
TimeEd is a powerful work and time registration system for project and human resource management. 

Welcome to TimeEd

E-mail address

user@email.com

Password

••••••••••

Forgot your password?

Log in

LOG IN TO YOUR ACCOUNT

With TimeEd’s simple dashboard, supervisors have an excellent 

overview of the work that needs to be done, updated in real-time. 

From there, it is easy to see which team member is doing what task for which 

customer. 



Team members then update their project status by finishing tasks, and the 

supervisor’s dashboard syncs up their progress immediately. 


To create a new project, click on the button.

Dashboard

TimeEd is fully integrated with DK Accounting, so when a project for a client is 

finished, you can bill them with a single touch. 



Integrations with other accounting systems are also available. TimeEd is 

available in six languages: Icelandic, English, Polish, Russian, Estonian and 

Lithuanian. 


After filling in the fields, click on the  button to save it.“Add project”

Add project
When a project is finished, a client can be billed with a single 

click in TimeEd’s mobile app, thanks to its integration capabilities. 

Congratulations, you have just created your first project! 

With TimeEd, supervisors can also react to unexpected events in a quick and 

simple fashion. If there is a sudden emergency with a client, TimeEd 

automatically calculates which team member is best suited to take care of it, 

based on their current location and workload. 



Team members will never lose sight of what needs to be done and when. 

To create your first task, click on the  button.“Create new task”

Create new task
Communicating with team members is a breeze, and as soon as 

you assign them new tasks, they get a notification through their 

mobile app with all the necessary information. 

After filling in the fields, click on the  button to save it.“Create new task”

“Select project”

“Assigned to user”

“Deadline”

“Watcher”

- Select the project to which you want to attach this task. 



 - Assign the task to the employee who has to execute it. 



 - The latest time or date when the task should be completed. 



 - A person who oversees or keeps watch on the task. 

To create a task, you must fill in all the empty fields, including:

Creating a task

Start the task, as well as a tracker which tracks your time allocated 

to the task (appears at the top of the interface). 

If the task is not finished yet, you can stop the tracker and finish the 

task later. 

When the task is finished, you click this button, and the task goes to 

the section of closed tasks. 

If you forgot or need to correct something, you can edit the task’s 

data or attachments at any time. 

If you forgot to start the tracker, you can click this button to add 

untracked time manually. 

Edit Task TIM-000

Mark as done

Start Task TIM-000

Stop Task TIM-000

Task details

Add Time

Labels in task

You can define what you want the labels to mean. As an example, we use 

colored labels to represent task priority. If one task is of high priority, we will 

give it a  label, a moderate priority task receives an  label, and low 

priority tasks receive a  one. 

red orange

green

To add more colors, please contact support. 

Labels help you distribute priorities among the tasks, which 

allows the employee to understand which tasks are the most 

important. 

Only the owner or a project manager can create new labels. 

If a label is deleted, this action cannot be undone. 

You can also assign multiple schedules to a single task.

Task schedule

This is an optional feature that lets you schedule your task for a particular time 

on a specific date or a daily/weekly/monthly basis. The exact nuances of this 

will be expanded upon on the next page. 

If a schedule has been added, it will be added to the  once the task 

has been created in the database.

Calendar

You can also schedule your tasks in TimeEd. 

“Start time” / “Stop time”

“Frequency”

“Repeat duration”

- Enter the time of day on which you want this task to 

be carried out (when it should start and when it should stop). 



 - Select how often this task has to be performed. 



 - Select how long the task will remain in your calendar and 


repeat in your schedule. 6 months is the maximum value. 

Once - The task will be scheduled only once, on a specified date and 

time. The repeat duration is set to none by default. 

Daily - The task will be scheduled every day at a given time unless 

specified otherwise (e.g., every 2 days, etc.). 

Weekly - The task will be scheduled every week at a given day and time 

unless specified otherwise (e.g., bi-weekly, every 3 weeks, etc.). 

Monthly

“Specified interval”

 - The task will be scheduled every month (or specified months, 

if chosen in the  options) on a specified time and 

calendar day. 

Schedule options
There are several ways to apply a schedule for a task.

Further information on different frequencies: 
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Calendar

Once you have created a task with an assigned schedule (shown on the 

previous page), you will see your new task in the calendar. 

A powerful scheduling tool for single and repeated tasks, helping 

you to organize your everyday work schedule efficiently and get 

the best out of your time. 

