Project - Documents

PROJECTS

PROJECTS - DOCUMENTS

The Documents tile allows you to link, view or delete digital documents
effortlessly. All the project documents are kept in one place by making use of

this function.

These documents need to be saved in a shared folder on the server.

Ribbon Access: Maintenance / Projects > Projects

® - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 L=_lL |l
j _e_ Equipment Locations ~ Contract  Finance /HR  Inventory | Maintenance /Projects = Manufacturing  Procurement  Sales  Service  Reporting  Utilities

BB F X -

d

=i =] = :

By (] & & &

Instructions Tasks Generate | WorkRequests | Maintenance | |Projects| Standard  Work Order Technidan
Tasks Radar Methodology  Allocaton  Allocation

\
a|

[ERN

. The Project Listing screen will be displayed.

N

. Select the Site where the project can be located.
* The example has Durban selected.

w

. Select the Status for the project.

* The example has Open selected.
4. Click on the row of the project you wish to link documents to.
5. Click on the Documents tile.
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® - @ Project Listing - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =B jx]
| @ | rome | JLocations  Contract  Finance /MR Inventory  Mai [Projects  Mar - & x
@ Q IE Save Layout B Apply Project Methoddlogy e f Emr.rlnyee Time LQ ﬁ"“\\_ﬂ
| & Workspaces 5 Project Time .
Gl bk @, sovertter | (M AdustProject Bacelne p?;:‘ | & Progress Report | MN’:TN.,E 2o e projects [\
‘ Format | Pr ing 7 Analysis 4 Print Current ad
2 || Lsting | Hierarchy
»
Functions ProjectRef Description Status  StatusDesc | EndDate  ManagerName  Notify  CustomerCode  CustomerName  DeptName
o o L = e o o e -
»|E PRI0000071  SP240 New Deal. ) Open 05/06/2017 BincaDuToit  No  TIAQOL Titan Group
PRIOD0007S  Check Technican Assignment O Open 17/09/2014 BeindaSharman Mo HOPOOL Hope Works (Pt
[ PRIODOD0SZ  Test Projects viewedin Cust.. O Open 18/03/2014 BelindaSharman No  HOPOOL Hope Works (Pt
Work Orders B PRIO000083  New machine instaliation o Open 02/10/2014 BiancaDuToit  No  DER0O1 Derton /Techno...
PRI0D000BS st o Open 02/10/2014 BencaDuTot No  DERODI Derton [ Techno...
PRIDO0007  SP240 New Deal o Open 14/11/2014 BiancaDuToit No  TIADDL Titan Group
PRI0D00089  Machine installations ) Open 08/02/2015 Beindasharman Ne  HOPDOL Hope Works (Pt..
PRIO0000S0  SprintSP1912New Deal Sale O Open 11/01/2015 Belinda Sharman No  HOPOO1 Hope Works (Pt.
PRIDD000S1  Service for HOPOD1 o 06 No... O Open 07112014 BiancaDuToit No  HOPOOL Hope Works (Pt.
PRI0D000S2  Scheduled Maintenance for H... O Open 07/11/2014 BiancaDuToit No  HOPOOL Hope Works (Pt
PRID000093  Scheduled Maintenance for D... O Open 07/11/2014 BiancaDuToit  No  DEROO1 Derton [Techno ..
B PRIOO00094  Scheduled Maintenance for Y... O Open 07/11/2014 BiencaDuToit No  YES001 Young Electric
PRI0D000SS  Scheduled Maintenance for T... O Open 07/11/2014 BancaDuTot No  TIAGOL Titan Group
PRIDD000S  Site Inspectino o Open 18/03/2015 BiancaDuToit No  HOPOOL Hope Works (Pt
B PRIO0000S9  Install Machines ) Open 21/03/2015 BencaDuTot No  HOPOOL Hope Works (Pt...
PRIOO00I00  Machine inspectonrequired  © Open 2/05/2015  Belinda Sharman  No
ment History PRID000101  Scheduled Maintenance for H... O Open 15/05/2015 BancaDuToit ~No  HOPOOL Hope Works (Pt
PRI0000102  Scheduled Maintenance for D... O Open 15/05/2015 BiancaDuTot Mo  DEROOL Derton [ Techno...
PRI0000103  Scheduled Maintenance for H... O Open 15/08/2014 BincaDuTot No  HOPOOL Hope Works (Pt
@ PRIOO00104  Scheduled Maintenance for D... O Open 15/08/2014 BiancaDuToit No  DERDO1 Derton /Techno...
@ PRIO00010S  Scheduled Maintenance for Y... O Open 15/08/2014 BiancaDuToit MNo YESOOL Young Electric i
Scheduled Maintenance for YES001 on 14 Aug 2014 | User : MdandaK | 01/03/2021 | Version: 25.0.4 | Example Company v25.0.0

6. The Documents for Project : [project ref number] screen will be dis-
played.
7. Alist of documents currently linked to the project will display.

