USER MANUAL

Hourvale, step by step

21 guides for owners, managers and team members, with a screenshot for every step.
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PART 1- SET UP YOUR ORGANIZATION

Your first hour as an owner

Find your way around and follow the built-in checklist so the team can start tracking

today.

Owners

After you create an organization you land on the dashboard. The left menu holds everything; the

timer is always at the top. A 14-day trial with every feature starts automatically, no card needed.

° Open Dashboard. The Me tab shows your own day; Team, Members and Agency show
everyone's time once people track.

o
B pemosudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking Jal @

98 Dashboard g a.q
| 88 pashooan Good evening, Olivia

E@ Timesheets Demo Studio - Days follow Philippine Standard Time (UTC+08:00)

Time off Me Team Members Agency

g
E Schedules

Track time with the desktop app X
Ar Activity

The app records time, activity and screenshots while it runs in the background. You can also start the timer from your browser.

Projects .
Download the app Track in browser

[ To-dos

.E| Clients

o Get started View all steps X

M People A few steps to get the most out of Hourvale.

LIl Reports 3of9
Install the desktop app

s O
i Get th
:& Insights The tracker records time, activity and screenshats. Sign in once and it keeps running in the tray. et the app
Financials
B O Track your first hour )
N Open the timer

Start the timer on a project. We detect your first tracked time automatically.

@ Settings

B Billing O Create your first invoice Create an invoice

Bill a client for tracked time and expenses.

® Live updated 1s ago 2% Customize
YOU WORKED TODAY = YOU WORKED THIS WEEK ACTIVITY
D) Org day 2026-11-01 @ Since2026-10-26 () Web-timer and manual time carmy no activity

0:00:00 0:00:00 — oy

The owner dashboard with the Get started checklist
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a Click View all steps (or open Getting started) for the full checklist: install the desktop app,
track a first hour, create a project, invite a teammate, set monitoring, add pay and bill rates,

add a client. Each item ticks itself when done.

@ Demo Studio s @

EE Dashboard
Eaj Timesheets
G Time off
E Schedules
Ar Activity
[ﬁ'] Projects
B To-dos
.E| Clients
~ People

LIl Reports
§ Insights
E Financials
@ Settings
=

Billing

Good to know

° 0:00:00 Selecta project ~  Not tracking

% Getting started

Set up Demo Studio step by step.

Your next steps
Steps update on their own as you set things up.

50f9

() Install the desktop app
The tracker records time, activity and screenshots. Sign in once and it keeps running in
the tray.

Get the app

O Track your first hour )
. . Open the timer

Start the timer on a project. We detect your first tracked time automatically.

@ Createaproject

Projects are what your team tracks time against.

@ iitemteammate
Send an email invitation or share an invite link.

o s et

Choose screenshot frequency, app and URL tracking and the idle timeout. or turn monitoring off.

() Addpayand-bittrates
Open a member and set a pay rate (and a bill rate). Rates turn tracked time into payroll and invoice
amounts.

Group projects by client for budgets and invoices.

O Create your first invoice .
. ; R Create an invoice
Bill a client for tracked time and expenses.

() Connect an integration

B int i
Import projects and to-dos from Jira, Asana or GitHub, or post to Slack. rowse infegrations

Getting started: the setup checklist

fa oo

® Every page has the same menu. Settings holds organization-wide rules; People, Projects and Clients

hold your data.

* Times follow the organization's time zone, shown under each page title. Change it in Settings >

Organization.
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Invite your team

Add employees, freelancers or clients by email, with their role, pay rate and limit set

from the start.

Owners and managers

° Open People > Members. You see everyone in the organization, their role, limits and

whether they can track time.

@ Demo Studio ¢t B

EE Dashboard
E@ Timesheets
G Time off
E Schedules
Ar Activity
[ﬂ] Projects
[ To-dos
.E| Clients
~ People

Al Reports
§ Insights
E Financials
@ Settings
=]

Billing

Hourvale user manual

2, People: Members

Members, invitations and teams of Demo Studio.

Members (6) Invites (1) Invite links (1) Teams (1)

Q' Search by name or email

All roles v All teams v Active ~

Member Status Role

@ Dana Dev - User
dev2@demo.test

@ Dana Developer e User
devl@demo.test

@ Marcus Manager Active Organization manager
manager@demo test

@ Olivia Qwner (you) Active Organization owner
owner@demo.test

@ Priya Projectlead e User
pm@demo.test

o Victor Viewer Active Project viewer
viewer@demo.test

Showing 6 of 6 members

People > Members

TEAMS

Platform

Platform

Platform

Platform

PROJECTS

5 of 6 members count toward the plan

LIMITS

No limit

No limit

No limit

No limit

No limit

No limit

° 0:00:00

Enabled

Enabled

Enabled

Enabled

Enabled

Viewer

TIME TRACKING

Per page

Select a project

Last active

11/01/2026

11/01/2026

Never

11/01/2026

11/01/2026

Never

50 v

Export CSV

Not tracking

2" Q

X, Import

Date added

11/01/2026

11/01/2026

11/01/2026

11/01/2026

11/01/2026

11/01/2026

Page 1 of 1
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e Click Invite members. Enter the email and pick a role: User tracks time, Manager runs
projects and people, Viewer only watches (free, never counts as a seat). Optionally set a pay
rate, a weekly hour limit, projects and teams. Invite another adds more rows; Send invite
emails everyone.

Invite members

Each person gets an email with a link that proves they own the address; no separate verification step.

Email * Role™ Pay rate Optional Weekly Optional
(USD/hr) limit
] User {hours)

[ name@company.com

0.00
No limit ]T_\[

Projects Added as project user  Teams Optional

Select projects v Select teams v

+ Invite another

Cancel m

The invite dialog: role, pay rate, weekly limit, projects
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e Group people in People > Teams to give a team lead their own view and approvals.

@ Demo Studio s @

EE Dashboard
Eaj Timesheets
G Time off
E Schedules
Ar Activity
[ﬁ'] Projects
B To-dos
.E| Clients
| 2 People
LIl Reports
§ Insights
E Financials
@ Settings
=

Billing

Good to know

2, People: Teams

Members, invitations and teams of Demo Studio.

Members (6) Invites (1) Invite links (1) Teams (1)

Active (1) Archived (0)

Platform

4 members - 1 lead

ol od oo

Marcus Manager manager@demo.test Lead  Approve time Edit time

Edit

View activity

People > Teams

Archive

° 0:00:00 Selecta project ~  Not tracking

2 Q

+ Create team

* Invite links (People > Invite links) let people join without an email invite, for example in a group chat.

® Clients who only need to see reports should be Viewers: they never count as a paid seat.
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Set up projects, clients and to-dos

Projects are what people track time against; clients group projects for invoicing and

budgets.

Owners and managers

0 Open Clients and click Add client. A client holds the contact, currency and invoice details

(including an optional tax rate).

@ Demo Studio <

EE Dashboard
E@ Timesheets
G Time off
E Schedules
-'\,— Activity
[ﬂ] Projects
[ To-dos
| Eh Clients
~ People
LIl Reports
§ Insights
E Financials
@ Settings
=]

Billing

Hourvale user manual

B

Clients

Group projects by client for invoicing and shared budgets. Clients are archived, never deleted.

Active (2) Archived (0)

Q Search clients

NAME CONTACT

billing@acme.example

Acme Cor
P +63 2 8888 1234

Globex Ltd ap@globex.example

Showing 1-2 of 2 clients

Clients

o
° 0:00:00 Select a project ~  Not tracking g @

&, Import

+ Add client

PROJECTS
1

1

Perpage 50 v '

9/59



a Open Projects and click Add project. Pick the client, who works on it and whether time is

billable

@ Demo Studio <

Dashboard

Timesheets

Time off

Schedules

Activity

Projects

To-dos

Clients

People

Reports

Insights

Financials

Settings

Billing

Hourvale user manual

. The budget column shows how much of each budget is used.

B ° 0:00:00 Selecta project ~  Not tracking

Projects
Projects hold to-dos, members and budgets. Archive to stop tracking without losing history.

Active (3) Archived (1)

Q Search projects

NAME MEMBERS TO-DOS  BUDGET

@ Internal Tools @ﬂm@" 5 3 No budget
Mobile App
® Giobex Lt (oo 3 Nobudget
Website Redesign EE—
® e Corp @Emm" ° 6 2p2%
Showing 1-3 of 3 projects Per page

Projects with members and budget use

50

& Import

+ Add project

112:42 h of 400:00 h

-
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e Open a project to manage its members, to-dos, budget and rates in one place.

o
@ vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

EE Dashboard

Projects
Eaj Timesheets Projects hold to-dos, members and budgets. Archive to stop tracking without losing history.
@ Time off Active (3)  Archived (1)
E Schedules
& Import
J\r Activity Q Search projects
+ Add project
| [ﬂ] Projects
[ To-dos NAME MEMBERS TO-DOS  BUDGET
@& Clients & Internal Tools (o ool 00 EIIE 3 No budget
22 People :
™ Mobile App .
® Giobex Lt e : 3 Nobudget
Al Reports \Website Redesi
site Redesign — s
® e Corp o] o o B 6 2m0% 112:42 h of 400:00 h
§ Insights
B2 Financials Showing 1-3 of 3 projects Perpage 50 ¢ < ' >
@ Settings
B Billing

A project: members, to-dos, budget and rates
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o To-dos break projects into tasks.
to-do when they start the timer.

