Add A New Category In TimeSummit

The category view lists all of your categories by name and category type (Employee,
Location, and Cost Code). While not required, categories allow you to group Employees,
Location and Cost Codes in your reports. For example you can use this option to distinguish
your different types of employees (supervisor, general laborer, etc.) or crews (John’s crew,
David’s crew, etc.) and then select those categories using the filters options in the Reports

screen.

From Navigation, go to Lists and click
Categories.

Click Add New Category from the
Category Tasks menu or...

..Click the Add Category icon in the detail
screen of an Employee, Cost Code, or
Location.
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Exaklime

The Add New Category detail screen
allows you to enter the Description of the
Category and select the Type of category
it is: Employee, Cost Code, Location,
Material, Vendor, or Equipment.

You will then need to assign your
Employee, Cost Code, Location, Material,
Vendor, or Equipment to the category you
just created within the View Details
screen for that particular type.
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