'sav Shaah
ayw 2n2

The user's guide

Work, time and billing — made for writers, editors and typesetters.
Hebrew dates, Yom Tov and Maaser built in.

K'sav Sha'ah Q. Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy a [ ? [

Good evening, Dovid

i +
Thursday, October 29, 2026 | "Dwn lwn N™ X711 "9 N DI + Client Job m

TODAY

0:47 of 4:48 hours

THIS WEEK

1 1:17 of 24:00 hours

Well behind plan - 12:43 to catch up this week. Block out a longer Thursday: 0:47 of 4:48 hours - 4:011to go.
session to get back on track.

Timer @ Mini timer Today's sessions 0:00 hours + Log time manually
Client Sub-category

Rabbi Gold v —all— ~ Mo time recorded today yet.
an Press Start on the timer, or + Log time manually.

Derasha - Lech Lecha v
Type a name that is not in the list to add a new job.

Type of work Notes
» Work in progress 3 open +Job
Writing ~ optional

Rate: $70.00 per hour TO-DO FOR TODAY

[_] Send the newsletter to the printer

16% 0 ° 4 7 * 0 0 0 Invoice Rabbi Gold for Neach
° ° Iate - was due 10/27/2026

of today

Running since 8:18 PM - $54.84 so far
OPEN JOBS

Version 1.0
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What is inside

Getting started

The screen at a glance

Home — the timer

Home — work in progress and + Add
Clients

Jobs

Job entries — hours, pages and characters
Money — payments, expenses and rates
Invoices, receipts, statements and quotes
Maaser

Reports

Job statistics

To-do list and search

Settings

Your data is safe

License and help
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Getting started

K'sav Sha'ah keeps track of your clients, your jobs, the hours you work and the money — and makes
your invoices. Everything is saved by itself on your own computer.

° Run the K'sav Sha'ah Setup file, tick | agree to the license, and press Next until it is done. It is added to the
Start menu (and to the desktop if you want).

The first time it opens it asks one question: do you follow outside Israel or Israel? This decides the Yom
Tov dates and the weekly parsha.

Already have your work in an Excel sheet? Choose Bring in an Excel sheet. Or start fresh by adding your
first client.

You have 30 days free with everything working. The line at the top shows how many days are left.

Tip Want to look around first? Settings — Your data - Try with sample data . It fills the program with
made-up clients and jobs. Remove it with one button when you are done.
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The screen at a glance

On the left is the menu. On top is a bar that is the same on every page.

= K'sav Sha'ah ¢ Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy il [ ? =

Good evening, Dovid

Thursday, October 29, 2026 | 1"9wn [lwn N XV 19 N OI* + Client *Job m

TODAY

0:47 of 4:48 hours

THIS WEEK

11:17 of24:00 hours

Well behind plan - 12:43 to catch up this week. Block out a longer Thursday: 0:47 of 4:48 hours — 4:01to go.
session to get back on track.

Timer @ Mini timer Today's sessions 0:00 hours + Log time manually
Client Sub-category
Rabbi Gold v —all— ~ No time recorded today yet.
Job Press Start on the timer, or + Log time manually.
Reports
Derasha - Lech Lecha v
Job cs Type a name that is not in the list to add a new job.
Type of work Notes
. Work in progress 3 open +Job
Writing ~ optional

Settings

Rate: $70.00 per hour TO-DO FOR TODAY

[ ] Send the newsletter to the printer

L] 7 L]
16% 0 4 0 0 [] Invoice Rabbi Gold for Noach
of today ¢ ° late — was due 10/27/2026

Running since 8:18 PM - $54.84 so far

OPEN JOBS

The Home page

Side menu: Home, Clients, Jobs, Job entries - Money, Invoices & Receipts, Maaser - Reports, Job statistics -
Settings. Press { next to the logo to fold it into small icons.

Top bar: © search everything (or press Ctrl+K) - _L reminders - C light or dark look - ? help - M your to-do list (a
red number shows what is due).
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Home - the timer

The timer is the heart of the program. Pick a job, press Start, and the hours are saved for you.

° Pick the client (or leave “all clients”).
e Click in the Job box and pick a job — or type a new name to open a new job.
e Pick the type of work (writing, editing...) if you like.

o Press P> Start. Press || | Pause for a break, and m Stop & save when you finish.

The ring shows how much of today's target is done. The two colored boxes on top show this week and today,
with a short message on how you are doing.