@ Demo Studio <

98 Dashboard

Eaj Timesheets

G Time off
ﬁ Schedules
Ar Activity
[ﬁ'] Projects
| [ To-dos
{h Clients

~ People
1 Reports
;ﬁ Insights
E Financials
@ Settings
=]

Billing

Good to know

To-dos

Tasks across your projects. Global to-dos are managed in settings and can't be completed here.

Q Search to-dos

All projects v All assignees

SUMMARY

Team meetings

@ Global

Speed up Cl pipeline

Onboarding docs refresh

Login screen with biometric unlock

Offline queue for field reports

Push notifications (FCM)

Team meetings

@ Global

Build the new hero section

Responsive navigation

SEO metadata and sitemap

Review landing page copy

Accessibility audit

Show completed to-dos

PROJECT

Internal Tools

Internal Tools

Internal Tools

Mobile App

Mobile App

Mobile App

Website Redesign

Website Redesign

Website Redesign

Website Redesign

Website Redesign

Website Redesign

ASSIGNEE

Unassigned
Dana Developer
devl@demo.test

Priya Projectlead

pm@demo test

Dana Dev
dev2@demo.test

Dana Developer
devl@demo.test

Dana Dev
dev2@demo.test

Unassigned

Dana Developer
devl@demo.test

Dana Dev
dev2@demo.test

Dana Developer
devl@demo.test

Priya Projectlead

pm@demo test

Unassigned

To-dos across projects

DUE

11/08/2026

11/04/2026

11/06/2026

11/02/2026

STATUS

Open

Open

Open

Open

Open

Open

Open

Open

Open

Open

Open

Open

Assign them to people and set due dates; members pick a

o
° 0:00:00 Select a project ~  Not tracking o @

+ Add to-do

Managed in settings

Managed in settings

* Archive a project instead of deleting it: tracking stops and the history stays in reports and invoices.

Hourvale user manual
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Choose what is recorded (screenshots, apps, activity)

Decide how much monitoring your team needs. Everything is off or blurred until you
turn it on.

Owners

Hourvale is privacy-first: screenshots start off and blurred, and members are always told what is
being recorded, both by email and in the desktop app. You can set rules for everyone and

override them per member.

0 Open Settings > Screenshots. Choose how many screenshots per 10 minutes (or none),
whether they are blurred, and who may delete them. Individual settings override the default

for one person.

[
B pemosudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking Jal @

EE Dashboard

€5 Timesheets Q' Search settings =@ Screenshots

How often the desktop app captures the screen and whether captures are blurred.

Time off ORGANIZATION

Organization Screenshot frequency Blur screenshots Delete screenshots
Schedules —_—
Security & log in

i
&
A Activity
il

Projects & to-dos o Privacy-first defaults
Projects Screenshots are off by default and, once on, blurred by default. Members are notified by email and in-app whenever
Import data screenshots are turned on for them (this notice is required and cannot be switched off). Screenshots are deleted
automatically once they are older than 60 days by default (sooner if your plan keeps less): you can choose a different period
[ To-dos T
SRR under "Delete screenshots”, up to your plan’s maximum.
.E| Clients Financials
o) ificati
~ People Notifications () Up to 3 screenshots per 10 minutes
Frequencies above 3x are an add-on and show as locked in the picker.
Ll Reports Features
Audit |
;ﬁ Insights —
5 Finandal MEMBERS Screenshot frequency ©
inancials

Number of screenshots captured in each 10-minute period.
Custom fields

| @ Settings
Achievements
GLOBAL 1 v
B Billing
ACTIVITY & TRACKING

Activity Individual settings
N R . All (B) Overridden (0) Q search members
QOwerride the organization default for specific members,
Timesheets
MEMBER SETTING
Tags
Dana Dev
v Inherits
Time & tracking dev2@demo.test 1= e
Dana Developer
- 1= v Inherits
Insights devl@demoitest
Marcus Manager
Screenshots 9 1= v ==

manager@demo.test

— AL A

Settings > Screenshots
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e Open Settings > Activity. Choose whether the desktop app records nothing, app names, or
apps and website addresses, and whether keyboard and mouse activity levels are recorded.

o
B vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

98 Dashboard

£5 Timesheets Q Search settings A ACtIVIty monitoring

What the desktop app records while a timer runs, and who can see it.
ORGANIZATION

G Time off
Organization Track apps & URLs Data privacy Remote vs in-office Record activity
ﬁ Schedules —_—
Security & log in
Ar Activity .
Projects & to-dos @ Members are told what is tracked
b Projects Members are notified by email and in-app whenever app or URL tracking is turned on for them (this notice is required and
Import data cannot be switched off), and the desktop app shows what is currently captured. App and URL details are deleted
[J‘/ To-d automatically once they are older than 90 days by default (sooner if your plan keeps less): you can choose a different period
©-dos Permissions -
below, up to your plan’s maximum.
{h Clients Financials
2 Notificati
~ People ottfications Track apps & URLs
Il Reports Features Whether the names of apps used and URLs visited are recorded while tracking.
+ Audit log
Insights
S Insig orf
MEMBERS
E Financials
Custom fields Apps
| [a Settings GLOBAL Record app names only.
Achievements
8 Biling (®) Apps&URLs
ACTIVITY & TRACKING Record app names and the URLs visited.
| Activity
Timesheets Individual settings .
All (6 O idden (0]
Owerride the organization default for specific members. @ veridden (0) Q Search members
Tags
MEMBER SETTING
Time & tracking
@ Donabev Apps & URLs v | inherits
Insights dev2@demo.test
@ Dana Developer Apps & URLs v | (inherits
GeTeanaiots devi@demoitest

(™ Marcus Manager Annc & 1Rl < v Inherits

Settings > Activity: apps and URLs
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e Open Settings > Time & tracking to choose which timers members may use (desktop, web,

mobile), the idle timeout and what happens to idle time.

@ Demo Studio s @

98 Dashboard

Eaj Timesheets Q Search settings

ORGANIZATION

G Time off
Organization
ﬁ Schedules
Security & log in
Ar Activity
Projects & to-dos
Project:
[ﬁ] rejects Import data
4 To-dos Permissions
{h Clients Financials
22 People Notifications
Al Reports Features
Audit o
;ﬁ Insights &
MEMBERS
E Financials
Custom fields
| [a Settings
Achievements
B Billing
ACTIVITY & TRACKING
Activity
Timesheets
Tags
Time & tracking
Insights
Screenshots

Good to know

® Hourvale never records which keys are pressed, only how active the keyboard and mouse were.

° 0:00:00 Selecta project ~  Not tracking

& Time & tracking

Which timers members may use and how the desktop app treats idle time and gaps.

Allowed apps Browser extension Idle timeout Idle time

Allowed apps

Work session gap

Which timer apps the member can use. 'desktop’ disables the web timer.

=
(@) Allapps

Desktop, mobile and the web timer.

GLOBAL Desktop only
The web timer is disabled for the member.

Mobile only

Individual settings

All (6]
QOwerride the organization default for specific members, ©
MEMBER SETTING
@ Dar_\a Dev Al apps —
dev2@demo.test
@ Dana Developer Al apps »
devi@demo.test
@ Marcus Manager Al apps —
manager@demo.test
@ Olivia Owner Al apps —
owner@demo.test
e Priya Projectlead Al apps »
pm@demo.test
@ Victor Viewer Al apps —

viewer@demo.test

Showina 6 of 6 members

Settings > Time & tracking

® The web timer records time only: no screenshots and no activity.

Hourvale user manual

Overridden (0)

Inherits

Inherits

Inherits

Inherits

Inherits

Inherits

Q Search members

-
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PART 2 - TRACK TIME

Track time in the browser

Start and stop the timer from any computer, without installing anything.

Everyone who tracks time

0 Click Select a project in the timer at the top of any page. Pick the project (and a to-do if you
like), add an optional note and click Start tracking. Click the stop button when you finish.

o
B pemosudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking Jal @

88 Dashboard . Fa Today 0:00:00
5 Dashboar
e Good evening, Olivia
E@ Timesheets Demo Studio - Days follow Philippine Standard Time (UTC+08:00) Project
Select a project ~

Time off Me Team Members Agency

Note (optional)
Schedules

What are you working on?
. Track time with the desktop app X
-’\r Activity

The app records time, activity and screenshots while it runs in the background. You can also start the timer from yo

Projects .
Download the app Track in browser
(@ Web timer records time only — no screenshots or

[% To-dos activity
.E| Clients
o Get started View all steps X
~ People A few steps to get the most out of Hourvale.
m Reports Sofe
Install the deskt
-{B Insights O nstall the desklop app - B B Get the app
ol The tracker records time, activity and screenshots. Sign in once and it keeps running in the tray.
Fi iall
& fFinancials O Track your first hour )
. . Open the timer
@ cetti Start the timer on a project. We detect your first tracked time automatically.
ettings
B Billing O Create your first invoice Create an invoice

Bill a client for tracked time and expenses.

