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This workbook is designed to help you understand and reflect on the steps needed to properly use Time Doctor to track your working hours. Please answer each question carefully. If you are unsure about any answer, bring it up during the live training session.
Understanding Time Doctor
Question 1:
Why is it important to use Time Doctor to register your work hours?
My Answer:
	




Question 2:
When should you start Time Doctor — before or after opening client files and emails? Why?
My Answer:
	








Question 3:
What can happen if you forget to start the timer when you begin working?
My Answer:
	





Using the Right Timers
Question 4:
How do you know which project and task to choose in Time Doctor?
My Answer:
	




Question 5:
What should you do if you realize you used the wrong timer for a task?
My Answer:
	







Question 6:
Why is it important to switch to another timer when you move to a different task or client?
My Answer:
	





Managing Your Time Doctor App
Question 7:
What should you do if you need to take a break longer than 3 minutes?
My Answer:
	




Question 8:
What is the correct way to pause and resume a timer when you take short breaks (like a quick toilet break)?
My Answer:
	







Question 9:
Where can you see which task you are currently working on while Time Doctor is running?
My Answer:
	





Compliance and Professional Use
Question 10:
What kinds of websites or activities are prohibited while your Time Doctor timer is running?
My Answer:
	




Question 11:
Why is it important to avoid watching YouTube, listening to music, or visiting non-work-related sites while working?
My Answer:
	







Question 12:
Who can see the screenshots taken while your timer is running?
My Answer:
	





Final Reminders
Question 13:
What should you do when you finish your shift to make sure everything is properly recorded?
My Answer:
	




Question 14:
If you forget to start your timer or use the wrong timer, what is expected from you?
My Answer:
	







Question 15:
Who can you contact if you have any questions or problems with Time Doctor?
My Answer:
	





End of Workbook
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