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Important Notices 
Note to Unregistered and Trial Software Users 

 CaptureWorks, Inc. grants trial software use of TaskCapture™ for an evaluation period without 
charge, after which it may be purchased or discarded.  

 Software use permissions and restrictions are governed by the accompanying software license 
agreement. 

Copyright 
©2003 CaptureWorks, Inc.  All rights reserved. No part of this publication may be reproduced, stored in a 
retrieval system, or transmitted in any form or by any means, electronic, mechanical, photocopying, recording 
or otherwise, without prior written consent of CaptureWorks, Inc., 161 Maplewood Avenue, Maplewood, New 
Jersey, 07040 USA 
 
Trademarks 
CaptureWorks®, The CaptureWorks logo, TaskCapture, the TaskCapture logo, JobCapture and the JobCapture 
logo, PointCapture and the PointCapture logo are trademarks of CaptureWorks, Inc., which may be registered in 
certain jurisdictions. 
 
Windows, Windows 98, Windows NT, Windows 2000, Windows XP, PowerPoint, Word, Excel, Access, 
Publisher, Outlook are trademarks of Microsoft Corporation in the US and other countries. 
 
All other company or product names are trademarks and/or registered trademarks of their respective owners. 
 
Changes 
The material in this guide is for information only and is subject to change without notice.  Reasonable efforts 
have been made in the preparation of this document to assure its accuracy. However, CaptureWorks, Inc. 
assumes no liability resulting from errors or omissions in this document, or from the use of the information 
contained herein. 
 
CaptureWorks, Inc. reserves the right to make changes in the product design, functionality and pricing without 
reservation and without notification to its users. 
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CHAPTER 1 

Welcome To TaskCapture™ for Windows! 
Do you need to account for your time and do you (or your manager) often say “Where did my time go?” 
If you do, then TaskCapture is for you! TaskCapture™ software provides a highly useful, effective and 
easy way to capture, store and report your time and activities, and associate them with projects.   
TaskCapture is personal timekeeping software with unique features to help those who make frequent use 
of a computer to produce work and who also need to log calls, meetings and other such common 
business tasks.  For work at the computer, TaskCapture contains innovative automation to track your 
time in software documents. You can also easily log calls and other “away from the computer” tasks.  
If you charge fees for your professional time, all the “little” or “quick” adjustments you do in software 
documents all day long will now be captured, organized and conveniently reported back to you. Also, 
the ever present TaskCapture toolbar on your desktop is ready to accept ad-hoc time and activity 
recording.   
Because the time collection process is automated and immediate, you are assured of having a much 
more complete record of how you used your time. On your own, you will discover the many useful 
benefits of TaskCapture for you at work and even managing your personal time. 
If you are interested in workgroup timekeeping, please visit our website to learn about JobCapture. 

How Does TaskCapture™ Work? 
 

 Overall, TaskCapture™ records and reports back to you how you spent your time accomplishing 
tasks.  TaskCapture is a simplified form of an enterprise software product, JobCapture™, which has 
been available and evolved over many years. 

 TaskCapture employs patent-pending technology to help you record your time with less effort.  If 
you are working in one or more of the many software applications (see list in File>Preferences), 
TaskCapture™ will automatically time your session(s) for you.  When you close your document, a 
dialogue will pop-up where you will see your exact working time. 

 At the time of document closing, you can assign a completed task to a client/contact and a project 
name. TaskCapture retains the client and project information on previously opened documents, and 
therefore speeds time capture even more. 

 At any time, you can view summaries of your time and activities, print a timesheet, and export all or 
a subset of the data to Excel™, Word™ or other programs using the .TXT and .CSV export formats. 

 If you use Microsoft Outlook™, you can elect to immediately and automatically send a summary of 
your time directly into your Outlook calendar. When you access Outlook, you will see up-to-to 
moment summaries of your recorded activities. 

What’s New in TaskCapture 1.03 
 Additional commercial software applications are now tracked. See File>Preferences in the 

TaskCapture Desktop Toolbar. (Contact support@captureworks.com if you want an application to be 
tracked that is not currently supported). 

 Export all or a subset of your data to Excel™, Word™ or other programs using the .TXT and .CSV 
export formats. 

CaptureWorks, Inc. 
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 View your time in hours and minutes (HH:MM) format or in decimals-of-one-hour (hundredths of 
an hour). 

 Quickly limit your TaskViewer activity views to one client using the Client drop-down dialogue. 
The accompanying text search field will now only search the Description, Task and all other fields, 
except the Client field. 

 Changing your hourly rates will now cause the TaskViewer to recalculate your time histories for 
either updating or rate-changing (what-if) scenarios. 

 

TaskCapture Benefit Summary 
 For tasks you perform at or away from the computer, TaskCapture™ provides a combination of 

timekeeping tools to help you stay on top of how much time you expend on tasks and projects.  
 If you do a lot of work at the computer, TaskCapture™ offers the very best in automated 

timekeeping.  While you are working at your computer, TaskCapture™ automatically and 
transparently counts your time spent working in one or more documents.   

 TaskCapture is smart about how it keeps time, so no matter how many documents you have open or 
whether you walk away for lunch or a meeting, the precise time worked on each document is 
captured. 