® Live updated 1s ago % Customize
YOU WORKED TODAY - YOU WORKED THIS WEEK ACTIVITY
(O] Org day 2026-11-01 @ Since2026-10-25 ‘) Web-timer and manual time carry no activity

0:00:00 0:00:00 — today

The timer at the top of every page

Good to know

® The web timer records time only. Organizations that need screenshots or activity ask members to use
the desktop app.

® An owner can allow only the desktop timer in Settings > Time & tracking > Allowed apps.
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Install the desktop app and sign in

The desktop app for Windows and Mac tracks time, activity and (if your organization

uses them) screenshots, and keeps working offline.

Everyone who tracks time

0 Download the app from the Download page (or Dashboard > Download the app) and install
it.

Hourvale Product Agencies Pricing Integrations Security Compare Company v Sign in

Hourvale / Download

DOWNLOAD ® ® ® Hourvale timer

The Hourvale

Website redesign - Homepage
desktop tracker 02-14:37 o
A small tracker for Windows and Mac that sits in the tray or ‘ *

menu bar, shows clearly when it is running, and keeps recording

through short disconnects.

Create an account first What it tracks

1 O
Windows macOS

Not yet publicly downloadable Not yet publicly downloadable
No installer has been published on this server yet. Until then, ask No Mac installer has been published on this server yet. Until then,
your administrator for the build. ask your administrator for the build.

The Download page
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a The first time it opens, a short introduction explains what the app does and what your

organization records.

O

Track time with one click

Pick a project, press play, and Hourvale records the
time for your team. It keeps running quietly from
the system tray when you close the window.

o

Desktop app: first-run introduction

Hourvale user manual 18/59



e Click Sign in with your browser. Your browser opens the Hourvale sign-in page.

Hourvale

Sign in to start tracking time.

Sign in with your browser

Browser did not open Hourvale?

Paste the authorization code shown on the web page.

Authorization code Continue

Server: https://app.hourvale.example

Desktop app: sign in with your browser
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o Check the name under You are signed in as. The app is linked to whichever account the
browser is signed in to. If it is not you (a shared computer, or you are the owner testing a
member's account), click Use another account first. Then click Continue.

Hourvale

Authorize Hourvale on this device

The Hourvale app on your computer is asking to sign
in with your account.

Device Olivia's laptop
Platform Windows

App version  0.1.0

YOU ARE

SIGNED IN AS
Olivia Owner Use another account

owner@dem...

Continue as Olivia Owner

Not you? Use "Use another account” above before continuing.

Workforce time tracking with proof of work,

Authorize Hourvale on this device: check the account before continuing

e If the browser does not switch back to the app, copy the code the page shows and paste it
under Browser did not open Hourvale? in the app. The code works once and expires after 10
minutes.

Good to know

® Account > Devices lists every computer signed in to your account; remove one there if a laptop is
lost.

® (Closing the window keeps Hourvale running in the system tray (menu bar on a Mac). Quit it from the
tray icon.
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Track time with the desktop app

Pick a project, press play, and let the app run in the background.

Everyone who tracks time

G Pick a project (search, or choose from the list) and, if needed, a to-do. Press the play button.
Today's total and any limit your organization set are shown at the top.

Hourvale N ©)

Not tracking Limit: 5:00 left this week

0:00:00

Select a project

Today 6:42:00

Q' Search projects

To-do

No to-do v

DEMO STUDIO

Website Redesign
Acme Corp

4:12:00

Mobile App

2:30:00
Globex Ltd

® Monitoring. Your organization captures screenshots 1x per 10
min (not blurred), app names and websites and keyboard and
mouse activity levels

Last synced 20 s ago

S
Today 6:42:00 ~

Desktop app: pick a project and press play
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9 While tracking, the timer and project are shown in the window and the tray. Clicking another
project switches without stopping. The Monitoring line always says exactly what your

organization records.

Hourvale N O)

® Tracking Limit: 5:00 left this week

1:30:38

Website Redesign

Build the new hero section

Today 6:42:00

Q' Search projects

To-do

Build the new hero section v

DEMO STUDIO

Website Redesign
Acme Corp

® Tracking  4:12:00

Mobile App
Globex Ltd

2:30:00

® Monitoring. Your organization captures screenshots 1x per 10
min (not blurred), app names and websites and keyboard and
mouse activity levels

Last synced 20 s ago ~
Today 6:42:00 ~

Desktop app while tracking
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e If you leave the computer, the app asks what to do with the idle time when you come back:

discard it, keep it, or move it to another project.

Hourvale user manual

You have been idle for 12 minutes
Idle since 9:28 PM on Website Redesign. Were you
working?

No, discard idle time

Recommended
Yes, keep idle time

Reassign the idle time to another project

Resume timer

Stop timer

The idle prompt

23759



° Preferences (gear icon) holds window, notification, start-up and network options.

& Preferences IO
General Data Automations Network
Window

When you close the window

Hourvale keeps running in the system tray and tracking
continues. Use Quit in the tray menu to exit.

Minimize to tray

Show in taskbar

«©

Notifications

Show notifications

Idle, resumed time, sign-in and offline messages.

«©

Track-time reminders

Remind me when | am working without the timer.

@

Desktop app preferences

Good to know

e Offline? Keep working: time is saved on the computer and uploaded when the connection returns.

® |Lock the screen or close the lid and the app stops counting that time automatically.
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Add time you forgot, or fix an entry

Add a meeting you did not track, or split and correct entries, with a reason that is kept.

Everyone who tracks time; managers for others

G Open Timesheets > Daily and pick the day (managers can also pick a member). Every entry
shows the project, to-do, time, activity and whether it was tracked or added by hand. Use

Edit, Split or Delete on a row.

L]
@ vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

EE Dashboard

| 68 Timeshests ® Timesheets: Daily
Tracked and manual time of Demo Studio, by day, week and month.
G Time off
Daily Weekly Calendar Approvals Manual edits
E Schedules
Ar Activity @ DeraDe.. -devi@d.. x v < [ Fri,Oct30,2026 >  Days follow Philippine Standard Time (UTC+08:00)  Today
[ﬁ] Projects
Friday, October 30, 2026
[ To-dos Dana Developer - Philippine Standard Time (UTC+08:00)
.E| Clients

TOTAL TIME - TRACKED MANUAL ACTIVITY

'eople “ J\r
o feont 7:41:12 7:41:12 0:00:00 66%

LIl Reports

+ .
ﬁ Insights
Time entries + Add time
G Financials 2 entries on 2026-10-30
@ Settings
PROJECT T0-DO TIME DURATION  ACTIVITY TYPE
B Billing Website
SEQ metadat: d
Redesign mm’zea e an 9:20 AM to 1:30 PM 40022 o 9%  Tracked @ Edit ¥ Split T Delete
Acme Corp P
Tracked
Internal Tools None 2:40 PM to 6:24 PM 3:40:50  —— 62% @ Edit ¥ Split & Delete
Nen-billable
Total 74112
BY PROJECT

Timesheets > Daily
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e Click Add time, fill in the date, start and stop, project and optional to-do, and give a reason.
Your organization may require approval for manual time.

Add time

Manual time for Dana Developer. Times are in the organization time
zone,

Date *

[ /3072026

Start* Stop*

@© 9:00AM © 10:00 AM

Project*

Internal Tools A
To-do Optional
No to-do ~

Billable

Reason*

Why is this time being added?

Note Optional

P

Cancel Add time

Add time: a reason is required

Good to know

® Every change is kept in Timesheets > Manual edits and in the Manual time edits report: who changed
what, when and why.
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PART 3 - RUN YOUR TEAM

Hire a freelancer: set their rate and a weekly limit

Cap paid hours so a contractor never bills more than agreed, and pay them from

tracked time.

Owners and managers

Open People > Members and click the person. Under Limits, enter a weekly limit (and/or a

daily limit) in hours and click Save limits. When the limit is used up the timer stops on every

device; they and their managers are told once per period.

@ Demo Studio <

EE Dashboard
Ea Timesheets
G Time off
ﬁ Schedules
-‘\r Activity
[@] Projects
B To-dos
.E| Clients
| 2 People
L Reports
gﬁ Insights
2 Finandials
@ Settings
=

Billing

2, Member profile

Members, invitations and teams of Demo Studio.

Members (6) Invites (1) Invite links (1) Teams (1)

& All members

Dana Developer
devi@demo.test
Joined 11/01/2026

Role & permissions Edit role

Tracks time to the projects they are added to; can hold project
roles.

User

Manage IT
Create and revoke organization AP| tokens.

