
How to enter and track your time with Minute7?
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A step-by-step comprehensive guide.
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Step #1: Login into your Minute7 account.
Enter your email and password. Click on the “Log In” button.

https://frontend.minute7.com/login
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Step #2: You’ll be presented with the ‘Timesheets’ tab.
Stay there!
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Step #3: Select the correct information on the left side of the 
screen:
Enter: Employee name. Customer & Job. Service. Class. (You should have these already uploaded in QB).
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Step #4: Once you’ve filled out the information. Start 
entering your time. There are different ways to do it. 
Option #1:  Click on the “Start Timer” button. With this option, you’ll start a stopwatch while you’re working 
on a specific project. 
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Option #1:  Once you’re done, stop it, add a description, select your agreed rounding intervals and mark it 
as billable or not billable. Click “Add time entry” to save the record.
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Option #2:  Click on “Day entry.” Select the date and enter the duration (in either formatting: 3:30 or 3,5.) 
Add a description, mark it as billable or not billable and click “Add Timesheet” to create the entry. 
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Option #2.1:  You can also add a “Day entry” by clicking on the little clock in the duration box. Mark 
the start time and the end time, fill out the other fields, and click on “Add timesheet.”
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Option #3:  Create a “Week Entry.” Add the time worked for each day of the week by clicking the 
“week entry” option. Hover over Saturday to go to the previous week, or over Sunday to go to the next 
week. Use the calendar at the top right to pick a specific week. 
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Step #5: Filter your entries by date, employees, customers,
services, or approval status.
Add more filters like class, billable/not billable, and others by clicking the “more” button. 
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Additional options.
Click the “Edit” button and modify any information you’ve entered,  start a timer, mark it as billable or not 
billable. Click on the 3 dots “...” to discover more options. 
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Do you have any other questions? 
Email us at support@minute7.com

25% discount if you mention you learned
about Minute7 through Info Plus Accounting

mailto:support@minute7.com

