site Phone

Passhook 3

Fill out all relevant details to your Manager as you did for a member

Once your Members, Sites and Organisations have been entered in the above-
described way, it is just a matter of selecting them in their relevant lists (as you
did for organisations, and do in exercises 1-4).

If at any time you require extra descriptions, enter the Timekeeper Utilities
program and amend or add to as necessary.

If you are a little unclear about all the entries you can make the exercises will
give you a better idea.

11



Organisations in Timekeeper

Click Organisations.
This takes you to Find Organisation.

=-| Find Organization hal
| Members | Help | Home
Show | Passhook | MNew
Sﬂﬂrﬂh | r |r-|a|:til..,le GK |
Organization Mame Organization 1D

Exercise 1 In Find Organisation type the letter ‘b’ in Organisation
Name, then click Search. This will give you all the
Organisations beginning with the initial ‘b’. Click OK. Select
Organisations again.

Exercise 2 In the event of the full name of an Organisation not being known or
remembered, type* and enter the part of the address that is known.
Type *city and press Search. This will give you the Organisation
‘Bread for the City’. Click OK. Select Organisations again.

o The * 1s a ‘wild card’ and can be used in any of the boxes when
only part of the title 1s known.

Exercise 3 An Organisation can also be selected by just clicking the name in
the lower box. Select any Organisation. Click OK.
Click Organisations again.

Exercise 4 Click Time Dollar Institute in the lower box. By double

12



clicking this box or clicking Show you will enter the
Organisation file.

= Organization I.':

Mame: |Time Drallar [nstitute | | Cancel g | 0K g
Phones: |2I]2-EBE-52EIEI |
|2I32-53?-5I333 | |dentifier. DEMO125373

Strest: [Po Box 42160 | Balance: 0.00

Cify: |W’ashlngtun | State: Coordinates:

Sipocode; (20015

Address
[ Inactive
Comments Site changesite [ |
Time Dollar [nstitute
BA00 35th St M
W azhington LDC 20015
Crganization  Time Dollar Institute
Site |00 DEMO125830
Site Phone
Passbook MNext Page
Select Address.
'-‘-*| Mailing Address

Cancel Ok

Mailing Addres

Time Dallar Institute
Fo Bow 42160
"Wazhington, DC 20015

S alutation: | |

Fax Mumber; | |

This 1s the Address used for letterheads and labels.
Click OK.

13




Exercise 5 Click Passbook.
NB: In the UK version of the software, the Time Dollars button is labelled Fair Shares

[ =-| Member Passbook
i | Time Dollars | |SENiEE Units Print Time Dollar Institute Ok
B recorded date creditz debitz service name
bt
I
4]

This is the area where Time Credits or Service credits are recorded
in the event of exchanging services with other Organisations.

This area will be covered later in the exercises with Members.
Click OK.

14



Exercise 6 Seclect Next Page.

- = Organizaon [

[ [ |—
This file shows changes to attributes and services. However, these
titles are not relevant to this section and cannot be used. These will

be covered later whilst explaining the Members field.
Click First Page.

15



Exercise 7 The bottom right hand corner shows the Site Address. This
1s frequently left blank, as it is the same as the
Organisation Address. Double click on the Site box.

You can now view the Site Address, (if different from the
Organisation Address), the Organisation Address and the

Managers Address.
= Site bl
Marme: |Time Dallar Instibute | 0K
Sheet: |55EIEI 39th 5t WNw |
ity |Washingtu:un | State: Cancel |
Zipcode: (20015 |
Organization m change Manager m change
Tirne Dallar Instibute Azbury Dwelling
Fo Box 42160 703 Tth 5t Mw
"W ashington DC 2005 ¢ azhingtan DC o 20019
Cro Il DEMOD125373 Organization DERO125413
“hones  202-686-5200 FPhiones
202-537-5033
pdated: 1040837 [T Inactive
o The above Addresses can be amended from this file. (More Later).
Click OK.

Click OK again bringing you back to the Find Organisation page.

16



Exercise 8 Click New.

‘=‘| Organization LLE
Name: | | Cancel | 0K
Phones: | |

| | |dentifier: DERO12607S
Shest: | | Balance: 0,00
Ciy: | — :l Coordinates: | [2]  [=2]
e R s —
rEss
[T Inactive
Comments Site changeste [ |

This takes you to the file for entering New Organisation details,
ready for you to use when you want to enter a new organisational
member. Click Cancel to return you to the Find Organisation file.