The mini timer floats on top of every other program,

0:47 . 03 i1 ] S0 you can start, pause and stop without opening
Rabbi Gold - Derasha — Lech... K'sav Sha'ah. Press & Mini timer on Home to bring it

back. Its N button makes it small, normal or large.

The mini timer

Tip Forgot the timer? Press + Log time manually on Home, and type the start and end time (or the total
hours).
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Home — work in progress and + Add
Under today's sessions you see what is still open, so nothing is forgotten.
: K'sav Sha'ah ¢ Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy i ? |

Good evening, Dovid

Thursday, October 29, 2026 | 1"9wn lwn N™ XV 19 N 0N + Client +Job m

Time entry
hours worked without the timer

@

THIS WEEK

11:17 of24:00 hours

Jobs TODAY

0:47 of 4:48 hours Pages | characters

]

money you received

Job entries — for per-page or per-character jobs
Well behind plan - 12:43 to catch up this week. Block out a longer Thursday: 0:47 of 4:48 hours—« § Payment
session to get back on track.

Expense
& acost for ajob

Quote

Timer @ Mini timer Today's sessions 0: ® aprice offer for a new job
@ To-do task
Maaser Client Sub-category something to remember
Rabbi Gold v —all— ~ No time recorded today yet.
Job Press Start on the timer, or + Log time manually.
Reports
Derasha - Lech Lecha v
Job cs Type a name that is not in the list to add a new job.
Type of work Notes
. Work in progress 3 open +Job
Settings Writing ~ | optional
Rate: $70.00 per hour TO-DO FOR TODAY

[ ] Send the newsletter to the printer

0 :4 7 :0 1 [ 0 Invoice Rabbi Gold for Noach

late — was due 10/27/2026
Running since 8:18 PM - $54.86 so far

OPEN JOBS

The + Add menu

Work in progress shows today's tasks, your open jobs (late ones in red, at the top), jobs that are done but not
paid for over 30 days, and invoices that are late. Press P> next to a job to start the timer on it.

+ Add v is one menu for everything else: a time entry, pages, a payment, an expense, a quote or a to-do task.
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Clients
One line for each client, with what he was billed, what he paid and what he still owes.

K'sav Sha'ah Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy ? =

Home o Clients
A )
Click a client to see his card. To change something press % Edit. Clients are never deleted - set Active to No to hide one

Clients
I Balance Due = Total Billed minus Total Paid. Orange = the client still owes you. Purple (minus) = the client paid more than he owes - a credit for future work. Green =
paid in full.

Job entries Search clients [ Show clients that are not active

@ Columns J Excel

No. Client Name A Client Since Email Hourly Rate Open Jobs Hours (all) Last Worked Total Billed Total Paid Balance Du

Money

® Kehilas Ohr Chaim 1/2/2026 $60.00 1 26:30  10/25/2026 $1,590.00 $450.00 $1,140.0 S Edit

® Mrs. Klein Publishing ~ 1/2/2026 $55.00 1 30:15  10/27/2026  $1,663.75 $380.00 $1,283.7 s Edit
Maaser .

® Rabbi Gold 1/2/2026 $70.00 1 36:45 10/23/2026 $2,572.50 $600.00 $1,972.5 SEdit

® Yeshiva Toras Emes 1/2/2026 $65.00 0 17:00  10/28/2026 $1,105.00 $900.00 $205.0 SEdit
Reports L]

4 clients - $4,601.25 owed to you

Job statistic

The Clients page

Click a client to open his card: hours this month and year, money, his jobs, his payments. To change something
press N Edit — so nothing is changed by mistake.
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Client: Kehilas Ohr Chaim

HOURS BILLED PAID BALANCE DUE

11:15 this month $1,590.00 $450.00 $1,140.00

26:30 th ar -+ 26:30 in all 2 jobs (1 open) 1 payments - last 10/4/2026

CLIENT SINCE HOURLY RATE NOW LAST WORKED
1/2/2026 $60.00 10/25/2026
NOTES

Sample data

BY TYPE OF WORK
Balance Type Amount
Weekly newsletter #13 $810.00 Writing $810.00

Weekly newsletter #12 $330.00 Editing $780.00

Click a job to open its card.
LAST PAYMENTS

Date Job Amount

10/4/2026 oldest jobs first $450.00

Work steps... + Payment Invoice Statement All payments % Edit this client

Close

A client card
Each client gets a color (pick one in Edit), shown as a dot next to him everywhere.