 The time you spend on meetings, on the telephone, doing research and other common everyday tasks 
can be recorded by you very quickly. It will be organized along with the automated timer data and 
give you a greater and more accurate view into how you actually spend your time.   

 TaskCapture can automatically send your captured activities into Microsoft Outlook™, so you can 
see what you’ve completed versus what you planned for the day. This is very convenient for those 
who publish time reports from Outlook. 

 You can print out or export  a concise timesheet with your time and rate tallies.  
 

System Requirements 
 

 Microsoft Windows™  98, NT, 2000, XP 
 Microsoft Internet Explorer 4.1+ 
 Minimum 2Mb for storing the data that will be collected. 
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CHAPTER 2 

Installing TaskCapture 
TaskCapture is shipped to you in compact form to speed the download time. After downloading TaskCapture, 
your next steps are to decompress the file, run the installer program and launch TaskCapture. 
 

1. Right-click the TC_Install.zip folder, and 
choose the Extract option. 

 
 

2. Depending on your computer operating system, 
you may be guided by an extract wizard, or you 
will prompted to choose a location to place the 
files after they have been extracted. In either 
case, choose to extract to either your Desktop or 
to another folder location of your choice. 

 
3. The extract program will complete its task. Now 

go to the folder location (i.e., the Desktop) to 
see the extracted file. 

 
4. Double-click the TC_Install folder to view the 

contents.  
 

 
 

5. Double-click the file 
TC_Installer.exe 
inside of the TC_Install 
folder. By default, 
TaskCapture will be 
installed to the 
“C:\Programs” location. 
You may choose an 
alternate location if you 
wish. 

6. Note that the 
TaskCapture User 
Guide (this guide) is 
also located here. 
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7. By default, the Launch TaskCapture after installation 

checkbox is selected to start TaskCapture immediately. 
8. Click Install to complete the installation 

 
. 
 
 
 

Installing TaskCapture Over Previous Versions 
If a previous installation of TaskCapture is detected you will be asked if you want to overwrite your preferences 
files. Clicking YES will cause all of your previous settings and your data to be deleted. This is not reversible 
through TaskCapture. 
 

Launching TaskCapture For The First Time  
When you launch TaskCapture for the 
first time, or at any time during the a 
software evaluation period, you will 
see the dialog at right. 
 
 
 
 
 

Using TaskCapture During The Evaluation Period. 
• Select the Try Out button if you want to evaluate TaskCapture for up to 10 days.  
• Each time TaskCapture is launched during the evaluation period, you will see this dialogue and the number 

of days remaining for the evaluation period. Continue to select Try Out button during the evaluation period 
until you are ready to make your purchase and register your software. 

 

Using QuickPurchase to Buy and Register TaskCapture. 
 
• Click the Register button when 

you are ready to make your 
purchase. 

• Clicking Register will cause the 
CaptureWorks, Inc., SSL Secure 
Quick Purchase dialogue to 
appear, making it convenient to 
buy TaskCapture from within the 
software. 
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 IMPORTANT NOTE: you must have an active internet connection in order to use this method to buy 
TaskCapture. Please start your Internet connection before proceeding with QuickPurchase. If you do not 
or cannot obtain an Internet connection, you will be prompted to contact CaptureWorks by phone to 
complete your purchase. 
 
Use the lower portion of this d
to Purchase TaskCapture online. 
 

ialog 

 you have already purchased 
, 

 

 you experience any difficulties 

t 

If
TaskCapture by another method
such as over the phone, enter your
Purchase Code into the top portion 
of the dialog and click OK. 
 
If
with the registration process, 
please e-mail CaptureWorks a
support@captureworks.com 
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Uninstalling TaskCapture 
 
You can use the Windows Add/Remove Programs feature under the Windows START menu, in the Control 
Panel, or you can use the uninstaller provided with TaskCapture. The TaskCapture uninstaller is located in the 
Start, Programs list, under TaskCapture folder. 
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CHAPTER 3 

Introducing the TaskCapture Desktop Toolbar 
The Toolbar is the TaskCapture application, and you will use it for 
all your automatic and manual timekeeping, as well as reporting 
and configuration. 

Manual
Instant
Timer

Day’s
Accumulated

Time

Record
Task By

Type

Record
Ad Hoc
Task

TimeToolbar
Task Zones

 
TaskCapture™ automatically captures your time spent in software 
documents, and also records ad-hoc activities such as time spent on 
research/thought time, meetings, phone calls, business meals, 
travel, etc.  The compact TaskCapture Toolbar automatically starts 
when you turn on your computer and, when running, is ready to 
time or accept your completed tasks. The toolbar is always present 
on your desktop.. All these functions are outlined in this and 
following chapters.  After you review the basic functions in this 
chapter, you can follow the guided tour in chapter 5. 
 
TaskCapture Toolbar Layout  
For ease-of-use the TaskCapture Toolbar is organized into zones for activity collection, stopwatch functions, 
and reporting back accumulated time to you, as shown to the right. This toolbar is always present on your 
desktop. 
 
Day’s Gross Time:  
The hours and minutes you see h
is your accumulated time for the 
day. It resets to zero at the start of 
each new day. 

ere 

 
Record Ad-Hoc Task: 
If you are assigned a quick task 
which is not covered by one of the 
task types, such as an errand, use 
the Ad-Hoc Task button.  Think of 
its use as a miscellaneous catch-all. 
 