Other points to note on this page are:

The Identifier: The unique number given automatically to the
Organisation when entering it into the program for the first
time.

The Balance: The number of Time Credits or Service Units in

credit or debit at this current time.

The Co-ordinates: Can be used if your Organisations/Sites/
Members are marked out on a local map.

The program will pick members nearest to the selected

task, if required.

The inactive box: Used when the Organisation/Site/
Member is temporarily unable to accept any tasks.
(e.g. School Holidays).

Click OK to return you to the Home Page.

17



Sites

Click Sites.
This takes you to Find a Site.

- = Findsie 0[]

18



Exercise 9 ClI

ick DC School for Law

Click Show. This takes you to the Site file.

= Site
M arne: |DE School of Law | 0K
Street; |425EI Connecticut Ave, M. Building 43 |
City: |Washingtu:un | Skate: Cancel |
Sipoode; |2EIEIEIE |
Organization Q change Manager m change
Tirme Dollar [nstitute Fadll il
FPo Box 42160
W azhingtan DC 20015
Crg 1D DEMO125373 bl ember [ e
Fhones  202-686-5200 Horne Phone
202-537-5033 wiork Plhone
pdated: 12412/96 [T Inactive

titles.

and vice versa.

All other aspects of this file are covered by Exercises 1-8 in the Organisation

file. Click OK then click Home.

19

Note that on this occasion the Site and Organisation have different

Also note that Sites and Organisations even if they are the same
address, have different Identifier Numbers. This is because it is
possible to have more that one site for a particular Organisation




Members

Click Members.
This will take you to Find a Member file.

= Find Member |

|Drganizatiuns |HE||] Home

Show |§3:a.<53§3;3;352 | MNew

Searchl [T Inactive ‘1

First Hame Last Hame Member ID

[ [+

As with Organisations and Sites, you can find a member by:
e Typing a letter in the name and selecting Search
e Typing a word in the name and using * the ‘wild card’, if only a portion of
the name is known, selecting Search
¢ Clicking onto a name and selecting Show
e Double clicking a specific name in the list

20



Exercise 10 Type the letter C in the Last Name box. Click Search. This will
list all the members beginning with the letter C. Click Cahn Edgar,
click Show. This takes you to the Member page.

= Member L:_;

Last Mame: [Cahn | |Can[:e|§ | 0K a

First Mame: |E|:Igar | Home Phone:  [[202] 63E-5200

Micknarme: | | Waork Phone:  |[202] 63E-5200 |dentifier:  DERMOT 25442
Balance: 3.00

Street; |55EIEI 39th 5t Mw |

City:  [Washington | State: &sger B2 Birthdate: [23/03/35
Zipcode: (20015 1
Address Coodinates: [E  [2]3 |2

|nzurance: | | Site change zite Q

Dirivers License: |

Time Dollar [natitute
Camments 5500 39th 5t N
alwaysz late W azhington ODC 205

Crganization Time Dollar [nstitute
Site |0 DEROT25830
Site Phone

Passbhook 3

Most of this page has been covered under Organisations in Exercises 4, 7 and 8

21



Exercise 11 Click Pass Book.

='| Member Passbook
Time Dollars | [Service Units| | Print | Edgar Cahn OK
E recorded date creditz debitz zervice name
| 2 15412496 1512436 2.00 Advocacy Clarence Muray +
12412496 0512436 2.00 Advocacy Samuel Robinzon
04412496 0412436 2.00 Advocacy Ann Richardson
16410496 1610436 400 Advocacy Flarine Carmper
4]

When Time Dollars are selected (called Fair Shares in the UK
version of Timekeeper), any transaction will record Time Credits or
Debits.

In the event of an error or change of credits this is amended here.

Select the left side column besides Florine Camper.

I

04.12/96

0412736

2.00

Advocacy

Ann Richardson

16/10/96

16/10/36

400 Advocacy

Flarine Carnper

Click the recorded button at the top of the column.

22



= |

Member Passbook

(o)

[ 16A10/98 | 4.00] Change |

Enter Correction | Delete . Cancel .

