
Activity Chart/Diary 
 

Viewing the Activity Chart/Activity Diary 

1) Click on the activity chart icon on the shortcut bar 
2) Select the appropriate department, employee and time period (the default time period is 

the 5 days previous to the current day through the current day. 
 

A sample chart is provided in Figure 1 below: 
 

Figure 1 - Activity Chart 
 
The 4 bars per day represent the billable time (green), non-billable time (red), total time 
(purple), and the required time (yellow). 
 
Clicking on any one of these days will display the activity log for that day which indicates 
which tasks were completed to make-up the graphical information of the chart (Figure 2). 
 

 
Figure 2 - Activity Diary 