Work steps... on the client card gives this client (or one of his sub-categories) its own list of types of work and
steps, in the order you work — for example Writing — Editing — Proofreading — Sent. The job card then has a
Next step P> button.

Work steps - Rabbi Gold

[ Give this client (or one of his sub-categories) its own list of types of work and statuses, in the order you work. Leave a box empty to use the general list from Settings. One per line.

For

All jobs of Rabbi Gold

Types of work (one per line) Steps / statuses (one per line, in order)

Writing
Editing
Proofreading
Sent

P

Example: Writing - Editing - Proofreading Example: Writing  Editing = Proofreading = Sent. Done and Paid are added at the end by themselves. The

job card gets a Next step P button.

Cancel Save

Work steps for one client
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Jobs
A job is one piece of work for a client — a derasha, a sefer, a newsletter.

=1 K'sav Sha'ah Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy ? =

Home e JObS
| el | e
Clients Click a job to see its card. To change something press % Edit. Done and Paid jobs leave the Home job list but stay here.
Search jobs.. All clients ~  Alljobs ~  Allsub-categories v~ Alltags v
] Money view

@ Columns  { Excel

No. Client Job Name Sub-category Tags Status Date Opened ¥ W

Money ® Yeshiva Toras Emes Yom Tov kuntres Yom Tov  Kuntres Paid 10/8/2026 n % Edit
Vioney

® Mrs. Klein Publishing  Sefer layout - Chapter 6-10 Layout  Sefer In Progress 10/1/2026 N SEdit
Invoices &

® Mrs. Klein Publishing ~ Sefer layout - Chapter 1-5 Layout  Sefer Done 9/24/2026 N % Edit
Maaser

® Kehilas Ohr Chaim Weekly newsletter #13 Newsletter Open 917/2026 ' S Edit

@ Kehilas Ohr Chaim Weekly newsletter #12 Newsletter Done 9/10/2026 N S Edit
Reports

#® Rabbi Gold Derasha - Lech Lecha Weekly derashos Chumash  Derasha In Progress 9/3/2026 7 % Edit
Job statistics

® Rabbi Gold Derasha - Parshas Noach Chumash Derasha Done 8/27/2026 N S Edit
Settings ® Rabbi Gold Derasha - Parshas Bereishis Chumash  Derasha Done 8/20/2026 N s Edit

8 jobs - 110:30 hours - balance $4,601.25

The Jobs page

0 Press + New job (or type a new job name on Home).

Pick the client and type the job name. A sub-category groups jobs inside one client (like “Weekly
derashos”).

e Choose how it is billed: by the hour, per page, per 10,000 characters or a fixed price.

o Add tags if you like (Chumash, Yom Tov, rush...) - to find and compare jobs later.
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Job: Derasha — Parshas Bereishis

® Rabbi Gold -

HOURS SO FAR

JOB NAME

Done Chumash

Derasha - Parshas Bereishis

LAST WORKED
10/21/2026

ON THE INVOICE
Details

TIME ENTRIES

Date

10/21/2026

10/13/2026

9/11/2026

9/3/2026

Type
Writing
Writing

Writing

Writing

P Use in the timer + Time

Tip Fixed price jobs: the job card shows what the job would have cost by the hours you worked, and how

much you earned per hour.

K'sav Sha'ah — User guide

Derasha

BILLED

$875.00

Hourly

DATE OPENED
8/20/2026
LECTURE LENGTH
1:30

Amount

$192.50
$245.00
$192.50

$245.00

+ Pages + Payment

PAID BALANCE

$600.00 $275.00

$600.00 from client
payments

DATE DONE
9/9/2026

WORK PER LECTURE HOUR
8:20

PAYMENTS FOR THIS JOB

Paid from client payments ($600.00).

Invoice

A job card

10



7

Job entries — hours, pages and characters

Every work session, and every count of pages or characters, is one line here. Nothing is ever
deleted: a wrong line is marked Void and can be brought back.

K'sav Sha'ah Q  Search clients, jobs, notes, payments... (Ctrl+K) Trial — 30 days left - Bu ? [
pay Y y

Home Job entries

Your work sessions and your pages & characters. Press % Edit on a row to change it. Nothing is deleted - a wrong entry can be marked Void. Press v to fold a

ents table and make room for the other.