ADD PROJECT DOCUMENTS

8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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$ - @ > vocuments for Project: PRIDN00071 - BPO: Version 2.5.0.4 - Example Company v25.0.0 —(aJx]
| @ | Home | Jlocatons  Contract  Finance /HR  Inventory  Mai [Projects  Manufacturi Sales  Service  Reporting  Utiites - & x
O |4 » R § <
Oz XQO H O
Add | Edt Delete Back | Savelayout Workspaces | View Refresh
‘ o
Document DocDesarption DocType
v o o Al __.
» \\192.168.0.200\ExamplePDFs \Projects\71\SALESORDER. pdf Test linking documents to a project COMP
Open Windows | User : JulandaK | 01/03/2021 | Version: 2.5.0.4 | Example Company v25.0.0

9. The Add document screen will be displayed.

@ Note that the Repository Path field is populated with the path that has been

configured in the Company Configuration.

10. Click on the search button in the File field.
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Project - Documents

$ - o———bwmnm»mvmmn-wmvum — el
@ | rome | Equpment/Locatons  Contract  France /MR Inventory  Mai [Projects  Manufacturi Sdes  Service  Reporing  Utites - & x
Save  Back
| 0 "
e ol
Path e
Repository Path C:\ProgramData\CO3 Technologies\BPO
\SharedDocumentProjects\
File Description
Doc Type
Open Windows

| User: JulandaK = 01/09/2021 | Version: 2,5.0.4 | Example Company v2.5.0.0

A

11. From the Select File pop up screen,

12. Locate the file on your server / computer that you wish to link.

E/j Ensure that the document name appear in the File name: field by clicking on

the document to select it.

13. Click on Open.
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. £ Add document - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =B x ]
\ é Home | Equipment /Locations  Contract  Finance /HR  Inventory [Projects  Manuf P Sales  Service Reporting  Utiiities - & X
Save  Back
Process ‘ a
File |Drop file here p*
Path *
Repository Path  C:\ProgramData \CO3 Technologies\BPO
\SharedDocumentProjects\
File Description .
@ SelectFile 4-—{!) %
Doc Type v +» <« Users > JulandaK > Documents > Customers v ® | Search Customers P
Organize ~ New folder = M @
~ [ ThisPC A Name Date modified Type
> == Con NBDB006E @20210112 Customer Invoice 2021/01/08 200 PM  Microsoft Excel W...
> I Desktop 3] Customer Sales Agreement 2020/01/1012:06...  Microsoft Word D.
> %] Documents
> 4 Downloads
> D Music
> [&] Pictures
> Videos
> = Lol DEE(C) v < = >
File name: | 20210112 Customer Invoice 4 o] [anfies ) v
&— Cancel
Open Windows - e ]

14. The File and Path fields will be populated with the details of the selec-
ted document.

15. Click in the File Description field and type a description for the doc-
ument.

16. Click on the down arrow in the Doc Type field to select the document
type from the drop-down menu.

17. Click on Save to save the link.
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® - Add document - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 — J(ax
L @ | ome jpment /Locatons  Contract  Finance /MR Inventory  Mai [Projects  Manufacturi Sdes  Service  Reporing  Utites - & x

File ' 20210112 Customer Invoice.xdsx ek
Path | C:\Users\VulandaK\Documents\Customers

Repository Path C:\ProgramData\CO3 Technologies\BPO
\SharedDocumentProjects\

File Description Customer Invoice for Project ]1

Doc Type | Company Documentation [l=-
Type | # Description -

CAG  Customer Agreements -

CCF  Customer Configuration o

CCO  Customer Correspondence L -

CDS | Customer document sample:

COMP ' Company Documentation

CPR  Customer Processes

CUS | Customer Documentation

x

Open Windows ~ | User:Juandak = 01/09/2021 | Version:2.5.0.4 = Example Company v2.5.0.0