Manage financials

View others' activity

Time tracking
Off keeps the seat but refuses timers on every device at the next sync.

» Effective permissions (13)

o
° 0:00:00 Select a project ~  Not tracking g @

Active  Tracking enabled

Limits
The timer stops when the daily or weekly limit is used up; managers and the
member are notified once per period.

Today No daily limit
This week No weekly limit
Periods follow the organization time zone (Asia/Manila) and week start.

Weekly limit (hours) Daily limit (hours)

Empty = no limit. 0 = cannot track. Empty = no limit. 0 = cannot track.

No limit No limit

A member's profile: role, permissions and limits

a Further down the same page, set the pay rate (what you pay them per hour) and, if you bill

their time, the bill rate. Rates turn tracked time into amounts owed and invoice lines.

Hourvale user manual
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e The member sees the remaining hours in the desktop app (Limit: 5:00 left this week) before
the timer stops.

Hourvale N ©)

Not tracking Limit: 5:00 left this week

0:00:00

Select a project

Today 6:42:00

Q' Search projects

To-do

No to-do v

DEMO STUDIO

Website Redesign
Acme Corp

4:12:00

Mobile App
Globex Ltd

2:30:00

® Monitoring. Your organization captures screenshots 1x per 10
min (not blurred), app names and websites and keyboard and
mouse activity levels

Last synced 20 s ago

~
Today 6:42:00 ~

The limit shown in the desktop app

Good to know

® You can also set a weekly limit when you invite the person (Invite members > Weekly limit).
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Owners and managers can track time too

Why your own account can run a timer, and how to turn tracking off for people who

only manage.

Owners

Every member who is not a Viewer can track time, owners included. Working owners, agency

leads and solo freelancers bill their own hours, so this is on by default.

G To stop someone from tracking (for example an owner who only manages), open People >

Members, click the person and turn off Time tracking. The seat is kept; timers are refused on

every device at the next sync.

@ Demo Studio

EE Dashboard
Eaj Timesheets
G Time off
ﬁ Schedules
-‘\r Activity
[ﬂ] Projects
B To-dos
.E| Clients
| — People
L Reports
gﬁ Insights
2 Finandials
@ Settings
=

Billing

2, Member profile

Members, invitations and teams of Demo Studio.

Members (6) Invites (1) Invite links (1) Teams (1)

& All members
Olivia Owner
owner@demo.test
Joined 11/01/2026

Role & permissions

Can do everything, including billing and ownership transfer.

Organization owner
Manage IT
Create and revoke organization AP| tokens.
Manage financials

View others' activity

Time tracking O

Off keeps the seat but refuses timers on every device at the next sync.

» Effective permissions (47)

o
° 0:00:00 Select a project ~  Not tracking g @

Active Tracking enabled

Limits
The timer stops when the daily or weekly limit is used up; managers and the
member are notified once per period.

Today No daily limit

This week No weekly limit

Periods follow the organization time zone (Asia/Manila) and week start.

Weekly limit (hours) Daily limit (hours)
Empty = no limit. 0 = cannot track. Empty = no limit. 0 = cannot track.
No limit No limit

Time tracking switch on a member's profile

e For people who should only watch, such as clients or accountants, invite them as a Viewer

instead: viewers never track and never count as a paid seat.

Hourvale user manual
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Good to know

® Testing both roles on one computer? Sign the desktop app in as the worker, and use the browser (or

a private window) as the owner. Check the account name on the Authorize page every time.
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See what your team worked on

Screenshots, apps and websites per person and day, with the activity level of every 10

minutes.

Owners and managers

° Open Activity, pick a member and a day. Screenshots are grouped by hour; each shows the

@ Demo Studio

23
6
'
&)

| A
in

Hourvale user manual

time, project and activity level. Click one to enlarge it.

Dashboard

Timesheets

Time off

Schedules

Activity

Projects

To-dos

Clients

People

Reports

Insights

Financials

Settings

Billing

[
° 0:00:00 Selecta project ~  Not fracking _f_‘\ @

@ Activity

Screenshots, applications and websites of Demo Studio, by member and day.
Screenshots Apps URLs
@ DerabDe. -devi@d. x v < | [J Fr.Oct30.2026 >  Days follow Philippine Standard Time (UTC+08:00)  Today

Friday, October 30, 2026

Dana Developer

TRACKED SCREENSHOTS
©®

7:41:12 48

9:00 AM 0:40:00 tracked
9:20 AM 0:10 9:30 AM 0:10 9:40 AM 9:50 AM
Website Redesign Website Redesign Website Redesign Website Redesign

82% 78% 74% —— 70%
10:00 AM 0:57:47 tracked
10:00 AM 008 10:10 AM 0:10 10:20 AM 1030 AM 0:10 1040 AM 0:10 10:50 AM

Activity > Screenshots
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a The Apps and URLs tabs show which applications and websites were used, how often and

for how long.

@ Demo Studio s @

50 Dashboard

Eaj Timesheets

G Time off

ﬁ Schedules
| A Activity

[ﬁ'] Projects

[ To-dos

{h Clients

~ People

I Reports

;ﬁ Insights
E Financials
@ Settings
=]

Billing

Hourvale user manual

@ Activity: Apps

° 0:00:00 Selecta project ~  Not tracking

Screenshots, applications and websites of Demo Studio, by member and day.

Screenshots Apps URLs

@ Dana De... -devi@d..

Friday, October 30, 2026
Dana Developer
APPLICATION
Slack
Google Chrome
Code.exe
Zoom
Microsoft Excel
Notion
Postman
Windows Terminal

Total

x

B Fri,Oct30,2026 = >  Days follow Philippine Standard Time (UTC+08:00)

ACTIVATIONS
124

141

65

63

62

76

56

59

Activity > Apps

Today

TIME

1:38:46

1:28:18

0:54:40

0:47:52

0:45:15

0:45:14

0:42:08

0:38:59

T:41:12

-

SHARE

21%

19%

12%

10%

10%

10%

9%

8%
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e Insights sums it up for the whole team: focus time, utilization against schedules, productivity

by app category and unusual activity.

@ Demo Studio <

98 Dashboard
Eaj Timesheets
G Time off
ﬁ Schedules
Ar Activity
[ﬁ'] Projects
[ To-dos
{h Clients
~ People
L Reports
| # Insights
E Financials
@ Settings
=]

Billing

Good to know

2 Insights

Where time goes, how much uninterrupted focus there is, how much of the schedule is used, and what looks unusual.

Qverview People

Date range

Unusual activity Work patterns

< 9 Mon, Oct 19, 2026 - Sun, Nov 1, 2026 >

TRACKED TIME
6 members

193h 54m

FOCUS TIME

Longest uninterrupted run 238 min

334 min per day

Productivity split

Where the team's tracked time went. by tool category.

71%

core work

My insights Utilization

Members

All members

ACTIVITY
Input seconds divided by tracked seconds

60%

UTILIZATION
Tracked 193h 54m of 480h 00m scheduled

40%

Per day
Tool time per day, by category.

@ Core work 160h 52m  71%

@ Non-care 65h 44m  29%

@ Unproductive 0om
@ Unclassified 0m

0%

Insights overview

° 0:00:00 Selecta project ~  Not tracking

-

& Export CSV

PRODUCTIVITY
Core work as a share of classified time

71 % 100% classified

IDLE
1h 36m idle time kept

1%

n1s tem WA W@ W WM WB 0B WH WM wBE KD WA 0

* Members see the same pages for their own time only, so they always know what was recorded.

Hourvale user manual
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Submit and approve timesheets

Lock each week's hours before payroll and invoicing so nobody changes them

afterwards.

Members submit; managers approve

0 Members open Timesheets > Weekly, check the week and click Submit. The grid shows
hours per project and day.

@ Demo Studio <

EE Dashboard
| Eaj Timesheets
G Time off
E Schedules
-'\,— Activity
[ﬂ] Projects
[ To-dos
.E| Clients
~ People
LIl Reports
§ Insights
E Financials
@ Settings
=]

Billing

Hourvale user manual

©® Timesheets: Weekly

Tracked and manual time of Demo Studio, by day, week and month.

Daily Weekly Calendar Approvals Manual edits

@ DanaDe.. -devi@d. X v < B Mon, Oct 26, 2026 — Sun, Nov 1, 2026  This week

Dana Developer - week of Mon, Oct 26 to Sun, Nov 1 - Philippine Standard Time (UTC+08:00)

Submit timesheet
Dana Developer's timesheet for Oct 26 - Nov 1, 2026 - 35:34:27

PROJECT MON, OCT 26 TUE, OCT 27 WED, OCT 28 THU, OCT 29
Internal Tools - - 1:00:00 3:10:17
Mobile App 32926 3:26:28

Globex Ltd

Website Redesign 3:04:55 3:08:00 6:48:15 3:43:54
Acme Corp

Total 6:34:21 6:36:28 T7:48:15 6:54:11

° 0:00:00 Select a project ~  Not tracking

> | Days follow Philippine Standard Time (UTC+08:00)  Today

FRI, OCT 30

3:40:50

4:00:22

T:41:12

Timesheets > Weekly with Submit timesheet

Not submitted

SAT, OCT 31 SUN, NOV 1 TOTAL

7:51:07

6:57:54

20:45:26

35:34:27

o )
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a Managers open Timesheets > Approvals. Pending timesheets and manual-time requests
wait here; approve or deny with a comment.