Search All clients ~ From  mm/ddfyyyy O to  mm/dd/yyyy 0O [ Show void entries
Job entries v Time entries 36 entries - 110:30 hours - $6,931.25

@ Columns 4 Excel

No. Date W Hebrew Date Client Job Hours Rate Amount Typea

Money

10/28/2026  1"own jwn " 700 ® Yeshiva Toras Emes YYom Tov kuntres 3:30 $65.00 $227.50  Editim % Edit

10/27/2026  1"own lwnT"0 A O @ Mrs. Klein Publishing ~ Sefer layout - Chapter 6-10 4:00 $55.00 $220.00 Proofi = Edit

Maaser 10/25/2026  1"own wn T NDI @ Kehilas Ohr Chaim Weekly newsletter #13 3:00 $60.00 $180.00 Writin % Edit
10/23/2026  t"own lwn 1™ | ol @ Rabbi Gold Derasha - Lech Lecha 3:30 $70.00 $245.00 Proofi % Edit
Reports » .
Job stati v Pages & characters 0 entries - 0 pages - 0 characters + $0.00
@ Columns

No pages or characters to show.

Job entries

Press N Edit on a line to fix it. The two tables fold with v to make room for the other.
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Add a time entry

[ Enter a start and end time, or the total hours.

Client

L Rabbi Gold

Job =

Rabbi Gold - Derasha - Lech Lecha
[J show finished and paid jebs too
Date *

10/29/2026

Break (minutes)

Own rate for this entry ($)
empty = from Rates
Enter 0 to not charge this entry.
Bill this time?
Yes
No = the hours count, but no money.

Notes

Find a job

type part of the name...

Type of work
Writing

To add a type of work, go to Settings (or per
client: client card - Work steps).

End

Total hours (like 1:30)

Leave empty to use Start and End.
Rush multiplier
empty = normal

For a rush job type 1.5 {or 2).

Adding a time entry

For per-page work, press + Pages / characters. Several page levels (simple, medium, complex) go into one entry

- press + Another level.

K'sav Sha'ah — User guide
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Money - payments, expenses and rates
The Money page has three tabs on top.

= K'sav Sha'ah Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy I : ? =

Home o Money
: Payments Expenses Rates
o
Jot Every payment you receive. A payment can be for one job, or for the client in general - then it pays the cldest jobs first. R eIt
obs
e OWED TO YOU RECEIVED THIS MONTH RECEIVED THIS YEAR
ob entries
$4,601.25 $1,050.00 $2,330.00
by all clients together October 2026
Money
In Who owes what
Maaser Rabbi Gold billed $2,572.50 - paid $600.00 $1,972.50 -+ Payment
Mrs. Klein Publishing billed $1,663.75 - paid $380.00 $1,283.75  + Payment
Reports Kehilas Ohr Chaim billed $1,580.00 - paid $450.00 $1,140.00  + Payment
1] cs Yeshiva Toras Emes billed $1,05.00 - paid $200.00 $205.00 + Payment
Search payments All clients ~ All dates, ~ All methods Save as PDF [J Show void rows
@ Columns 3 Excel
No. Date ¥ Hebrew Date Client Job Amount Method Reference Receipt Note
10/9/2026 T™OWN IWn N 1o ® Rabbi Gold all jobs (oldest first) $600.00 Check 1201 Samr % Edit
10/4/2026 T"OMN UM A" NNt @ Kehilas Ohr Chaim all inhs [oldast first) $450.00 Chack 1202 Sam | % Fdit

Payments

Payments: every payment you receive. A payment can be for one job — or for the client in general, and then it
pays his oldest jobs first. When a job is paid in full it becomes Paid by itself.

Expenses: what you paid for a job (printing, a translator...), with what you charge the client for it.

Rates: rates go by date. A new rate starts on its date, and older work keeps the old rate. The most exact rate
wins: for the job, then for the client and type of work, then for the client.

K'sav Sha'ah — User guide
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Invoices, receipts, statements and quotes

Fill in your Business info once. Then every paper is made with a preview, exactly as the PDF will
look.

Invoice INV-0001- Rabbi Gold

Using the standard choices

[ Check the amounts before you send it. Client, job, hours, pages, rates and total.