18. When you receive the Document Processing message confirming that;
* The document has been saved.
19. Click on OK.

E/] Note that BPO does not save the physical document, but a link to where the

document has been saved.
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$ - Add document - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =8 ][ x]
\ é Home | Equipment /Locations  Contract  Finance /HR  Inventory [Projects  Manuf P Sales  Service Reporting  Utiiities - & X
|3
Save  Back
Process ‘ X
File ' 20210112 Customer Invoice.xdsx p*
Path | C:\WUsers\ulandaK\Documents\Customers *
Repository Path  C:\ProgramData \CO3 Technologies\BPO
\SharedDocumentProjects\
File Description | Customer Invoice for Project .
Doc Type | Company Documentation - Document Processing ‘—® X
o The documen&as been saved.
Open Windows ¥ | User:Juandak | 01/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

20. The Documents for Project screen has been updated with the doc-
ument you have linked.

21. Click on Refresh to update your screen, if required.

22. Click Back to return to the Project Listing Screen.
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8 - Documents for Project : PRIG000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (—Jlajc]
- Jlocatons  Contract  Finance /MR Inventory  Mai [Projects  Mar Sales  Service  Reporting  Utities = &8 x
s - —ur
O ZXO R El (& Py
Add  Edt Delete | Back | Ssvelsyout Workspaces | View [Refresh
Processing 7 For 3 Current _ a
Document DocDesarption DocType
v O - 0
» \\192.168.0. 200\ExamplePDFs \Projects\71\SALESORDER.pdf  Test inking documents to a project comp
[ 0! je... Customer Invoice for Project comp @
Open Windows ~ | User:Juandak = 01/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

EDIT PROJECT DOCUMENTS

1. From the Documents screen,
2. Click on the row of the document you wish to edit.
3. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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Project - Documents

s - @ > Documents for Project : PRIDD00O71 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 —JLaJx)
@ | rome | JLocations  Contract  Finance /MR Inventory [Projects  Mar Sales  Service  Reporting  Utities - & x
) a A —
O2|XO0 R E <
Add Edit |Delete Back | Savelayout Workspaces | View Refresh |
Pr u;n::\e Format i Ci t ‘ o
Document DocDesarption DocType
v O - 0
\\192. 168.0. 200\ExamplePDFs \Projects\71\SALESORDER. pdf Test linking documents to a project ComP
C:VP \co3 je. Customer Invoice for Project COMP

“

| User:Juandak = 01/09/2021 | Version:2.5.0.4 = Example Company v2.5.0.0

The Edit Document screen will be displayed with the selected file
information populating the fields.

You can make changes to the File Description or select an alternative
Document Type.

Click on Save.
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8 - » dit - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (—JlaJix
- @ | rome | JLocations  Contract  Finance /MR Inventory  Mai [Projects  Mar Sales  Service  Reporting  Utities - &2 x
Save | Back
Process 4 ad
File ' 20210112 Customer Invoice.xdsx b
Path C:\ProgramData\CO3 Technologies\BPO -
\SharecDocumentProjects\71

Repository Path C:\ProgramData \CO3 Technologies\EPO
\SharedDocumentProjects\

File Description Customer Invoice for Project |+

Open Windows | User:Juandak = 01/09/2021 | Version:2.5.0.4 = Example Company v2.5.0.0

7. When you receive the Document Processing message to confirm;
* The document has been saved.
8. Click on OK.

‘ = Edit Document - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 T
| @ | rome | cqupment/locatons  Contract  Finance /MR Inventory [Projects  Manufacturing P Ssles  Serve  Reportng  Utfies - & x
HO
Save  Back
Process P &
File 20210112 Customer Invoice.xisx b
Path C:'ProgramData\CO3 Technologies\BPO *
\SharedDocumentProjects\71
itory Path |C:¥ 03
\SharedDocumentProjects\
File Description  Customer Invoice for Project *
Doc Type Customer Documentation v Document Pmcessmgi—e X
s
The document has been saved.
Open Windows v | User: JulandaK | 01/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 4
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9. The Documents for Project : [project ref number] screen has been
updated.
10. Click on Refresh to update the screen, if required.
11. Click on Back to return to the Project Listing Screen.

$ - Documents for Project : PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = ][x]
‘767‘Hm‘ Jlocations  Contract  Finance /HR  Inventory i [Projects  Mar i Sales  Service Reporting  Utities - &® x
m AL 1 = g
O 2 X & = &
Add  Edit Delete | Back | Savelayout Workspaces | View |Refresh| {10]
S
Document DocDescription DocType
v o o o
\\192. 168.0. 200\ExamplePDFs Projects\71\SALESORDER pdf  Test linking documents to a project comp
» C:\Progr: \co3 PO\SharedDx je Customer Invoice for Project cus
<. g
Open Windows + | User : JuandaK | 01/05/2021 | Version: 2.5.0.4 | Example Company v25.0.0