Record Task by Type:  
Place your mouse pointer over each 
symbol to see button definitions. 
Click the appropriate symbol to 
access the  attach the task to a 
project For your phone calls, 
meetings, doing research on the web, or if you need to log your thinking time, etc,.   
 
The Manual Instant Timer:  
Use the start, pause and stop buttons to time an event, such as a phone call, an impromptu meeting in your 
office, or just as you are about to leave to a meeting.  When you come back, click the stop button and assign the 
time to a project. 

CaptureWorks, Inc. 
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Introducing the Job Jacket Dialogue 
The TaskCapture Job Jacket records your tasks and times, and appears in both the automatic timing mode (for 
documents) and in the manual timing mode (for all the Toolbar functions described later on in this Chapter).  
 
The Job Jacket in Auto-Timing Mode 
 
As soon as TaskCapture is installed, you can start 
recording the time you spend in documents. There is no 
limit to the number of simultaneously open applications 
and documents TaskCapture can simultaneously record. 
While you are working in many popular business 
software application documents (see the list in 
File>Preferences or get an up-to-date listing at 
http://www.captureworks.com), TaskCapture will 
automatically count your time and tell you how much 
time you used upon closing the document.  
 
The Job Jacket in Manual Timing Mode 
 
Similarly, the same Job Jacket will pop-up when you 
manually enter in calls, meetings, ad-hoc entries, etc. 
from the Time Toolbar.  This ensures that all of your 
information is collected in the same manner to help keep 
your time and accomplishments organized.  
 
Adding Clients 
Anytime a Job Jacket is open, you 
can add a client (or a customer, 
sponsor, project) so that, going 
forward, TaskCapture can capture, 
organize and report your collected 
work by client.  You can directly 
type your client name in the 
JobJacket field and it will appear i
the list from then on. 

n 

ecords associated with this client, so think twice before you delete! 

Adding a Client to the Client List

Type name and
click Add

Click OK to close
the dialogue.
Click Delete to
remove a selected
client.

 
To add your clients all at once, 
simply click the + (plus) sign. 
Once you have added clients by 
pressing the + button top the right 
of the Client field, it will appear in 
the Job Jacket Client list.  
 
Deleting Clients 
You can delete any client from 
the list.  This hides the time r
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CHAPTER 4 

Configuring TaskCapture™ 
The TaskCapture Toolbar on your desktop is also where you can view and modify TaskCapture’s working 
parameters. Below shows you the three menu items File, View, and Help, and how you can access them with 
either your mouse or using shortcuts with your keyboard. 
 

CaptureWorks, Inc. 
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Adding Your Personal Information 
Select (or use the ALT+F+I keyboard shortcut) 
File>Personal Info, and enter your contact information in the 
blank fields.  This information will appear on your time 
reports.  When you are finished, click OK. 

 

 

 

 

 

 

 

Viewing/Modifying Your TaskCapture™ Preferences 
To view and optionally make changes to TaskCapture’s 
default configuration, go to File>Preferences to view the 
dialogue, at right. 

Application and Document Tracking 
This is a listing of software applications and the documents 
you create in them that TaskCapture will automatically track 
time.  Use the scroll bar on the right-side of the dialogue to 
scroll through the list of currently supported applications and 
make sure to check-mark the applications that you want to 
track.  Otherwise, TaskCapture will not track time for them. 
 
If you need to track document activity for a software 
application that is not listed in your tracked applications list, 
please e-mail: support@captureworks.com and paste the URL 
(web page) of the company software and version you are 
interested in tracking.  

Ignore Non-Clicked/Non-Keyed Document 
Option 
If you do not want to record a time session for documents 
which were quickly viewed and you don’t want to log any time 
for the activity, click this check box on. If this is not selected 
and you have a document open for less than one minute, 

CaptureWorks, Inc. 
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TaskCapture will count your time as one minute in the automatic job jacket pop-up. 

Ignore Documents Opened Less Than [n] Minutes Option 
If you do not want to record a time session for documents which were opened and closed for an amount of time 
in minutes you define here, click the check box on and put in the number of minutes. 

Billing Rate Option 
Put an hourly rate here to have TaskCapture calculate the billable time for your completed project/task work. 
You can change your rate any time and TaskCapture will retroactively recalculate your times based on your 
new rate.  
 
You can view your billable-time tallies anytime by going to the TaskViewer in the View menu as described 
later in this guide. The rate calculation is a straight line calculation for manual time entries, and, for automated 
time capture the calculation is subject to your time rounding rules, unless you changed the time manually.  
Refer to Billing Time Setup, below. 

Allow Time Edit Option 
If you want to be able to override the exact (and possibly rounded time-see Billing Time Setup) time that 
TaskCapture records for your time spent in application documents, select the check box to enable time editing at 
the time of Job Jacket pop-up. 

Billing Time Setup 
The following options allow you to round the exact time up or down, depending on your requirements. 
 
The Time Block and Round Time fields apply only to automated document timing, and they function as a pair 
to calculate rounded time.  The following serve as examples to help you determine the effect of your inputs.   