LOOK

= Number INV-0001 *
Language |nV0|Ce

Date 10i29/2026
English Dovid Klein - Writing & Layout Toun N '
12 Maple Ave, Brooklyn NY
Phone: 718-555-0142
Blue dovid@example.com

Color

Font
BILLTO

Arial Rabbi Gold

Text si.
extsize Description Amount
10

Derasha - Parshas Bereishis

Table text size Hours worked

Same as tha text Derasha - Parshas Noach

Hours worked
TOP OF THE PAGE

Derasha - Lech Lecha
Date on the paper

N Hours worked $735.00
English and Hebrew date

Total 2,572.50
My logo o $
Payments received -$600.00
My address v

Balance due 1,972.50
My phone 1 =

Save as my default Save for Rabbi Gold Cancel Save the PDF

Making an invoice

Press + Invoice (or Invoice on a client or job card).
Pick the client and a job — or leave Job empty for all his unpaid jobs.

On the left, choose what to show: English or Hebrew, color, the date (English, Hebrew, both or none), hours,
payments...

Press Save as my default or Save for this client to keep these choices, then Save the PDF. It can open an
email to the client for you.

Each invoice shows its status: Paid, Not sent, Waiting, or Late after 30 days. + Receipt makes a receipt for a
payment; + Client statement lists what was billed and paid.
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K'sav Sha'ah Q  search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy ? )

Home a Invoices & Receipts

Invoices & receipts Quotes

@ Columns J Excel

No. Date ¥ Number Client Job Amount  Good Until Status
Job entries

10/29/2026 Q-0001 ® Rabbi Gold Pesach Haggadah layout $1,226.00  11/28/2026 Sent % Edit

Money

Invoices & Receipts

Maaser

Reports

Job stat|

Settings

Quotes

Quotes (second tab): a price offer for a new job. When the client says yes, press Accepted - make the job.
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Maaser

The Maaser page works out what to set aside from your income, and what is still left to give.

= K'sav Sha'ah Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy il [ ? =

Home ° Maaser

10% of your income, set aside and given. Income = payments you received + other income. Expenses are taken off first.

Every year together ~ @ Maaser settings

MAASER (10%) STILL TO GIVE

$233.00 $233.00

INCOME

$2,330.00

Job entries

payments $2,330.00 + other $0.00 given so far $0.00 all years together

expenses taken off $0.00

In &
How it was worked out all years - click a line to see whatis in it
Maaser
v Payments received (4) $2,330.00
10/9/2026 Rabbi Gold $600.00
Reports 10/4/2026 Kehilas Ohr Chaim $450.00
9/29/2026 Mrs. Klein Publishing $380.00
9/24/2026 Yeshiva Toras Emes $900.00
» + Other income $0.00
» - Expenses (0} $0.00
» - Other expenses $0.00
= Income after expenses $2,330.00
x10% = Maaser $233.00
Maaser

“How it was worked out” shows every step. Click a line to see the payments or expenses inside it. The percent
and which payments and expenses count are set once under # Maaser settings. Add other income and charity
given in the boxes at the bottom.
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Reports
Reports has four tabs: Week, Month, Year and Calendar. €4 » move back and forward.

K'sav Sha'ah Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy il [ ? =

Home a Reports

Week Month Year Calendar

Hours by day and by week. Weeks start on Sunday. Click a day to see it. The Week column shows the parsha - click it to give that week your own name (clear it
to go back to the parsha).

THIS MONTH

53:30 hours

THIS YEAR WEEKLY TARGET

110:30 hours 24:00 hours

October 2026 2026 Change it in Settings

Week of 10/25/2026 x11 19 4 Thisweek b This week by client
10:30 of 24:00 hours - 13:30 to go. Dashed line = the target for that day. Mrs. Klein Publishing 4:00
300 4:00 30
"""""""""""""" Yeshiva Toras Emes 3:30
Reports Kehilas Ohr Chaim 3:00
By job
Sun Mon Tue Wed Thu Fri
Sefer layout - Chapter 6-10 .
25/10 26010 2710 28/10 29/10 30/10 Mrs. Klein Publishing 4:00
Yom Tov kuntres .
Yeshiva Toras Emes 3:30
Weekly newsletter #13 3:00
Kehilas Ohr Chaim :
The week

Week: hours day by day against your targets, with Yom Tov marked. Click a day to see everything of that day.

K'sav Sha'ah — User guide
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K'sav Sha'ah

Home

Money

Invoi

Maaser

Reports

Q  Search clients, jobs, notes, payments,

B Reports

Week Month Year

Calendar

(Ctrl+K)

Trial - 30 days left - Buy

Each day shows the jobs you worked on (in the client's color), Yom Tov, and payments that came in. Click a day to open it.