@ Demo Studio <

oo
0

0 Dashboard

Timesheets

&

Time off

Schedules

Activity

B <« B8 %

Projects

To-dos

®

{h Clients
~ People
L Reports

;ﬁ Insights

E Financials
@ Settings
=]

Billing

Hourvale user manual

° 0:00:00 Selecta project ~  Not tracking

® Timesheets: Approvals

Tracked and manual time of Demo Studio, by day, week and month.

Daily Weekly Calendar Approvals Manual edits

Pending (0) Approved Denied Withdrawn Manual-time requests (0)

MEMBER PERIOD TOTAL  ACTIVITY SUBMITTED LEVEL

Nothing is waiting for approval

Submitted timesheets appear here as soon as a member sends them in.

Timesheets > Approvals

STATUS

-
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e Owners set the rules in Settings > Timesheets: the period, whether approval is needed, and
when approved time locks.

o
B vemostudio ¢ @ ° 0:00:00 Selecta project ~ Nt iracking o @

98 Dashboard

£5 Timesheets Q Search settings ] Timesheets

Rules for manual time, approvals and the reasons members give for edits.
N ORGANIZATION
Time off
Organization Modify time Require reason Reasons Approvals & locking
Schedules —_—
Security & log in

Lia
Activity i .
"\r Projects & to-dos @ How modifying time works
i}

Projects
) Import data
Modify time (manual time) ©
(4 To-dos Permissions fy ( )
Whether members can add manual time and edit previously tracked time. Members can always delete their own time before it
Eh Clients Financials is paid.
22 People Notifications
Add & edit
I Reports Features Members can add manual time and edit tracked time.
+ Audit log
Insights Off
e 9 GLOBAL } }
AEEERS No time modifications.
2 Financials
Custom fields Require approval
Settings Added manual time goes to approvers first.

Achievements

0 ®

Billing
ACTIVITY & TRACKING Individual settings

All (6 Overridden (0]
Activity Qverride the organization default for specific members, @ el Q Search members
| Timesheets MEMBER SETTING
Tags @ Dana Dev Add & edit v Inherits
dev2@demo.test
Time & tracking @ Dana Developer Add & edit - Inherits
devl@demo.test
Insights @ Marcus Manager Add & edit - Inherits
manager@demo.test
Screenshots ivi
@ Olivia Owner Add & edit v Inherits
owner@demo.test

Settings > Timesheets
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Time off and holidays

Leave types with balances and approvals, and a team calendar of who is away.

Owners set policies; members request

G Owners open Settings > Time off and click Add policy for each leave type (vacation, sick
leave...), with its accrual, rules and who it applies to. Holidays are set in Settings > Holidays.

L]
@ vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

98 Dashboard

£5 Timesheets Q Search settings F Time off policies

Leave types with their own balance, accrual and approval rules. Members request leave under Time off.

Time off ORGANIZATION

Organization 3
Show archived i
Schedules + Add policy

g
i
Security & log in
-'\,— Activity
i}

Projects & to-dos PaLICY ACCRUAL RULES APPLIES TO ACTIO!
Projects
! Import data
v -
(4 To-dos Permissions a:
@ Clients Financials No time off policies yet
Add Vacation, Sick leave or any leave type, then adjust balances or let
2 People Notifications them accrue.
Ll Reports Features
Audit |
;ﬁ Insights —
N N MEMBERS
E Financials
Custom fields
| @ Settings
Achievements
B Billing
ACTIVITY & TRACKING
Activity
Timesheets
Tags

Time & tracking
Insights

Screenshots

Settings > Time off policies
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a Members open Time off and click Request time off. The Team calendar tab shows who is
away; managers approve under Requests.

L]
B vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

98 Dashboard

Ea Timesheets % Time Oﬁ

Request leave, see who is away and keep balances. Holidays and weekends are not counted.

| G Time off
My time off Team calendar Requests (0) Balances
ﬁ Schedules
-'\,— Activity
Balances
Eﬁ'] Projects
D/ To-dos @ No leave types apply to you yet
An owner can add leave types in Settings, Time off. Once they apply to you, your balances show up here.
{h Clients
22 People My requests
Pending and past requests.
I Reports
DATES LEAVE TYPE WORKING DAYS AMOUNT STATUS ACTIO!
;ﬁ Insights
E Financials &
@ Settings
No time off requests yet
B Biling Request time off and it shows up here with its status.

Time off
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Schedule shifts and check attendance

Plan who works when, and see who was on time, late, missed or left early.

Owners and managers

G Open Schedules and click Add shifts. Each shift has a member, times and an optional project

and minimum. Afterwards each shift is marked on time, late, missed or abandoned, and the

Attendance report lists it.

@ Demo Studio

EE Dashboard
E@ Timesheets
G Time off
| Schedules
-’\r Activity
[ﬁ] Projects
B To-dos
.E| Clients
~ People
LIl Reports
§ Insights
2 Finandials
@ Settings
=

Billing

Good to know

Schedules

Shifts by member, and whether each was on time, late, missed or abandoned.

< > This week  Oct 26 - Nov 1, 2026

Times in Asia/Manila unless a shift says otherwise.

Member Mon Oct 26 Tue Oct 27 Wed Oct 28

Dana Dev

Dana Developer

Marcus Manager

Olivia Owner

Priya Projectlead

L]
° 0:00:00 Selecta project ~  Not tracking g @

2 Add to calendar % Settings + Add shifis

Thu Oct 29 Fri Oct 30 Sat Oct 31 Sun Nov 1

A shift is late when tracking starts more than 5 minutes after it begins, missed when no time is tracked in it, and abandoned when less than its minimum is tracked. Manual time counts; unpaid breaks do not.

Schedules: one row per member, one column per day

* Add to calendar gives each member a calendar feed of their shifts for Google Calendar or Outlook.

Hourvale user manual
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PART 4 - BILL CLIENTS AND PAY YOUR TEAM

Invoice a client for tracked time

Turn tracked hours (and approved expenses) into an invoice, with or without tax.

Owners and managers with financial access

0 Open Financials > Invoices and click New invoice. Pick the client, how lines are grouped (by
project, member or to-do) and the period. Choose whether non-billable time and approved

expenses are included.

[
B pemosudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking Jal @

98 Dashboard

Amounts owed Payments Expenses Invoices Team invoices Exports
Ea Timesheets
B Time off Invoices > New invoice
ﬁ Schedules . .
@ New invoice

-'\,- Activity Pick a client and a pericd: the invoice is built from tracked time at the bill rates in force and approved billable expenses.
[ﬂ] Projects

1. What to invoice
[ To-dos

Client* Line items
lEl Clients How tracked time is grouped into invoice lines.

Acme Corp v

22 People By project v
Ll Reports Period

Days in Philippine Standard Time (UTC+08:00), both ends included.

;ﬁ Insights
is weel st two weeks is montl st mont! ustom
Thi: k La k Thi h La: h G
|8

Financials
3 10/19/2026 a 10/25/2026 a
@ Settings
B Billing Include non-billable time

Non-billable time is added at the member's bill rate.

Include approved billable expenses Q
Expenses of this client's projects dated in the period.

New invoice: client, grouping and period
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9 Click Preview invoice to see every line, the hours and the rates before anything is saved. Tax
is optional: it is added only when the client has a tax rate, so you can invoice with or without
tax.

o
@ vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

98 Dashboard

Amounts owed Payments Expenses Invoices Team invoices Exports
Eaj Timesheets [
B Time off Invoices > New invoice
ﬁ Schedules . .
New invoice

J\,— Activity Pick a client and a period; the invoice is built from tracked time at the bill rates in force and approved billable expenses.
[ﬂ] Projects

1. What to invoice
(¥ To-dos

Client* Line items
¢ Clients Acme Corp " How tracked time is grouped into invoice lines.
2. People By project v
Al Reports Period

. Days in Philippine Standard Time (UTC+08:00). both ends included.
§ Insights

This week Last week Last two weeks This month Last month Custom
| S Financials
& setti 10/12/2026 a 10/25/2026 [m]
ettings
B siling Include non-billable time

Non-billable time is added at the member's bill rate.

Include approved billable expenses O
Expenses of this client's projects dated in the period.

® Preview invoice

2. Preview for Acme Corp

DESCRIPTION QUANTITY RATE AMOUNT
Website Redesign 5523 h §54.16/h $2,991.11
Subtotal $2,991.11
Tax (12%) $358.93
Total $3,350.04

& What sending this invoice locks

TIME ENTRIES TRACKED TIME MEMBERS / DAYS EXPENSES BILLED

16 55:13:38 3/13 0 ($0.00)

Creating the draft only reserves this time so no other invoice bills it. Once the invaice is sent, those time entries are locked like approved
timesheets (they cannot be edited or deleted) until the invoice is voided, and the expenses are marked as invoiced.