Exact Time Time Block 
(round) 

Time Round 
(snap to nearest) 

Result 

14 min, 12 secs. 15 1 15 minutes
16 min. 15 1 15 minutes
17 min. 15 2 15 minutes
5 min. 10 1 10 minutes

0 min.  30 secs. 10 1 1 minute
 

Idle Time Interval 
For each automatically timed document, TaskCapture will immediately start counting time upon opening the 
named software document(s). By default, if you do not work in a document for five (5) consecutive minutes, the 
timer for the idle document will automatically pause until it senses that you are working again on the document.  
If you want to change the idle time to another minute value, enter it here. 

Work Time Display 
Choose either Hours and Minutes or Decimals of an Hour for calculating, displaying and reporting your time in 
the TaskViewer. You may switch back and forth at any time, depending on your requirements. If you plan to 
export your records in .CSV format, choosing decimals of an hour may prove more convenient. 

CaptureWorks, Inc. 
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See your TaskCapture Files to Microsoft Outlook™ 
If you use Microsoft’s Outlook calendar as your 
scheduler for your meetings and other daily 
activities, TaskCapture can place a copy of your 
complete tasks to your Outlook calendar.  How 
they appear depends on Outlook appearance 
options you may have selected.  By default, 
your tasks will appear as slightly greyed-out. In 
Outlook, greyed-out text means that a task is 
completed.  See the FAQ’s section later on in 
this guide for more information. 

CaptureWorks, Inc. 
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CHAPTER 5 

Take a Guided Tour of TaskCapture™  

Automatically Capturing Time Spent In Software Documents  
1) Start an application, such as Microsoft Word™.  Create a document and save it so that it has a document 

name. TaskCapture requires documents to be named via the save/save as procedure.  If you work on the 
document for at least one minute, save and close the document as you normally do.  TaskCapture’s Job 
Jacket will appear with the automatically captured time.  As presented earlier on, document timing 
parameters are defined in File>Preferences. 

2) You will see the automatically captured time (see Configuring TaskCapture for time rounding options 
that may be in effect) in the Hours and Minutes boxes. If you have not already added a Client name to 
the list, add one (or click the + sign to add one), as well as a project/task name. Click the Capture button 
or press your keyboard Enter key and your time information is saved.  

3) Now, say you are working on two, three or more documents in different software applications.  Start all 
of them up, start working in them, and Alt+Tab back and forth through the documents as you would 
normally do when you are multi-tasking at your normal hectic pace at work!  There are transparent 
timers starting, pausing, running and stopping according to your configuration preferences.  

Remember, for TaskCapture to automatically track your time in documents the document must have 
a file name.  In the background TaskCapture™ is keeping track of your time in each document.  
TaskCapture™ will automatically and transparently pause any document timer when a document is idle for 
the amount of minutes defined in Preferences.  See Viewing/Modifying Your TaskCapture™ Preferences 
for more info. 
4) If you need to track document activity for one or more software applications that are not listed in your 

tracked applications list, e-mail support@captureworks.com and paste the URL (web page) of the 
company software and version you are interested in tracking.  In many cases we can oblige free of 
charge and in a reasonable time frame. 

Timing Meetings, Calls, Brainstorms, Lunches, Etc 
5) Next, let’s imagine that you need to go to a meeting down the hallway and you want TaskCapture™ to 

time it so that you have a record of it, who was there, the meeting subject, etc. 
6) Go to the TimeToolbar (Alt+Tab if you don’t see it) and click on the green start-timer arrow and depart 

for the meeting!  Now imagine you’ve returned from the meeting and click the stop button. The Job 
Jacket will appear for you to see the elapsed time and enter the meeting information. 

7) Similarly, you could have gone off to a meeting, (or taken a phone call, etc) and forgot to start the timer.  
No problem!  Just click the appropriate icon on the TimeToolbar and a pop-up will appear where you 
can indicate how the approximate time spent. Again, you can optionally indicate for what client/contact 
and project you dedicated your time to.  

CaptureWorks, Inc. 
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Reviewing and Reporting Captured Time 

The TaskViewer 
The TaskViewer offers a straight-forward, fast and easy means to quickly review and report your time. 
Access the TaskViewer screen by click File>TaskViewer, and the following screen will appear: 
 

 
The TaskViewer contains sorting and filtering features to allow you to define and refine what you see in the 
TaskViewer screen as well as on the Timesheet report. 
Filtering: The Find section in the top third of the dialogue enables you to perform the following 

1. Use the Find>Client drop-down to limit your listing to a Client. 
2. Use the Find>Text field to narrow your search to a Description, Task, Application and Notes fields. 

Type in your text and click the Find button. 
3. Use the From and To date fields to define the date range of your search.  By default, the TaskViewer 

shows you activities for the current day. Type in your dates and click the Find button. 
You may use the foregoing fields together. For example: Client=Our Company, Text =Phone Call, 
From=MM/DD/YY To: MM/DD/YY 

4. The Find All button provides you with every record of your time (except for those clients you have 
deleted). 

5. The Hide button can be used to temporarily hide one or more lines from your view and your reports. 
Using the Hide button does not delete the record(s). Simply click FindAll to restore all the records. 

6. Use the Delete button to permanently remove one or more entries from TaskCapture. 
Sorting:  
You can sort your information in the TaskViewer screen by clicking any column. 