« October 2026 a

>

This month

October 2026 53:30 hours of 91:12 - earned $3,446.25 - received $1,050.00

SUNDAY MONDAY

4 "y 5
minnnnw

+$450.00

n Y 12

[ sefer layout - Cha... 2:45
2:45/4:48

18 T

[ sefer layout - Cha... 3:30

3:30/4:48

0:00/4:48

0:00/4:48

0:00/4:48

TUESDAY

6 s
| Derasha - Parshas... 2:45

2:45) 4:48
13 2
| Derasha - Parshas... 3:30

3:30 a:48
20 K

| Yom Tov kuntres  3:00

3:00/4:48

The calendar

WEDNESDAY

7 "3

| Derasha - Lech Le... 4:00
4:00/4:48

14 2
| Derasha - Parshas... 2:00

2:00 /4:48

21 "
| Derasha - Parshas... 2:45

2:45/4:48

THURSDAY

1 el
RO VIR 2N

8 "3

[ Weekly newsletter... 3:30

3:30/4:48

15
[ Derasha- Lech Le... 3:00

3:00/4:48

22 K
| Derasha - Parshas... 4:00

4:00/4:48

?
FRIDAY
2 R
NI VIR
9 n"
| Weekly newsletter... 2:00
+$600.00
2:00
16 n
| Weekly newsletter... 2:45
2:45
23 an
| Derasha - Lech Le... 3:30
3:30

Calendar: the month like a wall calendar - the jobs of each day in the client's color, Yom Tov, and payments that

came in.

K'sav Sha'ah

Home

Money
Invoi

Maaser

Reports

Q  Search clients, jobs, notes, payments,

B Reports

Week

Month Year

Calendar

(Ctrl+K)

The whole year at a glance. Old years are never deleted - pick any year.

HOURS

110:30 or1171:12

8 weeks worked - 13:49 a week

‘Where the money came from

EARNED (BILLED)

$6,931.25

$62.73 per hour

ECEIVED

$2,330.00

payments dated in 2026

Meonth by month

Trial - 30 days left - Buy

8 Year in Excel

2026

OWED TO YOU NOW

$4,601.25

all years, all clients

hours - dashed = target

Hourly work $6,931.25 100%
Pages & characters $0.00 0%
Fixed price jobs (done this year) $0.00 0%
Expenses charged $0.00 0%
Total $6,931.25 ||
Jan  Feb Mar  Apr  May Jun Jul Aug Sep Oct Nov Dec
By client
@ Columns 3 Excel
No. Client Hours Earned ¥ Received Per Hour Balance Now
® Rabbi Gold 36:45 $2,572.50 $600.00 $70.00 $1,972.50
@® Mrs. Klein Publishing 30:15 $1,663.75 $380.00 $55.00 $1,283.75
& Kahilas Ohr Chaim 2R:30 €1 500 00 €450 NN &R0 NN %1140 00
The year

Year: hours, money earned and received, by client and month by month. § Year in Excel makes one file for your

accountant.

K'sav Sha'ah — User guide
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Job statistics

How long your jobs really take — so you know in advance how long a new job will need.
=1 K'sav Sha'ah Q, Search clients, jobs, notes, payments... (Ctrl+K) Trial - 30 days left - Buy ? =

Home a Job statistics

How long your jobs really take — so you know in advance how many hours a new job needs. Fill in Lecture length or Word count on a job (Edit job). A job counts

G here when it is Done or Paid.

® Lecture length % Words

Job entries

JOBS COUNTED
No finished jobs with a word count yet.
TOTAL LECTURE LENGTH

4:45
WLty TOTAL WORK TIME N .
43115 Estimate a new job
Invoices & R ;;:‘C Gilsillisl (e Alanlod Job type (optional) Number of words
QUICKEST JOB — average of all jobs — ~ like 5000
Maaser 8:20
SLOWEST JOB
11:00
Reports Estimate a new job
Client (optional) Lecture length (minutes or h:mim)
Job statistics
— average of all jobs — ~ 1:30
P Expected work time: 13:39 - likely between 12:30 and 16:30
Settings
By client (lecture length) By job type (words)
Client Jobs  Lecture Work Per lecture hour
® Rabbi Gold 2 2145 2815 9:33 Nothing yet. 2

Job statistics

Fill in the lecture length or the word count on your jobs. When they are done, this page shows the work time per
hour of lecture and words per hour — by client, by job type and by tag — and estimates a new job.
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To-do list and search

5 Ksavshaan Q. Search cilents ous, notes, payments... ©uier) ) (a0 aspeieniEn)) | & 2 (8 Tod x

Wellbehing plan ~13:30 o catch up ths
week. Block out a longer session to get back
ontrack.