Time Dollars | |Sf:rvi[:f: Units Print Edgar Cahn
recorded date creditz debitz service name
| 16410496 1610496 4.00 Advocacy Flarine Camper |
[ ate: Amovnt;

NB: In the UK version of the software, the Time Dollars button is labelled Fair Shares

Exercise 12 Place the cursor to the right of the figure 4.00 in the amount box.
Thus: 41.00. Use the backspace to delete the figure 4, enter the

number 2 then select Change.
The Member Passbook shows the change to 2.00 debits.
Click OK.

Note that the Credit figures have changed to 5.00.
Florence Camper’s credits are also automatically amended.

If Service Units are selected, it means that the two members
concerned are exchanging services with each other. (E.g., A
Lawyer giving two hours to a member, and the member in
return, does two hours work for the Lawyer).

Click OK.

23




Exercise 13 Click Next Page.
This takes you to the Member Page.

= Member hdl
change attributes m change services m First Page 0K
Edgar Cahn
Emergency
Droctor
Idzer Mum: | |
i" Signed Formz merning Wt
afternoon
[ Inactive EvEning s e
kember since; |:| pdated: 27/411/96 change availabilitby m
Click change attributes.
‘='| Change Attributes

speaks English d Cancel oK

gpeakz ltalian

zpeaks French

zpeaks Crenle
speaks Yiddish
speaks Japanese

zpeaks Visthamese

Lzez Signing

Lzes Braille

i 5

gpeaks Spanish

Click each item in turn in the right hand box. This gives you the full
profile of the member in the left-hand box.

24



There are a number of different attribute groupings (not viewed in
that picture but usually seen under the Cancel and OK buttons) such
as ethnicity, gender, habits, housing, language, mobility and
transportation. These groupings and the attributes themselves can all
be amended in the Timekeeper Utilities section. More later.

Click OK

Exercise 14 Click change services.

0

Change Services

Cancel OK

Adrniniztrative +
Adult Day Care -
Adult Literacy
Advocacy

Baby Care
Child Dray Care
Clencal

Companionzhip

Drezzing

Errands

E zart
Food # Clathing
Fund R aizing

ardening

Home Repair

1 =
EE e e R e e i i i e

Homeless Aszsiztance +

Slide down the file to view all the services covered. These can be
updated and added to any time in Timekeeper Utilities.

o The twin boxes to the left of the headings are:
R for Recipient of services and

P for Provider,
and are checked accordingly.
Click OK.

The service will show < next to it to indicate the member wants to
receive that service, and blank to show the member wants to provide

the service.

The change services can be customised in Timekeeper Utilities,
which we’ll take a look at in a minute.

25



In the right hand column click merchandise. (Not captured in the
picture below)

=i Change Services

|Cance| Ok

286 compker +

386 computer

graphics board

1 =
a0

moLize

If any hardware is being provided to a person in an
Organisation/Site loan basis, this is where it is entered by putting a
x in the R for Recipient box.

Exercise 15 Click change availability.

=] Change Availability

Sun Mon Tue 'wed Thu Fri  Sat
. Cancel
maring !
afternoon
| evening oK

The dark rectangles represent the periods the member is available.
You can click on a box to turn it light to indicate that a member is
not available at that time.

Dark = available
Light = unavailable

Click OK to return to Member file, click OK to return to Find
Member, click Home to return you to the Home page.

26



An imaginary scenario

Up to now you have been looking at the fields making up the database. You have
now seen where all the data is stored.

Now we are going to try and example. You will be passing in and out of all the
previous pages that have been viewed during exercises 1-14.

Lets work through an imaginary situation.

You are sat at the desk of your time bank, the phone rings. It is Janeen Sanford,
asking for a member to assist, by doing some gardening. However, supplies need
to be picked up from a local Gardening Centre and she does not own a car. She

would like it to be done on Thursday morning or afternoon.

How do you go about setting up an exchange for her?

27



Setting up an exchange using Match Provider

Click Match Provider
This takes you to the Match Provider file.

=

Match Provider

=]

Frovider Recipient | Memherg Help gHumeg
Service ™ Time Critical
Find |
Find Find Search
Sun Mon Tue ‘Wed Thu Fri  Sat
Ueliadlafe Assignment Begin Date ;
afternoon
evening | Show g Mew g End Date ;

r Same Zipcode

™ Same Organization
[T Same Site

[T Same Coordinates
[T came Language
[T Smoke Tolerant
[T MNonSmoker

[T st be Male

[ rmust be Female
[T Has Car

[ rmust be Organization

Exercise 16 Click Find under the Recipient box.
This takes you to the Find Member file.
Type the letter S in the Last Name box and click Search.