Print a Timesheet and Task Reports  
Once you have defined what you want to report in the TaskViewer (see the foregoing paragraphs), point your 
cursor to File and chose Tasks or Timesheet.  The pre-formatted report will reflect only what you are seeing in 
the TaskViewer screen.  Use the Filter and Sort functions outlined above to alter your report. If you own Adobe 
Acrobat, you will be able to create a PDF file. 

CaptureWorks, Inc. 
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Export Your Data 
 TaskCapture makes it easy for you to copy your data to another application by using the Export function in 
the TaskViewer File menu. You can export all or a subset of your data by using the sorting and filtering 
features described above. You can export your data in formats suitable for word processing software (.txt) or 
spreadsheet software (.csv). 

View Completed Activities in Outlook™ 
TaskCapture™ can send your completed time information directly into the Outlook calendar. This is 
convenient for those who use Outlook as a central repository of planned meetings, calls, and tasks.  
TaskCapture™ is sending into Outlook what you have accomplished, and therefore offers you the opportunity 
to see what you planned and what you actually did. 

 

Quick Access to 
TaskCapture Functions via 
the System Tray 
TaskCapture menu items can be 
quickly accessed via the Windows 
System Tray, located at the bottom 
right corner of your screen. Clicking 
the TaskCapture icon will cause the 
menu shown at right to appear, 
allowing you to gain quick access to 
the menu items.   
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CHAPTER 6 

TaskCapture Product Support 

Your Purchase Code 
When you purchase your TaskCapture software license and obtain your purchase code, write it down in here so 
that you can refer to it later on. TaskCapture Purchase Code: ___________________________________ 

Limited Complimentary Technical Support 
 Sixty consecutive (60) days of complimentary technical support assistance from your purchase 

date for TaskCapture software from CaptureWorks, Inc. (OEM product is excluded).  To receive 
online, phone or any other form of offered technical support (not including this guide), you will 
need to supply your serial number and the name you used when purchasing the software, and 
your full contact information so please keep the information in a safe place for ready reference. 

 Submit all support requests through the CaptureWorks online support request page at 
http://www.captureworks.com/, including the information requirements discussed immediately 
above. Missing or incomplete information will result in either no response or a delayed response. 

Fee Based Technical Support 
 Fast support is available by telephone at 973-763-9494 for which you will be charged $25 per 10 

minutes of phone call time. To make the most of your time on the phone with us, please have 
your credit card ready when you call, as well as a specific description of your issues. We want to 
help resolve problems that may arise, but we cannot provide free support 

 If at the time we aware that your phone-in problem is a bug, you will not be charged and we will 
update customers via the CaptureWorks support page, and, if deemed necessary, also by e-mail. 

 If after-the-fact we determine that your phone-in problem is a software bug for which only we 
are responsible to fix, then we will credit back our charge for taking your call.   

 CaptureWorks, Inc and its employees are not responsible for software operation conflicts or 
deficiencies resulting from other party software applications or operating system.  We will make 
reasonable efforts to remedy issues which are in our control to correct, but callers will be billed 
in the event we diagnose the problem source is located in the other party application or operating 
system. 

Reporting problems with TaskCapture 
 CaptureWorks will promptly review your submissions and respond back to you in a reasonable 

timeframe. Submit your support questions via support@captureworks.com. 

Requesting additional applications to automatically track 
 If you need to track document activity for a software application that is not listed in your tracked 

applications list, please e-mail support@captureworks.com and paste the URL (web page) of the 
company software and version you are interested in tracking.  If you need it right away, you will 
be quoted a fee for us to accomplish the work on your timetable.  

CaptureWorks, Inc. 
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Software Updates 
 Registered users can obtain software updates at http://www.captureworks.com. If you are using 

unregistered software, you can purchase and register your software and then obtain an update. 
 If we deem it important to notify you of a critical update, we will send permission-based e-mail 

campaigns to registered users. 

FAQ’s 
1) We already have a timekeeping and project management systems at our company. Why JobCapture 

or TaskCapture? 
 

a) Your systems typically require people to manually input all their time and task information. They 
may be great systems in many aspects, but the lack of automated timekeeping has a number of 
negative impacts, which in the end result in wasted time and money and inaccurate data.  

b) Ask yourself: what business decisions and actions are based on the data in your current 
timekeeping and project systems? Many important decisions and they concern your core 
operations, sales, human resources, accounting, individual and groups performance and so on.  

c) JobCapture and TaskCapture should be understood to be highly important complement to your 
existing timekeeping systems: 

d) They collect time automatically, ensuring a high degree of accuracy. 
e) They eliminate the never-ending burden placed on you and your co-workers to manually recall 

what you did, for whom, which project and how much time it took. 
f) TaskCapture and JobCapture yield far more accurate time and activity information to feed your 

timekeeping and project systems because the information is collected when a task is completed.  
g) Management does not need to continually remind people to input their time. 

TaskCapture is apparently not tracking my document. What are the reasons and remedies? 
a) Verify that TaskCapture is running and that you can see the toolbar on your desktop.  If it isn’t, 

start it, and make sure that a TaskCapture program shortcut is in your Programs Start Up folder. 
b) Confirm that your document belongs to a supported software application (i.e. Microsoft Word). 