. Addataskand press Enter.

Good evening, Dovid im0 Nomal v Norepeat v
Ttscoy, ocobr 29,2028 | Poun po ' pn 31 ot g Tod@ o0
THis week Tooay ] Invoice Rabbi Gold for Noach
Lato-10/27/2026
10:30 of 24:00 hours 0:00 of 4:48 hours

’ (] S the newstettrto the priner

Thursday: 4:48 hours planned,

e printer about the cover
026

Press [4 at the top. Add a task with a due date, a

Client Sub-category
Rabbi Gold v —an—
Reports
dob
Job statistic Derasha - Lech Lecha
Type 3 name that s notn the st to 3  new o
Settings Type of work Notes.
Weiting ~| | optiona

Rate: $70.00 per hour

Choose a job, then press Start

priority and a repeat (every week or month). Late tasks

sessions 0:00  +Log time manually

. show red, today's orange. When you tick a repeating

No time recorded today yet.

s v o task, the next one is added by itself.

Work in progress 3 open +ob

o 0:00:00 Ui

= printer

The to-do list

K'sav Sha'ah

I ™ (2]

| @ dera J Trial - 30 days left - Buy A q ? @

o _/
JOBS -
® Derasha - Parshas Bereishis Rabbi Gold - Done
@ Derasha - Parshas Noach Rabbi Gold - Done

+ Client +Job m

® Derasha - Lech Lecha Rabbi Gold - In Progress

v

10'30 of 24:00 hours

TODAY

0:00 of 4:48 hours

Thursday: 4:48 hours planned.

Well behind plan - 13:30 to catch up this week. Block out a longer
session to get back on track.

Timer @ Mini timer Today's sessions 0:00 hours + Log time manually
Client Sub-category
Rabbi Gold ~ —all— ~ No time recorded today yet
11y Press Start on the timer, or + Log time manually.
Derasha - Lech Lecha v
Type a name that is not in the list to add a new job.
Type of work Notes
. Work in progress 2 open +Job
Writing ~ optional
Rate: $70.00 per hour TO-DO FOR TODAY

"] send the newsletter to the printer

0% 0 :0 0 : 0 0 [ [ | Invoice Rabbi Gold for Noach

of today late - was due 10/27/2026
Choose a job, then press Start
OPEN JOBS

Search

Type in the © box at the top: clients, jobs, notes, payments and tasks show as you type. Use the arrows and

Enter to open one.

K'sav Sha'ah — User guide
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Settings
Settings are tiles — press one to open it. Changes are saved as you go.

K'sav Sha'ah Q  dera Trial - 30 days left - Buy ? 1)

Home e Settings

Clients Choose what you want to change.

YOU & YOUR WEEK

5 About you © Work week & targets S Messages
s e Greeting: Dovid - America 24:00 hours a week - 5 work days What the Home page says about yo

D

Q

Yom Tov & days off ° Work hours & reminders
Money Outside Israel - Chol Hamoed off - y... Reminders off
LISTS
Maaser Job statuses 5 Types of work = Page levels
Open, In Progress, Waiting, Ready, S. 10 types Simple, Medium, Complex
Reports Payment methods
Cash, Check, Zelle, Bank transfer, C...

Job stati

MONEY & DOCUMENTS

Settings
o, Money & rounding Business info & invoices
A o rounding - markup 0% Dovid Klein - Writing & Layout - Eng
PROGRAM
N Language o License Look & colors
English Trial — 30 days left @@ Main color, side menu, text siz
Settings

Work week & targets: your weekly target, or a target for each day. Work on Saturday night is for work after
nightfall (Motzei Shabbos).

K'sav Sha'ah — User guide



Yom Tov & days off

[ On Yom Tov there is no target, so a week with Yom Tov is not counted as behind. The dates come from the built-in calendar (2000-2100).