The members beginning with S are now brought into the lower box.
Click Janeen Stanford. This will take her name into the top left
box. Click OK. The name has now been transferred to the

Recipient box on the Match Provider page.

Click Find under the Service box.
This brings up the Find Service box.

28




m

| Cancel | 1] 4

Adminiztrative

Adult Dap Care

Adult Literacy
Advocacy

Baby Care

Child Cray Care
Clerical
Companiohzhip
Drezsing

Errands

Ezcort

Food & Clathing
Fund R aizing

(5 ardening

Haorme Repair
Homeless Asziztance
Hospice

Hozpital Asziztance
Laundm

Leizure

Letter *riting

Light Houzekeeping
teal Delivern -
teal Preparation d

W

Click on Gardening, then click OK. The service has now been
placed in the Service box on the Match Provider page. In the
bottom right hand corner put an x in the Has car box to indicate that
the Provider must have their own car. Now click

morning and afternoon beneath Thursday in the box beneath
Provider to indicate their availability in those periods.

Click Search.

You now have a choice of two members to provide the service. As
Paula Jones lives (for the sake of the exercise) farther away, the
first choice is Edgar Cahn.

Click Edgar Cahn.

As this a new assignment, click New under assignment.
Click Show under assignment.

This takes you directly to the Assignment Page.

29



= |

Comments

QcRating: [rare 7]

Assignment

Provider | mitials: I:l Recipient | ritials: I:l OK

[T Accepts  Date I:l [ Accepts  Date |:| Service [ Time Critical
Edgar Cahn Janeen Sanford Gardening
BA00 39th St M 1525 Tth 5t M
W azhington ODC 2005 W azhington DC 20009 Begin Date:  [04/08/97

fdember [0 DEMOT25442 fdember [0 DEMOT 25783 End Diate:  |04/03/37
Home Fhone  [202] 636-5200 Haome Phone
ok Phone  [202) 636-5200 wiark Phone Accurnulated

Credits:  0.00

Entered: 04/03/97

creditzs  zervice units ] change
i
[+]

Mew Credits: Record

D ate of Service: Credits

Updated: 04/03/37

Well done! You’ve nearly set up a time exchange for Janeen so that she gets
some gardening done on a Thursday, by someone with access to a car.

What you need to do now is now is inform and confirm that the Provider is
happy to work for the Recipient.

From the data in the Provider box, call Edgar Cahn.
Lets assume that Edgar accepts the task.

30




Exercise 17 Click the Accepts box.
The date will automatically be put into the date box.
Type your initials in the initial box.
Once acceptance is confirmed, repeat the procedure by contacting
the recipient and complete the boxes in the same manner under the
Recipient box. Both provider and recipient agree to participate.

o These checks are essential. It may be a case, that these members
have been in contact before and there may have been a personality
clash, or be some other reason for one not wanting to be in the
company of the other.

As the task is for a specified date, click Time Critical under
the OK button.
Type in the Begin Date and End Date.

o In the event of a more ‘high tech’ task (e.g., Nursing, Law,
Teaching, etc.) the QcRating would be amended accordingly.

o The Comments box is exactly what it says. Any comments reported
by either members are placed here.

o The Record Credits Section will be covered shortly.
Click OK, click Home.

Once the task 1s done, the onus is on the Provider to contact you to report the
hours to be credited.
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Recording a time exchange using Assignments

You are sat at your desk on Friday morning. The phone rings and it is Edgar
Cahn calling to say that the Assignment was completed the day before and it
took 5 hours.

There are two ways of recording the credits. The first way,
Exercise 17 is by far the best way if you are receiving the

details over the phone, as you see the assignment 1in its’ entirety.
The second way, Exercise 18 is quicker, but you need to know that
both members have confirmed the details.

Exercise 18 Click Assignments.

This takes you to the Find Assignment page.

= Find Assignment I."
Provider [ sccepted [T Mot Recipient [ Accepted [ Mot |Mﬂmhﬂrg Help gHumﬂg

Service [ Time Citical

Find gCIearg Copy |

Find Clear Copy Find Clear Copy
™ Closed [ Mo Credits
Clear All Clear Dates Begin Date ;
Cloce Chow
Copy All Copy Dates EndDate | | i g Sl g | e QSBarchg

Any assignment can be found, at any given time, in any of five ways:-

(I) By entering the name of the Provider.
(I) By entering the name of the Recipient.
(III) By entering the Begin Date.