[@ Create draft in

The invoice preview
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e Click Create draft invoice. From the draft you can edit lines,

email and record payments.

@ Demo Studio <

98 Dashboard
E@ Timesheets
T Time off
E Schedules
Ar Activity
[ﬁ'] Projects
B To-dos
{h Clients
~ People

1 Reports
;ﬁ Insights
B2 Financials
@ Settings
=

Billing

Hourvale user manual

Amounts owed Payments Expenses Invoices

Invoices > Draft

® Draft invoice
Acme Corp, 2026-10-12 to 2026-10-25

Draft invoice Draft  Acme Corp

&, Download PDF & Preview PDF

(i) Thisis adraft

Team invoices Exports

/ Edit details

download the PDF, send it by

° 0:00:00 Select a project ~  Not tracking

£ Regenerate T Delete draft

Its 16 time entries and 0 expenses are reserved but not locked yet. Sending the invoice locks the time like an approved timesheet and emails the

PDF to the client.

CLIENT PERIOD ISSUE DATE
Acme Corp 2026-10-12 to 2026-10-25 2026-11-01
Lines

DESCRIPTION QUANTITY RATE
Website Redesign 5523 h $54.16/h

Subtotal

Tax (12%)

Total

Notes

Net 30, PHP invoices accepted

Activity

2026-11-01 21:47 Draft created ($3.350.04) by Olivia Owner

Back to invoices

A draft invoice

DUE DATE
2026-12-01
Net 30
+ Add line
AMOUNT ACTIONS
$2.991.11 Edit Remove
$2,991.11
$358.93
$3.350.04

-
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° The Invoices list shows what is outstanding and overdue; the Aging tab shows how late

unpaid invoices are.

@ Demo Studio <

98 Dashboard
Eaj Timesheets
G Time off
ﬁ Schedules
-'\,— Activity
[ﬁ'] Projects
[ To-dos
{h Clients
~ People

1 Reports
;ﬁ Insights
S Financials
@ Settings
=]

Billing

Hourvale user manual

Amounts owed Payments

@ Invoices

Expenses Invoices Team invoices Exports

Bill clients for tracked time and approved expenses, email the PDF and record payments.

B Invoices X Aging

OUTSTANDING

$0.00

All statuses A
INVOICE CLIENT
Draft Acme Corp

OVERDUE

$0.00

All clients v Q' Search number or client
STATUS ISSUED DUE
Draft 2026-11-01 2026-12-01

Financials > Invoices

DRAFTS

1

TOTAL

$3,350.04

o
° 0:00:00 Select a project ~  Not tracking o @

+ New invoice

Search o, Export CSV

PAID BALANCE

50.00 —
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Pay your team from tracked time

See what each person is owed, record payments and export payroll files.

Owners and managers with financial access

G Open Financials. Amounts owed shows, for the period, each member's tracked and billable

time, the rate in force and the amount owed.

@ Demo Studio <

98 Dashboard
Eaj Timesheets
G Time off
E Schedules
-'\,— Activity
Eﬁ] Projects
B To-dos
{h Clients
~ People
LIl Reports
§ Insights
| S Financials
@ Settings

B Billing

Hourvale user manual

L]
° 0:00:00 Select a project ~ Nt tracking a

Amounts owed Payments Expenses Invoices Team invoices Exports

= Financials

What each member is owed for the period, with bill amounts and profit. Amounts are in USD.

Period

< £ Mon, Oct 26, 2026 — Sun, Nov 1, 2026  This week >

Periods follow Philippine Standard Time (UTC+08:00). Amounts use the rate in force when the time was tracked

TRACKED TIME PAY (AMOUNT OWED) BILL AMOUNT

=
99:29:46 $3,057.52 $4,160.15

MEMBER TRACKED BILLABLE PAY RATE AMOUNT OWED PAID BALANCE BILL RATE

@ Dana Developer 353427 274320 $25.00/h $889.33 - $889.33  Mixed
devl@demo.test

@ Dana Dev 32:23:26 22:56:01  $28.00/h $906.93 - $906.93  550.00/h
dev2@demo.test

@ Priya Projectlead 313153 282344 S4000/h $1.261.26 —  S1.26126  $5000/h
pm@demotest

Total 99:29:46 79:03:05 $3,057.52 — $3.057.52

Financials > Amounts owed

ok, Export CSV

PROFIT
Bill amount minus pay

$1,102.63

BILL AMOUNT PROFIT
$1,593.69 5704.36
$1,146.69 $239.76
$1.419.77 $158.51
$4.160.15 $1.102.63

44159



a Record each payment (date, amount, method and an optional proof) under Payments.

Hourvale records payments you made elsewhere; it does not move money.

@ Demo Studio <

98 Dashboard
Eaj Timesheets
G Time off
ﬁ Schedules
-'\,— Activity
[ﬁ'] Projects
[ To-dos
{h Clients
~ People

1 Reports
;ﬁ Insights
S Financials
@ Settings
=]

Billing
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o
° 0:00:00 Select a project ~  Not tracking o @

Amounts owed Payments Expenses Invoices Team invoices Exports

= Payments

Payments recorded to members (paid outside Hourvale). Amounts are in USD.

< £ Tue, Aug 4, 2026 — Sun, Nov 1, 2026 > Payments report + Record payment

0 payments paid between 2026-08-04 and 2026-11-01, total $0.00.

DATE PAID MEMBER FOR AMOUNT  METHOD PROOF RECORDED STATUS

=

No payments in this period

Payments appear here when you mark a pay period as paid (Financials >
Exports) or record one by hand.

Financials > Payments
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e Exports creates accounting and payroll files (for example QuickBooks Online) for any period.

Nothing is sent anywhere: you download the file.

@ Demo Studio <

98 Dashboard
Eaj Timesheets
G Time off
ﬁ Schedules
Ar Activity
[ﬁ'] Projects
[ To-dos
{h Clients
~ People
L Reports
;ﬁ Insights
| S Financials
@ Settings

B Billing

Good to know

o
° 0:00:00 Select a project ~  Not tracking o @

Amounts owed Payments Expenses Invoices Team invoices Exports

® EXPOI'tS Accounting names

Accounting and payroll files, generated on demand in USD. The names used in QuickBooks files are set under Settings > Financials.

Accounting Payroll History

Accounting exports

Files for QuickBooks and your own tools. Nothing is sent anywhere: you download a file and import it.

Export From To
QuickBooks Online: invoices (CSV) A 11/01/2026 a 11/01/2026 [m]
Client Date format

Pick the format your QuickBooks import
expects.

Al clients v
MM/DD/YYYY (US) v

One row per invoice line in the QuickBooks Online import template. Void and draft invoices are left out. Invoices are selected by issue date, payments by the day they were
received.

0 rows
() Nothing to export

No records match this selection.

At most 20 exports per hour. Every export is recorded in the history.

Financials > Exports

®* Members who invoice you (freelancers) can send team invoices from Financials > Team invoices; you

see them in the same list.

® Expense categories, invoice numbering and accounting names are set in Settings > Financials.

Hourvale user manual
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Run, save and share reports

Every number in Hourvale is in a report you can filter, export, schedule and share with

a client.

Owners, managers and team leads

a Open Reports and pick one: Summary, Weekly, Attendance, Time & activity, Daily totals,

Manual time edits, Work sessions, Apps & URLs, Amounts owed, Payments and the team

invoice reports.

@ Demo Studio <

50 Dashboard
E@ Timesheets
T Time off
E Schedules
-'\,— Activity
[ﬁ'] Projects
[ To-dos
{h Clients
~ People
| m Reports
§ Insights
E Financials
@ Settings
=]

Billing
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o]
o=

Reports

Time and activity reports for Demo Studio. Every report exports to C5V and PDF; save, schedule and share the ones you use.

Summary

Totals grouped by project, member, client
or date, with a chart of the time behind
each group.

Time & activity

Tracked and manual time, idle time and

activity level, grouped by member, project,

client, to-do or date.

Work sessions

Individual time entries with start and stop
times in the organization time zone.

Payments

Payments recorded to members in the
period (by the date paid): amount, period
covered, method and whether it came
from marking a period paid. Voided
payments are listed but not counted.

° 0:00:00 Selecta project ~  Not tracking

Weekly

Time per member for each week of the
range, using the organization’s week start.

Daily totals

One row per member and org day with
first start, last stop, total time and activity.

Apps & URLs

Time spent in applications and on
websites. Members whose data privacy
setting hides tools are left out.

Team invoices

Invoices members sent the organization in
the period (by issue date): total, paid.
outstanding and status. Void invoices are
listed but not counted.

Reports

[ saved reports

Attendance

Per member and day: first start, last stop,
total time, breaks and overtime beyond
the daily threshold,

Manual time edits

Every added, edited, split or deleted time
entry with who changed it, when and why.