Dates and parsha for Chol Hamoed

Outside Israel Day off

Purim Chanukah

Day off Normal day

Tisha b'Av
Half day
YOUR OWN DAYS OFF

A wedding, a trip, a sick day - the target for those days is O (or half).
From To What

mm/dd/yyyy 0 mm/dd/yyyy 0O like: Wedding

2026 4 >
Date Day What
3/2/2026 Monday ANDX NYN
3/3/2026 Tuesday o9
4112026 Wednesday nos 1y
4/2/2026 Thursday 'N N0
4132026 Friday 1 ND9
414/20286 Saturday noa winn%in

4/5/2026 Sunday nos TInn 2N

Yom Tov & days off

Erev Yom Tov

Half day

Fast days

Normal day

Tzom Gedalya, Asara b'Teves, Ta'anis Esther, Shiva Asar b'Tammuz

Half day?

Counts as
Normal
off
Half day
off
off

off

Yom Tov & days off: Yom Tov has no target, so a Yom Tov week is not “behind”. Choose how Chol Hamoed, Erev

Yom Tov, Purim, Chanukah, fast days and Tisha b'Av count, and add your own days off. The dates are built in

from 2000 to 2100.

Work hours & reminders

Turn on reminders - small messages in the corner of the screen, even when the program is in the background.

WHEN YOU WORK

Day Start

Sunday 09:00 AM
Monday 09:00 AM
Tuesday 08:00 AM
Wednesday 09:00 AM
Thursday 09:00 AM

Friday m] 09:00 AM
On Yom Tov and your days off there are no reminders
WHICH REMINDERS
Time to start At your start time, if the timer is not running.
Still not started 15 minutes after the start time.
Forgot the timer? The timer ran 3 hours with no break, or is still running after your end time.

Paused too long The timer was paused for more than 20 minutes.

Behind for the day 2 hours before the end time, when today's target is still far.

End of the day At your end time: today's hours and what is left for the week.
Weekly summary Friday at noon: the week in one short message.

Play a soft sound

Work hours & reminders

Work hours & reminders: set when you start and end, and choose reminders — time to start, forgot the timer,
paused too long, end of the day. The L button on top turns them off for the day.

K'sav Sha'ah — User guide
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Language: English, Yiddish or Hebrew — the whole program changes. Look & colors: the main color, the side
menu color and the text size. Every table has # Columns to choose its columns and {§ Excel to save it.

Trial - 30 days left - Buy.

3 Good evening, Dovid

week
30 of 24:00 hours

—obn— v Rabbi Gold

X 3 200 N OYIIN

0:00:00 .

In Yiddish The dark look
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Your data is safe

Everything is saved by itself, and a backup copy is made every day (the last 30 days are kept).

Your data
[ Everything is saved automatically on this computer, and a backup copy is made every day (the last 30 days are kept).
Save a backup copy (USB stick, Google Drive...)

. Second backup copy - also save the daily backup inte your Google Drive, Dropbox or OneDrive folder, so itis safe even if the computer breaks.

Pick the folder...

Restore from a backup copy
Open the folder where my data is saved
v Check my numbers

= Activity log (what was done and when)

Erase all data... (start fresh)

4 clients - 8 jobs - 36 time entries - 4 payments

[ Remove the sample data

Changes are saved as you go.

Your data

Settings — Your data: save a backup to a USB stick, restore one, bring in data from any Excel sheet, see the
activity log, or check your numbers. Second backup copy also saves the daily backup in your Google Drive,
Dropbox or OneDrive folder — safe even if the computer breaks.

Tip Nothing is ever deleted. A wrong entry is marked Void, a client you don't work with is set to not active —
and both can be brought back.

K'sav Sha'ah — User guide
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License and help

License

[ Trial - 30 of 30 days left. Everything works fully during the trial.

This computer'scode B7LA=3WLZ=-3YCJ  cCopy

A license key works only on the computer with this code. On a new computer, ask for a new key.

ENTER A LICENSE KEY

Paste your license key here (it starts with KS1-)

Save the key

I am the seller - load my seller key

Changes are saved as you go. m

The license

c Open Settings — License and copy this computer's code.
e Send the code to the seller and pay.

e You get a license key by email. Paste it in and press Save the key.

A key works on that one computer. For a new computer, ask for a new key. Updates keep your data and your
license.

Help (the ? on top) has ™ Report a problem: write what happened, and the program makes a report with a
picture of the screen and opens an email to the seller.
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