(IV) By entering the End Date.

(V) By entering the Service.

We have been given the name of the Provider — Edgar.
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Click Find under the Provider box. This brings up the Find
Member Page.

Click Edgar Cahn. Click OK. This returns you to the Find
Assignment page, with Edgar Cahn in the Provider box.
Click Search. The assignment is now in the bottom box.
Click Show or double click the assignment in the lower box.

o You are now back at the Assignment Page that you made out from
Exercise 16. At this point you would contact Janeen Sanford to
confirm the details from the data in the Recipient box.

='| Assignment hil
Provider | mitials: I:l Recipient | ritials: I:l
[T Accepts  Date I:l [ Accepts  Date |:| Service [ Time Citica
Edgar Cahn Janeen Sanford Gardening
5500 39tk St Mw 1525 7tk St M
W azhington ODC 2005 W azhington DC 20009 Begin Date:  [04/08/97
fdember [0 DEMOT25442 fdember [0 DEMOT 25783 End Diate:  |04/03/37
Home Fhone  [202] 636-5200 Haome Phone
ok Phone  [202) 636-5200 wiark Phone *‘-‘*CDUFEL:;?ES 0.00
Comments weeirg fiesa &

creditzs  zervice units ] change
i
[+]
Mew Credits: Record
Date of Service: Credits

Entered: 04/03/97

Updated: 04/03/37
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Making a Transfer

Version 1 — in Assignment

Exercise 19 Enter the figure 5 in the New Credits box.
Enter the date of assignment in Date of Service box.
Click Record Credits.
A box will appear, asking you to confirm the debit and credit to the
members concerned.

|=-| Timekeeper

credit Cahn and debit Sanford for 5 Time Dollars

OK Cancel

Click OK.

By double clicking on Edgar Cahn details you will bring up his

Member Page.

Click Pass Book. You can now see the 5 hours credited to him
from Janeen Sanford in the Member Passbook. The same can be
done for Janeen Sanford and you can see that she has been debited
5 hours.

Continue clicking OK until you reach the Home Page.
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Version 2 — in Make Transfers

Exercise 20 Click Make Transfer.

Make Transfers

Help | Home
Transfer From Transfer To
Janeen Sanford Edgar Cahin
1525 7th 5t Mw BR00 39th 5t Mw
Wwiazhinigtan DC 20003 W azhingtan DC 20015

fdember (D DEMOT 26733

Home Fhone Home Fhone  [202] B86-5200
YWwiork Phone Wiork Phone  [202] BRE-5200
Find Find
Service
Credits: [ | Transfer |
Find | Clear

fdember [0 DEMOT 25442

This takes you to Make Transfers page.

Click Find under the Transfer From box.

From the Find a Member page, scroll down and select Janeen
Sanford. Click OK.

Click Find under the Transfer To box.

Select Edgar Cahn. Click OK.

Type S in the Credits box.

Click Transfer on the Timekeeper confirmation page.

Again, by double clicking the Edgar Cahn and Janeen Sanford

sections, then selecting Passbook you will see that a further 5 hours
have been debited and credited accordingly.

Only use one of the above methods when recording credits.
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Reports

Click Make Reports.
This takes you to the Make Reports Page.

=] Make Reports [v

| Print 5 | Close ;

Sort:  |by First Mame Iza

Preview
Report
Repoit type: [Member Addiesses sorted [ 2] P

Make
Selection

Preview Source type: |Mem|:uer$ Igj
Source -

what Source: |Active [ #]

Count = by Sites: |unspecified [ 2]

by Orgamzations: E

Report name:
| Delete 5 ‘ Save 5 |Defaul [2]

The reports page is extremely comprehensive. The reports are summarised on
pages 45-46.

Below is a breakdown of what each heading covers.

Sort: [TIECE Heport type: |EENEF |
by Last Marne Mernber Addr - [+
|:| First Mame tember Addrezzes grouped |
b'l'l Zincad Time Dallars by Category =

1 ¥ SIpCOCE Service Units by Categary
by Site R5YF Report
by Organization Member Pazzbooks
Preview tember Tranzachons |
el One Member Passhook +/
Source tpype: |QENEE what Source:

Members
what Sourcd Drganizations
Members & Orgs

hu Gitad it

by Sites: |Inactive

All
One
Selection

Irganizations:
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by Sites:

bt S

uhzpecified

nzations:
Inactive

by Organizations:

bictive] [=

unzpecified

[nactive

Lall
One
rll

Al
One
rll

| Save .