Your version of TaskCapture contains a list of supported applications which can be see by going 
to File>Preferences and scrolling through the Applications To Track list.   

c) If your application is listed, then make sure that your document has a filename attached to it that 
you gave to it.  TaskCapture does not track unnamed documents. Save your document and give it 
a name, which is a good practice under any circumstance. 

d) Check the CaptureWorks website to see if there are software updates which may contain support 
for your application.   

e) If your application is not listed and you want TaskCapture to track the software documents, 
please contact CaptureWorks at support@captureworks.com.  Your message must identify the 
software maker and the version you are using. Certain software applications and documents may 
not be able to be tracked, but generally most can. 

Can I change the ‘skin’ color of the JobJacket? 
a) Yes. You can replace the default skin.bmp file that is located in the TaskCapture System folder. 

Save any picture as a bitmap (*.BMP) file and place.  If you installed TaskCapture with its 
installation defaults, the folder and file location would be C:\Programs\TaskCapture System 
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TaskCapture is not putting my completed tasks into Outlook™ 
b) Check to File>Preferences to make sure that you have selected the send-to-Outlook option. 
c) If the option was not selected and you selected it just now, please restart your computer. 

 
My completed tasks in Outlook are not placed in the time slot where TaskCapture shows it as completed.  
Why? 

• Make sure that your computer timing and daylight savings settings are correct.  Go to 
Start>Control Panel and launch the Date, Time Language and Regional Options, and make 
certain that your time, time zone are correct, and that the Automatically Adjust Clock for 
Daylight Savings is check on. 

Is there a limit on how many documents TaskCapture can simultaneously track? 
There is no limit. 

 
What are the system requirements for TaskCapture? 

TaskCapture is available today for users of Microsoft Windows™, ’95, ‘98SE, NT, 2000, and XP.  An Apple 
OS X version will become available soon. Memory requirements are comparatively small.  For the 
average user, plan on using about 1-4 megabytes of hard drive space per year for your time data. 

 
What happens to my captured time data if I delete a name from the client list? 

You will still be able to see your previously captured time information in the TaskViewer.  If your 
records do not appear in the TaskViewer, it is because they were removed by using the Remove button 
in the TaskViewer window. 

 
Can I export my data? 

CaptureWorks will offer for purchase add-on modules to export TaskCapture data to QuickBooks™, 
MYOB™ and other applications based on customer feedback.   
If your plans are to use TaskCapture on multiple computers, you should be looking at JobCapture, which 
has robust XML export capability. 

 
What’s the difference between TaskCapture and JobCapture? 

JobCapture is designed for workgroups or companies that want to track and aggregate individual time 
information, perform analyses, and export information to other databases and accounting systems.  
TaskCapture is a personal timekeeping tool, where your information is not shared in a network or other 
database. 

 
I bill for my project time, so can I apply a rate in TaskCapture? 

Yes, you can apply a flat rate in your profile and TaskCapture will report your billables. JobCapture has 
more pricing flexibility options if you have variable rates that you charge. 

 
I’m convinced that JobCapture and/or TaskCapture are solid complements to our existing timekeeping 
systems.  I/we need automated timekeeping. What are my next steps and options? 

 
You can deploy TaskCapture for individual timekeeping or JobCapture for your company.  We suggest the 
following road map to determine which works for your situation. 
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1. Try TaskCapture to determine if it meets your personal timekeeping requirements. You may elect to 
buy TaskCapture for yourself and leave it at that. If you are enthusiastic and see that TaskCapture 
and JobCapture will eliminate the huge waste of time and energy at your company, go to the next 
step. 

2. Discuss TaskCapture with your co-workers and manager(s), and have them try it. Obtain complete 
background information for both products from our website. 

3. Regroup in a week or two and discuss which deployment route makes sense: TaskCapture or 
JobCapture.   
a. If TaskCapture, you will obtain the benefits of personal automated timekeeping, but no 

centralization into a database, or export capability to your existing timekeeping or other systems. 
b. If JobCapture, you will obtain all the benefits of workgroup or companywide time aggregation, 

and robust XML based import/export tools.  Plus much more.  
4. If JobCapture is your recommendation, then meet with your Technology Support (IT) contacts and 

present your findings and outline the business benefits. 
a. Have your IT contacts download fully-functioning JobCapture evaluation software, to deploy to 

a few desktops in one workgroup within or across regional, national or global offices. The point 
is keep the initial deployment small, focused and controlled at first. Fine-tune how you want to 
configure JobCapture before moving to a larger deployment. For example, you may want to run 
JobCapture in invisibility mode in some groups and not others. 

b. The personal reaction that you got from TaskCapture will likely be mirrored with JobCapture 
among management, but realize that some people may not be comfortable with the concept of 
JobCapture’s automated and centralized timekeeping functions. You may end up with a mixed 
deployment of TaskCapture and JobCapture. 

c. If your management, IT, and accounting people see the immediate and long term benefits 
JobCapture and/or TaskCapture: 

i. Buy the number of licenses you need and deploy it. 
ii. Call us if you have specific concerns or requirements. 

d. If you need to track a software application that’s currently not on our list of tracked applications, 
please go to our website and fill out a request form, or call us. 
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Legal Notices 

CAREFULLY READ THE FOLLOWING TERMS AND CONDITIONS INCLUDING THE EXPORT COMPLIANCE REQUIREMENTS. BY 
DOWNLOADING ANY FILES FROM CAPTUREWORKS, INC., YOU AGREE TO BE BOUND BY THESE TERMS, CONDITIONS, AND 
REQUIREMENTS. IF YOU DO NOT AGREE TO THESE TERMS, CONDITIONS, AND REQUIREMENTS, DO NOT DOWNLOAD OR 
OPEN ANY FILES.  
 