DELETE PROJECT DOCUMENT

1. From the Documents for Project : [project ref number] screen,
2. Select the row of the document you with to remove from the project.
3. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.
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s - ° > for Project : PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 Lo jlac
‘_@ J ipme /me Contract F‘I\m\zlrﬁihjvﬂm i [Projects N facturing  Proc Sales  Service Reportng  Utiities - & X
O X0 X} 5 &
Add Edt Delete | Back | SaveLayout Wolmxes View Refresh
C Format “ Current 4 A
Document DocDescription DocType
v o o e
B \\192. 168.0. 200 \ExamplePDFs \Projects\71\SALESORDER.. pdf Test linking documents to a project coMP
C:¥ \co3 jies\BPO \SharedD je... Customer Invoice for Project cus
Open Windows ~ | User: JulandaK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

4. When you receive the Delete Document message to confirm;
* Are you sure you want to remove this document from pro-

ject [project ref number]?
5. Click on Yes.
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' v Documents for Project : PRIO000071 - BP0 Version 2.5.0.4 - Example Company v2.5.0.0 =JlB jix]
‘ E | Home | Equipment/locations  Contract  Finance /HR  [nventory [Projects ifacturir Pr Sales  Service  Reportng  Utilities - & X
= ) x AR
O/ X0 {| E &
Add  Edit Delete Back | Savelayout Workspaces | View Refresh
Processing i Format ‘ Current o
Document DocDescription DocType
v s - e
» \\192.168.0.200\ExamplePDFs\Projects\71\SALESORDER.pdf ~ Test linking documents to a project. COMP
C:Vp 03 jies \BPO \SharedDx je... Customer Invoice for Project cus
Delete Document <—°
s . .
Are you sure you want to femove this document from project
PRJODODO71?
O—— ==
Open Windows ~ | User: JulandaK | 02/09/2021 | Version:2.5.0.4 = Example Company v2.5.0.0 %

6. The document link has been removed from the Documents for Project
screen.

7. Click on Back to return to the Project Listing screen.

- for Project : PR 1 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 -l |x

E ‘ Home | Equipment/Locations  Contract  Finance /fHR  Inventory i [Projects i Sales  Service  Reporting  Utiities - & x
‘n T A [—] -

OXO R E <

Add Edit Delete | Back | Savelayout Workspaces View Refresh

Processing i Format ,‘ Current &

Document DocDescription DocType

v e e A —e

b C:P \co3 logies\BPO\SharedD jje... Customer Invoice for Project cus

Open Windows ~ | User:JulandaK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0
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VIEW PROJECT DOCUMENTS

1. From the Documents for Project : [project ref number] screen,
2. Click on the row of the document you wish to view.
3. Click on View.

3 - —>

for Project : PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=J
| QJ Home | Equipment/locations  Contract  Finance /HR  Inventory [Projects 1 i -

=N
I~ S z Sdles  Service  Reportng  Utiities & x
’ Al o p= = = =
QX0 ® SR
Add  Edt Delete Back | Savelayout Workspaces || View |Refresh

Format . c 4 ﬂ

Current

Lx |

Processing

Document

DocDescription
v #0c

DocType

l¢]
Dc. ¥ 03 jes \BPO \SharedD

je... Customer Invoice for Project cus

Open Windows ~

| User: JulandaK | 02/09/2021 | Version :2.5.0.4 = Example Company v2.5.0.0 »

The digital document will open in the format the document was been
saved in.

* In this example, an Excel document has opened.
When you have finished reviewing the document, close the document

screen that you are in, to return to the Project Listing screen.
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4 20210112 Customer Invaice - Excel Abigail Milne .
Insert Page Layout Formulas Data Review View Help Q  Tell me what you want to do
o = pIe
D g" Calibri r P ab i p
SE - % * [ T -
Paste A et Find &
. ¥ B IU o ED 8 R [EiFormat- | & - Select -
Clipboard 1% Font Alignment Number Styles Cells Editing
1 SECURITY WARNING Automatic update of links has been disabled Enable Content x
127 & B Comments: Upgrading database to use Print service to Version 6 A
A B | C | D | [ | F | G | H L K L -
4
5 Company Name C Project Number I
6 Company Contact Person| Work Order Number I
7 | |Contact Number p) Team i
8 Tech Assigned 1 Clie
Upgr sde/Modfatio | (wrent BP0 Tech
alare name et abrase N Evo Detabase Norve o V2
g L] Werson Curre|
10
11
12
13
14 |
15 -
Lo e N © < »
H o - 1 + 115%

MNU.058.046
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