Report name:

African American Fermales

Time Dollarz By Service For One Site

Time Dollarz By bMember For One Site

Time Dollarz: By Service For Specified Time Period
African American M ales

Time Dollarz By Site for Specified Peniod

Members with Addreszes for One Site

L1

1]+

o Preview Source when selected gives a full list of all members with
addresses and phone numbers.

Extracting useful data from Timekeeper

Select Make Selection.
This takes you to the Count Members file.

Count Members

| Count 5 | Preview g | 0K ;

Count =
Age
between
and

speaks English

Setf Show g

L+
speaks Italian |
speaks French
speaks Creole
speaks viddish
speaks Japanese
speaks Yiethamese

no [

Azzignments

[2]

no [

Transactions

A —

Members [ 2]
[pctive [ 2]

uzes Signing

uzes Braile

O A= T
L Y Y Rl
Y Y

speaks Spanish

Selection Mame:
|Default

| Save 5 |De|eteg

[2]

This format you will remember from Exercises 13 and 14.

By placing x in the relevant boxes then selecting count you can quickly find out
how many members fall into the categories you are seeking. Then by selecting
preview, the members names will come up in a window.
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Lets imagine that you are writing a funding report and yvou want to find out
about the ethnic make up of your time bank participants

Select Ethnicity in the box below Set/Show, put a X in all the boxes except in
Anglo in the ANY column. You get a count of 31 people. Press reset.

You can easily do this for specific groups, and also select combination of
attributes.

A task has come up and you need to find as many Anglo females as possible,
between the ages of forty and fifty, that can speak some French and have a
car.

Exercise 21 Select Ethnicity in the box below Set/Show, put a X in the box
below ANY in the Anglo column.
Select Gender and place a X in the box below ALL in the Female
column.
Select Language and place a X in the box below ANY in the
speaks French column.
Select Status and place a X in the box below ALL in the
has car column.
In the boxes with Age between/and put 40 Age

between (40

and 50. and |50

Select Set/Show.

= Count Members hd

| Reset Count Preview | OK
Age
®X  Anglo it Set! Show

between |40
and (50 r

[ =peaks French

[T hasCar

0 mza=
== e

no [

Aszzignments
n[ [l
no [

Transactions

A

|Members | !ﬂ

potive [ 2]

Selection Mame:
[Default [2] | Save Delete
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By selecting Count, the quantity of personnel fitting the requirements appears
below the Count button.

. Count . Preview . 0OK .

Count = 2

By selecting Preview a window is provided with the names of the personnel.

=I Selected Members and Organizations |*| -

Although not shown on the example above, the names will appear in your
window.

Double-click button E

Click Reset button. Beset

This is also a quick way of finding out who is due for an assignment.
Who hasn’t done an assignment recently?

Exercise 22 Select the box next to no above Assignments.
Then select 90 days from the box beneath. no [X

Azzignments

. n |90 days
Select Preview.

You now have a window with all members who have not had
assignments for the last 3 months.

By practising in this Reports field, you will very quickly gain confidence and
find all the matching possibilities that are able to be viewed.

No losses to information can occur through actions. This is purely a ‘viewing
only’ area.

Once you feel you are happy with the variety of selections on the Reports page
close all pages and return to the Home page by double-clicking the button
on the top left of each window.
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You’ve nearly completed learning about how to use Timekeeper to assist you in

running your time bank.

Short cuts

Now you have done it the hard way, here are a few short cuts.

Above the Home page and throughout the program there is a written Tool Bar.

File

Find

Actions

Takes you to Exit
Selecting, will close the Timekeeper

Member

Site
Organisation
Assignment

Make Reports
Match Provider
Make Transfer
Count Members
Merge Member

Free Memory
Help

| File Find Actions Help |

program.

Takes you to Find Member page.
Takes you to Find Site page.

Takes you to Find Organisation page.
Takes you to Find Assignment page.

Takes you to Makes Reports page.

Takes you to Match Provider page.

Takes you to Make Transfer page.