This License grants you a non-exclusive license to use the CaptureWorks, Inc. Software and related documentation ("Software") on the 
following terms, conditions, and export compliance requirements: 

1. License. You may: (a) use and (b) copy the Software in machine readable form solely for back-up purposes or use within a 
single working location; provided you reproduce CaptureWorks, Inc.'s copyright notice and proprietary legends.  

2. Restrictions. You may not distribute copies of the Software in any manner, including, but not limited to, distribution through 
web site postings or links to the CaptureWorks, Inc. web site. The Software contains trade secrets and in order to protect them 
you may not decompile, reverse engineer, disassemble, or otherwise reduce the Software to a human perceivable form. YOU 
MAY NOT MODIFY, ADAPT, TRANSLATE, RENT, LEASE, LOAN, RESELL FOR PROFIT, DISTRIBUTE OR CREATE 
DERIVATIVE WORKS BASED UPON THE SOFTWARE OR ANY PART THEREOF.  

3. Ownership. The Software is copyrighted by, proprietary to and a trade secret of CaptureWorks, Inc. CaptureWorks, Inc. 
retains the title, ownership and intellectual property rights in and to the Software and all subsequent copies regardless of the 
form or media. The Software is protected by the copyright laws of the United States and international copyright treaties. This 
License is not a sale of the Software.  

4. Termination. This License is effective until terminated. This License will terminate automatically without notice if you fail to 
comply with any of the provisions. Upon termination you shall destroy all copies of the Software including any partial copies.  

5. Disclaimer of Warranty. YOU ACCEPT ALL RISKS WHICH MAY ARISE FROM THE DOWNLOADING OF THE 
SOFTWARE, INCLUDING BUT NOT LIMITED TO ERRORS IN TRANSMISSION OR CORRUPTION OF EXISTING DATA 
OR SOFTWARE. CAPTUREWORKS, INC. MAKES NO WARRANTIES, EXPRESS OR IMPLIED, AND SPECIFICALLY 
DISCLAIMS ANY WARRANTY OF NONINFRINGEMENT OF THIRD PARTIES' RIGHTS, WARRANTIES OF 
MERCHANTABILITY AND OF FITNESS FOR A PARTICULAR PURPOSE. Some states do not allow the exclusion of implied 
warranties or limitations of how long an implied warranty may last, so the above exclusion may not apply to you. You may also 
have other rights which vary from state to state.  

6. Limitation of Liability. UNDER NO CIRCUMSTANCES AND UNDER NO LEGAL THEORY, TORT, CONTRACT, OR 
OTHERWISE, SHALL CAPTUREWORKS, INC. OR ITS SUPPLIERS OR RESELLERS BE LIABLE TO YOU OR ANY OTHER 
PERSON FOR ANY INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES OF ANY CHARACTER 
INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF PROFITS, DATA, GOODWILL, WORK STOPPAGE, 
COMPUTER FAILURE OR MALFUNCTION, OR ANY AND ALL OTHER COMMERCIAL DAMAGES OR LOSSES, EVEN IF 
CAPTUREWORKS, INC. SHALL HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.  

7. Export. By downloading, you acknowledge that the laws and regulations of the United States restrict the export and re-export 
of the Software. Further, you agree that you will not export or re-export the Software or media in any form without the 
appropriate United States and foreign government approval. (See below for details on Export Compliance Requirements.)  

8. U.S. Government Restricted Rights. If the Software is acquired under the terms of a GSA contract, use, reproduction or 
disclosure is subject to the restrictions set forth in the applicable ADP Schedule contract. If the Software is acquired under the 
terms of a DoD or civilian agency contract, use, duplication or disclosure by the Government is subject to the restrictions of 
this License in accordance with 48 C.F.R. 12.212 of the Federal Acquisition Regulations and its successors and 48 C.F.R. 
227.7202-1 of the DoD FAR Supplement and its successors. (See below for details on Export Compliance Requirements.)  

9. General. You agree this is the complete agreement concerning this License. In order to amend this License, a writing 
executed by both parties is required. You assume full responsibility for the legal and responsible use of the Software. This 
License shall be governed by California law as such law applies to agreements between California residents entered into and 
to be performed within California, except as governed by Federal law. Should any provision of this License be declared 
unenforceable in any jurisdiction, then such provision shall be deemed to be severable from this License and shall not affect 
the remainder hereof. All rights in the Software not specifically granted in this License are reserved by CaptureWorks, Inc. 