Amounts owed

What each member is owed for the
period: tracked and billable time, the rate
in force, pay amount and, with financial
access, bill amount and profit.

Team invoices aging

What is still owed on members' open
invoices at the end of the range, by days
past due.

Y-
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Q Filter by date, member, project or client, then export to CSV or PDF. Save a report to reuse

its filters, schedule it by email, or share a read-only link with a client.

@ Demo Studio s @

o

oo

B <« B %

®

Time and activity reports for Demao Studio. Every report exports to C5V and PDF; save, schedule and share the ones you use.

Dashboard
Timesheets il Report's
Time off
Schedules

g= Summary
Activity Totals grouped by project, member, client

or date, with a chart of the time behind
Projects each group.
To-dos
Clients ) .
|, Time & activity
People Tracked and manual time, idle time and
activity level, grouped by member. project,

Reports client, to-do or date.
Insights
Financials :

D Work sessions
Settings Individual time entries with start and stop

9 times in the organization time zone.

Billing

= Payments

Hourvale user manual

Payments recorded to members in the
period (by the date paid): amount, period
covered, method and whether it came
from marking a period paid. Voided
payments are listed but not counted.

° 0:00:00 Selecta project ~  Not tracking

Weekly

Time per member for each week of the
range, using the organization’s week start.

Daily totals

One row per member and org day with
first start, last stop, total time and activity.

Apps & URLs

Time spent in applications and on
websites. Members whose data privacy
setting hides tools are left out.

Team invoices

Invoices members sent the organization in
the period (by issue date): total, paid,
outstanding and status. Void invoices are
listed but not counted.

A report

(1 Saved reports

Attendance
Per member and day: first start, last stop,

total time, breaks and overtime beyond
the daily threshold,

Manual time edits

Every added, edited. split or deleted time
entry with who changed it. when and why.

Amounts owed

What each member is owed for the
period: tracked and billable time, the rate
in force, pay amount and, with financial
access, bill amount and profit.

Team invoices aging

What is still owed on members' open
invoices at the end of the range, by days
past due.

-
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PART 5 - FOR TEAM MEMBERS

Your day as a team member

Everything you need: your time, your to-dos, your goal and exactly what was recorded

about you.

Members

G Your Dashboard shows today's and this week's time, your activity, the week goal, the

projects you worked on and your open to-dos.

o
@ vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

88 Dashboard .
0 Dashboart
E Good evening, Dana
£5 Timesheets Demo Studio - Days follow Philippine Standard Time (UTC+08:00)
T Time off ® Live updated 1s ago % Customize
ﬁ Schedules
Ar Activity YOU WORKED TODAY - YOU WORKED THIS WEEK ACTIVITY
® Org day 2026-11-01 Q Since 2026-10-26 ™ Web-timer and manual time carry no activity
Projects . . . .
@D Proj 0:00:00 35:34:27 —— today - 61% this week
B To-dos
LIl Reports
CURRENT TIMER WEEK GOAL
40 h target (organization settin
52 Myrate No timer running. Start one from the top bar. get (erg 9
35:34:27 of 40:00:00
Expenses
s .
ﬁ Insights
PROJECTS WORKED ON THIS WEEK MY OPEN TO-DOS All to-dos
Website Redesign 20:45:26 ’ R
Eulldrlhe new hera section due 2026-11-04
Website Redesign
Internal Tools 7:51:07

SEO metadata and sitemap

Mobile App 6:57:54 Website Redesign
———————

Offline queue for field reports
Mobile App

Speed up Cl pipeline
Internal Tools

ACHIEVEMENTS
Last 8 weeks

A member's dashboard
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a Timesheets shows your own entries by day, week and calendar. Add time you forgot (with a

reason) and submit your week.

@ Demo Studio <

98 Dashboard
| faj Timesheets
Time off
Schedules
Activity
Projects

To-dos

R B < @B %

Reports

My rate

=B )

Expenses

%

Insights

Hourvale user manual

° 0:00:00 Selecta project ~  Not tracking

® Timesheets: Daily

Tracked and manual time of Demo Studio, by day, week and month.

Daily Weekly Calendar Approvals Manual edits

< | [9 Fri,Oct30,2026 >  Days follow Philippine Standard Time (UTC+08:00)  Today

@ Showing your own time.

Friday, October 30, 2026
Dana Developer - Philippine Standard Time (UTC+08:00)

TOTAL TIME - TRACKED MANUAL

74112 © 741:12 0:00:00

Time entries
2 entries on 2026-10-30

PROJECT TO-DO TIME DURATION ACTIVITY TYPE
Website
SEO metadat: d
Redesign -0 metadsta an 920 AM1o 130 PM 40022 s 69%  Tracked
sitemap
Acme Corp
Tracked
Internal Tools None 2:40 PM to £:24 PM 3:40:50  om— 62%
Non-billable
Total T:41:12

Your timesheet

J\r

@ Edit

& Edit

ACTIVITY

66%

¥ split

K split

+ Add time

@ Delete

& Delete

Y-
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e Activity shows your own screenshots and apps, the same view your manager has, so nothing

is hidden from you.

@ Demo Studio <

98 Dashboard
Ea Timesheets
Time off
Schedules
Activity

Projects

QB - o 9

To-dos

=

Reports

My rate

=B )

Expenses

%

Insights

Hourvale user manual

° 0:00:00 Selecta project ~  Not tracking

@ Activity

Screenshots, applications and websites of Demo Studio, by member and day.

Screenshots Apps URLs

< | [9 Fri,Oct30,2026 >  Days follow Philippine Standard Time (UTC+08:00)  Today

@ Showing your own time.

Friday, October 30, 2026

Dana Developer

TRACKED SCREENSHOTS
©®

7:41:12 48

9:00 AM
9:20 AM 0:10 930 AM 0:10 9:40 AM 0:10 9:50 AM 0:10
Website Redesign Website Redesign Website Redesign Website Redesign

82% 78% V4% —— 70%
10:00 AM

Y-

0:40:00 tracked

0:57:47 tracked

- r e

Your own activity
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o My insights shows your focus time, activity and how your time splits across tools.

@ Demo Studio <

&0 Dashboard
Eaj Timesheets
G Time off
E Schedules
Ar Activity
[ﬂ'] Projects
B To-dos

1 Reports
B Myrate
El

Expenses

s 5
;‘G- Insights

Hourvale user manual

< Insights: My insights

]
° 0:00:00 Selecta project ~  Nottracking .g @

Where time goes, how much uninterrupted focus there is, how much of the schedule is used, and what looks unusual.

My insights Utilization

Date range

< 9 Mon, Oct 19, 2026 - Sun, Nov 1, 2026

TRACKED TIME
1 member

66h 58m

FOCUS TIME
Longest uninterrupted run 238 min

366 min per day

Productivity split
Where your tracked time went, by tool category.

@ Core work
76% @ Non-care
core work @ Unproductive

@ Unclassified

>

ACTIVITY
Input secands divided by tracked seconds

61%

UTILIZATION
Tracked 66h 58m of 80h 00m scheduled

84%

Per day

PRODUCTIVITY
Core work as a share of classified time

76% 100% classified

IDLE
1m idle time kept

1%

Tool time per day, by category.

Om 0%

My insights

& Export CSV

58h 50m  76%
18h 52m  24% I
Om 0%
s m w2 2w 024 s oz wa @ wm  wm 3 ©
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e My rate shows your pay rate history, and Time off holds your balances and requests.

o
@ vemostudio ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

EE Dashboard

£5 Timesheets = My rate

What the organization pays you per hour. Only you and people with financial access can see it.

G Time off
E Schedules Rates
-'\,— Your pay rate. Only you and people with financial access can see it.
Activity
@ Projects PAY RATE
$25.00 »
v -
& To-dos Since 2026-10-02 21:10
1 Reports
| E M TYPE RATE OVERTIME FROM (ASIA/MANILA)} TO
y rate
Expenses Pay $25.00/h — 2026-10-02 21:10  Current Open
+ .
§ Insights

My earnings
Your own hours and pay by day and project for a period, as a CSV file,

From To

11/01/2026 =] 11/01/2026 [m] o Download my earnings (CSV)

My rate
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PART 6 - PLANS, APPS AND INTEGRATIONS

Choose a plan, pay and cancel

The 14-day trial includes everything; pick a plan before it ends, per seat, monthly or

yearly.

Owners

G Open Billing > Plans. Compare Basic, Standard, Pro and Enterprise, switch between monthly

and yearly, and click the plan you want. Viewers are always free; seats are active members

who are not viewers.

@ Northwind Age... & [

EE Dashboard
Eaj Timesheets
Time off

Schedules

%
&
A Activity
1]

Projects
B To-dos
.E| Clients

~ People
1 Reports

;ﬁ Insights

2 Finandials
@ Settings

| & siting

Hourvale user manual

o
° 0:00:00 Select a project ~ Mot fracking Q @

(=] Bi"ing; Plans Stripe test mode

Plan, seats, payment method and invoices for Northwind Agency.