Takes you to Count Members page.

Takes you to Make Transfers * (Explained
Below).

Closes unnecessary files.

Whom to report program problems to.
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Merge Member

It is possible for a member to belong to more than one Site/Organisation. During
this period it may be found necessary to put all his/her credits/debits into one
Site/Organisation. It is also possible for a member to transfer to another
site/Organisation. The Merge Member is the facility that copes with this.

Exercise 23 Select Actions then select Merge Member. This will take you to
the Makes Transfers page.

= Make Transfers hd
Help | Home

Transfer From Transfer To

Flarine Camper Flarine Camper

1200 Delawarebdive, 5w 1200 Delawaredue, SWwW

YW ashington DC 20024 W azhington DC 20024

fember [ DEMOT 25545 fdember I DEMO7 25545
Home Phone  [202] 462-8979 Home Fhone  [202] 462-8979
Wiork Phone  [202) 463-9750 Wiotk Phone  [202) 463-9750
Find Find
Service
Credts: | | Transfer

Find ; Clear

Usze to merge tranzactions for two members that are
really the same perzon. Be careful because you are

‘ Mowve all
making a change in the data that you can not undo.

Transactions

The member concerned is selected and placed in each box, i.e. Transfer From
and Transfer To, once done the Move all Transactions button is selected. The
Debits/Time Banks are automatically worked out, and the member has all his
records transferred to the selected Site/Organisation.

Having reached this far, and completed the first 23 exercises, you should now
have a reasonable knowledge of the Timekeeper program. You have been
through all the fields and have seen what happens when each of the boxes and
buttons are selected.
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All that remains of the learning process of this program is to input New
Organisations, Sites and Members.

Within these Exercises you have just completed, you now have the ability to run
an efficient time bank and so help the local community. Bringing dignity and
pleasure to people who still have a lot to offer.

There’s a lot of information to digest in this software manual, so we summarised
it in the next few pages, including what the different reports do. This may be
handy for quick reference.
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SUMMARY

How to record a new member

. Click on start /programmes /Timekeeper for Fair Shares
/Timekeeper for time dollars

. Click ‘ok’ then ‘Member’ or ‘Organisation’ (whichever is appropriate)
. Click on ‘new’

. Complete form with info from the interview form

. Click on ‘next page’

. Fill in services and attributes and availability, click on signed forms
button

. Click ‘ok’ (takes you back to 1% page)

. Click ‘ok’ again
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How to set up an exchange

. Click start/programmes / timekeeper for fairshare / timekeeper for
time dollars

. Click ‘ok then ‘match provider’

. Click ‘find’ under recipients box — find name of member who wants a
job done for them - highlight then click ‘ok’

. Click * find’ under service box. Click on the service that is required.
Remember to add anything that is also needed in the check boxes
such as ‘ has car’ and in the availability section. Click search.

. Check out the list of providers who come up. Which one would be
best for this exchange? Select one of the listed providers.

. Click on their name. Click new under assignment. Click show under
assignment. This takes you to the Assignment page.

. Inform and confirm that the provider and recipient are happy to
exchange

. Click accepts, add the date and your initials for both the provider
and recipient boxes. It is important to do this as a safety measure
and to avoid any personality clashes.

. If the exchange is time critical tick the time critical box. Add the
begin date and end date

Use the Qc rating if it’s a high tech task
Add any comments

Click OK and Home

44



How to record a transaction

. Click start/programmes / timekeeper for Fair Shares / timekeeper
for time dollars

. Click ‘ok them ‘match provider’

. Click ‘find’ under recipients box — find name of member who has
had a job done for them - highlight then click ‘ok’

. Click find’ under provider and find name of person who has done
the job — highlight and click ‘ok’

. Click ‘ find’ under service box.

. Scroll down and highlight service that describes the job. Click ‘ok’

. Click ‘new’ then ‘show’

. Click in the ‘new credits’ box and type in number of credits to
record

. Click in date box underneath and enter date (dd-mm-yy)

Click ‘record credits’ - click ‘ok’ "ok’

How to print out a member’s passbook

. Click start/programmes / timekeeper for Fair Shares / timekeeper
for time dollars

. Click ‘ok’ then ‘make reports’

. Select the ‘one member passbook’ in the Report type drop down list.
Enter the period (e.g. month, quarter, year) and the year date

. Go to the ‘one member or organisation’ box in the bottom right hand
corner and press ‘find’. Select the member/organisation for whom
you wish to print a passbook

. Print preview and print
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Find out how many exchanges your time bank has made - the

accumulative total of exchanges

This has the advantage that it is easy to work out and gives the
growing number of time credits exchanged by the time bank.