EXPORT COMPLIANCE REQUIREMENTS 
 
Export of any information from the CaptureWorks, Inc. web site (including Confidential Information obtained through CaptureWorks, Inc. 
Access) outside of the United States is subject to all U.S. export control laws. You will abide by such laws and also to the provision of 
the U.S. Export-Re-export Requirements and Enhanced Proliferation Control Initiative set forth here. You and your organization will not 
sell, license, or otherwise provide or ship CaptureWorks, Inc. products or technical data (or the direct product thereof) for export or re-
export to the embargoed countries listed below:  

Cuba, Iran, Iraq, Libya, North Korea, Syria, Sudan, and the Republic of Serbia 
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You also agree that unless you receive prior authorization from the U.S. Department of Commerce, you shall not transfer, export or re-
export, directly or indirectly, any CaptureWorks, Inc. technology or software (or the direct product of such technology or software or any 
part thereof, or any process or service which is the direct product of such technology or software) to any of the following nations or 
nationals thereof:  

Albania, Armenia, Azerbaijan, Belarus, Bulgaria, Cambodia, Cuba, Estonia, Georgia, Iran, Iraq, Kazakhstan, Kyrgystan, Laos, Latvia, 
Libya, Lithuania, Moldova, Mongolia, North Korea, People's Republic of China, Republic of Serbia, Romania, Russia, Sudan, Syria, 
Tajikistan, Turkmenistan, Ukraine, Uzbekistan, and Vietnam. 

You agree not to transfer, export or re-export CaptureWorks, Inc. products, technology or software to your customers or any 
intermediate entity in the chain of supply if our products will be used in the design, development, production, stockpiling or use of 
missiles, chemical or biological weapons or for nuclear end uses without obtaining prior authorization from the U.S. Government. 

If you have any questions concerning this License, contact:  
CaptureWorks, Inc., Inc. 
Legal Department 
161 Maplewood Avenue 
Maplewood, New Jersey 07040 USA 
 

Software Piracy 
Introduction 
 
CaptureWorks and its licensors own all the software licensed, distributed and sold by CaptureWorks, Inc 
("CaptureWorks Software"). Consumers may purchase a license to use the CaptureWorks Software, subject to 
the terms of the End User License Agreement that accompanies this software. CaptureWorks Software is 
intended solely for use by end users according to the End User License Agreement. Any reproduction, 
modification, transmission, redistribution or any other use of the CaptureWorks Software not in accordance 
with this End User License Agreement is expressly prohibited by law, and may result in civil and criminal 
penalties. 
 
What is Piracy? 
 
Piracy includes any unauthorized use of CaptureWorks Software or the unauthorized use of the trademarks used 
in association with the CaptureWorks Software. 
 
Two of the most common forms of software piracy are: 
 

• End-User Copying: friends loaning disks to each other, or organizations under reporting the number 
of software installations they have made.  

• Counterfeiting: large scale duplication and distribution of illegally copied software. 
 
Sharing software with friends seems like no big deal, and there's no way it has anything to do with large-scale 
counterfeiting operations, right? Wrong. Both activities violate copyright laws and put the software users, 
including you, at considerable risk. 
 
There are many forms of piracy. When determining if a product is pirated - consider the following: 
 
Pirated software is often priced considerably lower than retail. This software is sometimes packaged as a CD-R 
copy in a jewel case with little or no supporting documentation. Software is often sold without any warranty 
coverage or support. This is also referred to as "bootlegging" or "counterfeiting." The software might also come 
in tampered CaptureWorks packaging.  
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OEM software is sold alone and not bundled with appropriate hardware. OEM software generally does not 
come with a manual and is also typically distributed as a CD-R copy in a jewel case.  
Online services or websites that sell software significantly below retail or free may be selling the software 
illegally.  
 
In order to avoid unintentionally acquiring an illegal product, make sure to obtain CaptureWorks Software from 
a reputable reseller. Double check the software to ensure that it comes with a end user license agreement, 
original disks, and authentic packaging. Click here to purchase a license for legal product. 
 
Some may consider the act of acquiring pirated product or illegally downloading software as harmless. 
However, pirated products can carry viruses that can ruin your system. Furthermore, consumers may not receive 
upgrades or technical support for pirated software. Also, the economic impact of acquiring pirated product is 
staggering - not just for CaptureWorks or even the software industry - but also on the nation's economy. Lost 
revenues caused by software piracy can lead to millions of lost jobs and billions of lost tax revenue for the 
United States. 
 
Penalties for pirating software are quite extensive. Piracy can expose you and/or your business to serious 
punishment, ranging from civil penalties to criminal prosecution, fines and even prison. 
 
For more information on Software Piracy, visit the Business Software Alliance at www.bsa.org or the Software 
Information and Industry Association at www.siia.net. 
 
Report Piracy: 
Piracy Hotline: 973-763-9494 
Email: sales@CaptureWorks.com 
    

Privacy Policy 
CaptureWorks does not rent, sell or lease User Information we have collected through our web site. However, 
we may share User Information, collected through our web site, with other third parties after giving you the 
opportunity to opt out prior to any information being exchanged. Local country laws are applied where they 
differ from this policy. 
 
We are firmly committed to guarding the confidence you have placed in our company and to use, responsibly 
and professionally, any information you volunteer. We strive to collect only that information that we think is 
necessary for our legitimate business interests, such as to better understand you (our customer), to provide better 
service, to improve marketing of our products, to educate customers and to ensure that our proprietary 
information is protected. We are committed to using the information collected only for these purposes and those 
outlined below. Links to third party web sites, from this web site, are provided solely as a convenience for you. 
If you use these links, you will leave our site. We have not reviewed, nor do we monitor, these third party sites 
and we do not control, nor are we responsible for, any of these sites, their content or their privacy policy (if 
any).  
 
 
Thank You for Purchasing TaskCapture! 
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