If you click on the task, you will see all necessary details and can 

navigate to the task with ease. 

Once more tasks have been added, you will notice that there are 

markers across the timeline, on top of other tasks. 



Those markers indicate that a task is overlapping the duration of 

another task that starts earlier in the same timeframe. 



Their placement on the timeline is determined by the starting point of 

the first task within the list of overlapping tasks. If you click on it, you 

will see a list of those overlapping tasks and can browse through 

them. 

You can track the progress of how much you have worked on each of 

your scheduled tasks through the progress bar in the detail window. 

Customers
Before a project can be worked on, a client - and an address, if 

applicable - has to be created in the system. Integration with the 

National Registry is readily available. 

To create a customer, click on the  button.“Add new customer”

Or you can also add information manually. In this case, the required fields are: 

But for your convenience, we recommend filling in all fields.

*

*

*

 Name


 Zip Code


 Address

You can add a customer by just typing the name or the national ID 

number of the customer into the main field. If they are registered in the 

National Registry, TimeEd will yield results automatically. 

Events
An easy way to keep track of your team members’ sick days, 

vacations, and business trips. 

If team members need time off, they simply send a request through TimeEd 

with the days in question and the nature of their absence, be it illness, paid 

vacation, unpaid leave, etc. 



Their supervisor immediately receives a notification and can either accept or 

deny their request with a single click. All team members’ vacations and sick 

days are then synced to the TimeEd Events database. 



Furthermore, TimeEd also automatically keeps track of each team member’s 

remaining sick days and vacation days, so everyone is on the same page at all 

times. 

Events marked with green are approved events.

Events marked with red are unapproved events.

Events marked with grey are events pending approval.

To create a new event, click on the  button or the  sign on 

the intended starting day in the calendar. 

“Create Event” “+”

Only the team owner can invite new members.

Employees
As soon as a team member is assigned a new task, he can track 

his time with a single click. Supervisors can then track their 

team’s location and progress in real-time. 

Supervisors create tasks with descriptions and deadlines and assign them to 

team members. This page allows you to see all employees, their status, and 

their last active action in the system. 

 


To invite an employee to the working platform, you just need to enter his email 

address and click on the button 

From here, you can also navigate to each employee’s profile to see the 

timeline of their tasks history. 


“Invite”



In addition, there is a system-wide option to see users who are currently online 

and what they are working on. You can also directly navigate to the tasks they 

are currently progressing. 

Task start and stop points on the map.

The green icon stands as a marker on the place where 

the task was started, and the red icon stands as a marker 

for where the task was stopped. The icon featuring both 

colors indicates that the task was started and stopped in 

the same location. 

This task contains GPS data.
This icon indicates that the task contains geolocation 

data for starting and stopping points, and upon clicking it, 

you can view it on the map. 

Time on this task has been added manually.
This icon indicates that additional time has been added 

manually to the task, without starting that task. 

Time on this task has been edited manually.
This icon indicates that tracked time on this task has 

been changed manually by a user. 

Reports
TimeEd allows supervisors to generate detailed reports to review 

and optimize their team’s efficiency and productivity.

You can filter reports by projects, customers, employees, labels, or timeframe. 


Below you can see a guide to some of the interactions on the  page: Reports

You can only bill 1 customer at a time.

Invoicing
You can invoice tasks very quickly through the Reports page by 

enabling the “Invoice Mode” in the upper right section.

You can filter reports by projects, customers, employees, labels, or timeframe.

If tracked hours are changed on this page, they will also be changed in 

the database, including the reports and the corresponding task’s details. 

The hourly rate of an employee can be configured on their profile page, 

and the default hourly rate for a team can be applied on the Settings 

page (only accessible to the team owner). 

Accounting system  
integration
The TimeEd invoicing system is directly connected to the 

bookkeeping system, making it fast and efficient. 

On this screen, you can freely edit the task titles, tracked time, and sums to be 

invoiced, should anything deviate from the standard hours or default rate. 

Settings
When out visiting customers and clients, all team members can be 

tracked with GPS, so supervisors can see their team members’ 

geographic location, which task they’re doing, and how long 

they’ve been working. 

The GPS tracker also logs all team members’ driving routes so a driving record 

can be easily retrieved from TimeEd. Communicating to team members is a 

breeze, and as soon as you assign them new tasks, they get a notification 

through their mobile app with all the necessary information.