1.

Click start/programmes / timekeeper for Fair Shares / timekeeper
for time dollars

. Click ‘ok’ then ‘make reports’

Select the ‘member transactions’ in the Report type drop down list.
Enter the period as Year and the year date

Preview report and print

Add up all the credits and all the debits, and add the two figures
together.

Add the accumulative total for the previous year(s). This is the total
time credits you have exchanged in your time bank.

How to find out how many exchanges your time bank has made in a

month

. Click start/programmes / timekeeper for Fair Shares / timekeeper

for time dollars

. Click ‘ok’ then ‘make reports’

Select the ‘member transactions’ in the Report type drop down list.
Enter the period (e.g. month) and the year date

Preview report and print. Check the report to make sure that no
other month’s entries have been made.

Add up all the credits and all the debits. Add the two figures
together (do not worry that one is negative and one is positive —
giving and receiving are equally important in the time bank and both
need to be positively recorded as exchanges). This is the number
of exchanges made that month
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Summary of reports on Timekeeper

Name of Report

Variations

Function

Member addresses
sorted

Can sort by first name,
last name, post code etc

Lists name, address
and home phone of all
members

Member addresses
grouped

As above

As above, easier to
read with sort criteria
separating entries in
bold (e.g. first name in
bold then entry)

Time dollar by
category

Vary category to be
member, organisation,
site, service. Vary year
and period (e.g. monthly,
quarterly)

Print out report on
number of credits per
member for a set
period or number of
credits for each service

Service unit by
category

For direct exchanges
between the same
people

RSVP report

Member passbooks

Member
transactions

Can specify for a set year
and period (e.g. monthly,
quarterly)

All transactions for and
by members

One member
passbook

Select the
member/organsation you
want to print a passbook
for. Can specify for a set
year and period (e.g.
monthly, quarterly)

Passbooks for
individual members
and organisations

Mailing labels

Can sort by first name,
last name, post code etc

3 x 10 labels per page,
but for US size label

paper

Members with
birthdays

Can sort by first name,
last name, post code etc
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Passbook for period

Enter the period and
member details

Window envelope
passbook

Transaction by
category

Vary category to be
member, organisation,
site, service. Vary year
and period (e.g. monthly,
quarterly)

Gives the number of
transactions per
member or per service

Passbooks with
message

Add whatever message
you would like included
with the member’s
passbook

Prints passbook with
message e.g. don’t
forget the summer
party on July 17th
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How to use Timekeeper Utility
Click start/programmes / timekeeper for Fair Shares / timekeeper utility

Click ‘ok’. You will see a box with the following buttons (left to right, top
to bottom): Edit system information, Edit lists, Repair, Backup, Restore,
Synchronise components, Custom maintenance.

Edit system information:

Has a system code, system name, organisation name and organisation
address that can be changed for your time bank. The system code
and name are for the computer details. The organisational details
appear on passbooks so you should enter your own details here.

Press ‘ok’ when you’ve done this.

Edit lists:
O Attribute
Org | Mem | name group O Service
O Service unit
X Is a smoker habits
X Is smoke tolerant | habits

X Has car status
x | Female gender
X

Click on ‘attributes’ to get a list of all the current attributes for members
and organisations. Select attributes for members and organisations by
adding an X to the respective columns on the left hand side. Change
attributes by deleting current ones and typing over, or add new ones at
the end of the list. Hope we won’t need ‘is a hurricane victim’ in the UK
but with global warming who knows.

You can also change the group headings if you don’t find the current
ones useful

Similarly by selecting ‘service’ you can add new services, and select
whether for organisations or members. You could develop a whole
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range of organisational services available through the time bank —
photocopying, printing, loan of OHP.....

We don'’t tend to use the service units so much but these can be used
when direct exchanges occur between organisations and/or members

Repair
Repairs Timekeeper
Backup

Specify the address to back up to in the backup box beneath the
backup button, to save a copy of Timekeeper elsewhere.

Restore

Synchronise components
If you want to change components to the system
Custom maintenance

Allows you to remove deleted members and sites and add data to the
programme
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