Billing information Plans Payment method Invoices Add-ons Referral

@ 14 days left in your trial — choose a plan

Pick a plan below to keep going without interruption.

Monthly ~ Quarterly  Vearly - save about 20% Prices per seat. Viewers are always free, Seats = active members who are not viewers.
Basic Standard Pro Enterprise

Tracking, screenshots and app/URL Approvals, budgets, invoicing and Payroll exports, time off, overtime Security, compliance and control.
activity. teams. and full Insights included.

$1 8.99 / seat / month
$4.99 / seat / month $6.99 / seat / month $9.99 / seat / month Billed monthly - viewers free

Billed monthly - viewers free Billed monthly - viewers free Billed monthly - viewers free

L=

Upgrade

Upgrade

~" Everything in Pro
~" Unlimited screenshots (up to 3 ~ Everything in Basic + Everything in Standard +* Custom roles
per 10 min) +/ Approvals & time locking " Payroll exports & labor cost + Auditlog
~ App 8 URL tracking. activity + Budgets, estimates, expenses + Time off, holidays and overtime + Up to 10 screenshots per 10
levels + Scheduled reports, client ~ Full Insights (focus. unusual min
+ ldle detection, rates, tasks invoices activity) + -year retention, priority
" Tintegration, APl read + Utilization: billable vs tracked + Up to 6 screenshots per 10 min suppert
' Reports with 12 months of per member + Schedules and shift attendance + Planned: 550 & 5CIM, silent
histary + Teams, targets & reminders + Unlimited integrations app / MDM deployment
~ 3 integrations, APl write + Planned: GPS locations
» All features » All features » All features » All features

Billing > Plans
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a Review the price, then continue to the secure Stripe checkout and pay by card. Unused trial
days carry over: you are only charged when the trial ends.

Hourvale user manual

@ LuminarkLabs

Try Hourvale Standard

13 days free

Then #463.21 per month starting November 15, 2026

Hourvale Standard

App

Subtotal

Add promotion code

Total after trial
Total due today

wals, budgets, invoicing and teams.

13 days free

1/ month after

P463.21

#46321
#£0.00

Enter payment details

Email nora-mvxw1rw8@example.test

Payment method

o Card
Card information
4242 4242 4242 4240 visa

12/34 123 =

Cardholder name

Nora Owner

Country or region

Philippines v

D Save my information for faster checkout

accepted.

By subscribing, you authorize LuminarkLabs to charge you in PHP
at the displayed exchange rate or the exchange rate at the time of
billing, according to the terms until you cancel.

Powered by stripe | Terms  Privacy

Stripe checkout
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e Billing shows your plan, seats, next invoice and payment method. Change plan shows the
exact price difference before anything changes; Manage payment method opens the Stripe

billing portal; invoices are under Billing > Invoices.

L]
@ northwind Age.. ¢ @ ° 0:00:00 Selecta project ~ Mot tracking o @

EE Dashboard

€5 Timeshests = B|“|ng Stripe test mode
Plan, seats, payment method and invoices for Northwind Agency.
-’\r Activity
E@J Project: Billing information Plans Payment method Invoices Add-ons Referral
rojects
(4] To-dos
B} Client Standard - Monthly  Trial @ Manage payment method Cancel subscription
a=D lents Approvals, budgets, invoicing and teams.
,Q’\ People
TRIAL DAYS LEFT SEATS PAID SEATS OCCUPIED NEXT INVOICE
Ll Reports Ends Nov 15, 2026 Min 1 0 viewers free on Nov 15, 2026
. 14 1 1 $6.99
ﬁ Insights
B Financials Per seat: $6.09/month equivalent - receipts to nora-myiw wE@example.test
@ Settings
| B siling Payment method Billing history
Visa ending in 4242 Subscription invoices with PDF links.
View payment details View invoices

Billing information

° Cancel subscription keeps the plan until the end of the paid period; you can resume any
time before then. Nothing is deleted: after the period the organization becomes read-only
until a plan is chosen.

Good to know

* A one-person organization can continue free on Solo (2 projects, 60 days of history, no screenshots).
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Keep the desktop app up to date

The app checks for new versions on its own and installs them when you choose.

Everyone who uses the desktop app

G When a new version is out, a notification appears and the app shows Restart to update.
Click it when it suits you: the app stops the timer, uploads your time, installs the update and

opens again. Start the timer again afterwards.

Hourvale N O)

Hourvale 0.3.0 is available.
&, Updating stops the timer; start it Restart to update

again afterwards.

@ Tracking Limit: 5:00 left this week

1:30:38

Website Redesign
Build the new hero section

Today 6:42:00

Q' Search projects
To-do

Build the new hero section v

DEMO STUDIO

Wahceita Radacinn

® Monitoring. Your organization captures screenshots 1x per 10
min (not blurred), app names and websites and keyboard and
mouse activity levels

Last synced 20 s ago ~
Today 6:42:00 ~

Restart to update

Good to know

® About (the i icon) shows your version and has Check for updates.

Hourvale user manual 57 /59



Connect your tools and import history

Pull to-dos from Jira, Asana or GitHub, post to Slack, and bring time history from

another tracker.

Owners

° Open Settings > Integrations and click Connect on a tool. Issues become to-dos, and

tracked time can be sent back as worklogs or comments.

@ Demo Studio ¢t B

EE Dashboard
E@ Timesheets
G Time off
E Schedules
Ar Activity
[ﬂ] Projects
[ To-dos
.E| Clients
~ People
Al Reports
§ Insights
E Financials
| @ Settings
=]

Billing
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Q' Search settings

ORGANIZATION

Organization
Security & log in
Projects & to-dos
Import data
Permissions
Financials
Notifications
Features

Audit log

MEMBERS

Custom fields

Achievements

ACTIVITY & TRACKING
Activity

Timesheets

Tags

Time & tracking
Insights

Screenshots

& Integrations

° 0:00:00 Select a project ~  Not tracking

Import to-dos from Jira, Asana and GitHub, push tracked time back, and keep Slack in the loop.

Jira Cloud
Import Jira issues as to-dos and optionally push tracked
time back as worklogs.

Task import Time push (Standard +)

/N Not configured
Set JIRA_CLIENT_ID and JIRA_CLIENT_SECRET
on the server, then restart Hourvale.

Register this redirect URL in the Jira Cloud developer
console: http: //localhost:3368/api/integration
s/oauth/jira/callback

GitHub

Import GitHub issues as to-dos and optionally post tracked
time summaries as issue comments.

Task import | Time push (Standard+)

/N Not configured
Set GITHUB_CLIENT_ID and
GITHUB_CLIENT_SECRET on the server, then
restart Hourvale.
Register this redirect URL in the GitHub developer

console: http://localhost:3388/api/integration
s/oauth/github/callback

Settings > Integrations

Asana

Import Asana tasks as to-dos and optionally push tracked
time back as time entries or comments.

Task import Time push (Standard +)

/N Not configured
Set ASANA_CLIENT_ID and ASANA_CLIENT_SECRET
on the server, then restart Hourvale.

Register this redirect URL in the Asana developer
console: http: //localhost:3368/api/integration
s/oauth/asana/callback

Slack

Post timesheet, budget and invoice events to a channel
and control your timer with /hourvale.

Channel notifications Slash commands (Standard+)

/N Not configured
Set SLACK_CLIENT_ID, SLACK_CLIENT_SECRET and
SLACK_SIGNING_SECRET on the server, then
restart Hourvale.
Register this redirect URL in the Slack developer console:

http://localhost:330@/api/integrations/oauth/
slack/callback

2" Q
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a Settings > Import data reads CSV exports from other time trackers (and member or project

lists). You review the mapping before anything is imported.

@ Demo Studio <

98 Dashboard

Eaj Timesheets

G Time off
ﬁ Schedules
Ar Activity
[ﬁ'] Projects
[ To-dos
{h Clients

~ People
1 Reports

;ﬁ Insights

E Financials
| [a Settings
=]

Billing
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° 0:00:00 Selecta project ~  Not tracking

Q Search settings &, Import data

Switch from Clockify, Toggl Track or Harvest by importing your time history from a CSV export.
ORGANIZATION

Organization

Import time from another tool

Security & log in Bring your history from Clockify, Toggl Track or Harvest. Nothing is imported until you have reviewed a preview.

Projects & to-dos Where is the file from?

Import data We detect the tool from the column names. You can change it on the next step.

e Detect automatically

Financials

Notifications

Features Drop a CSV file here, or

Audit log Browse files

MEMBERS One CSV, up to 25 MB and 200,000 rows. UTF-8 or UTF-16; comma, semicolon or tab separated.

Custom fields

Achievements

ACTIVITY & TRACKING

Activity
Timesheets Import history
Every import with its counts. An owner can undo an import for 30 days after it finished.
Tags
Time & tracking No imperts yet.
Insights
Screenshots

Settings > Import data

Q
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