TECHMNOLOGSTES

Calls - Time Review

SERVICE

CALLS - TIME REVIEW

Time Review enables managers to allocate regular time logged by employees
as SLA and / or non billable time. For example, if an employee books 4 hours
against a work order, if the manager knows that the task should only required
2 hrs to complete, the manager can allocate 2 hrs as billable or SLA hours and
the remaining 2 hrs as non billable hours in the Time Review screen. For this

to work, the Time Review flag must be set to Yes in the Configurator.

Ribbon Access: Maintenance / Projects > Projects

‘ i BPO: Version 2.4.0.0 - TEST ALPHA - JUDITH PC LOCAL
@  Eoupment/locstons  Contract  Finance /HR __Inventory [Projects | Saes | Service | Reportng  Ubities
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TechMap Scheduing CurentTech Technicians Availabiity | Calls |CalRequests WorkOrders Service  WIP  WorkManagement Time Review | My Work My Tickets
Activity Exceptions Requests
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AlOpen
Tickets

* The Call Listing screen will be displayed.

SELECT CALL

Refer to Introduction to Calls for information on filtering and searching in

this screen for a specific call.

» Select the Call linked to the Work Order that you wish to review

time for and click on Edit.
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Calls - Time Review
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Open Windows | User: Jandak | 16/05/2022 | Version:2.5.0.8 | Example Company v2.5.08
. . .
* The Call maintenance screen will be displayed.
. . . .
* Click on the Time Review tile.
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g
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o
&
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U [c [calDate  [caimme | Description calmy
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Open Windows ~ | User:JdandaK | 16/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8

Help v2.5.0.14 - Pg 2 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Calls - Time Review

THE TIME REVIEW LISTING SCREEN

The Time Review for Call Ref [ ] screen will open. This screen is divided into
2 sections:

1. The Work Orders section and the
2. SLA section.

The Work Order section displays all Work Orders with time records for the

selected Call and the SLA section displays all contract inclusions linked to an

item on the selected work order.

‘ - Time Not Billed for Call Ref CND005300 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8

ERECRER
[ ﬁ \Ham=| Equipment /Locations  Contract  Finance /HR  Inventory i [ Projects i Sales  Service  Reportng  Utities - & x
=] = " - = = \‘ﬁ =
BGEFO M B3 D E F & &
save |invoice| Invoice Invoice Back | FlagReviewed SLATme | ViewWO ViewCall ViewProject | Savelayout Workspaces SaveFiter | Refresh
WO fgCal  Froject -
Maintai g Navigation o
SLA 2
WOCode Description | WOStatus. Employee Manager Craft CraftDesc Date Bilable RegularHours | OvertimeHo... SLAHours NonBillableH...
w0c 0 L3 3 #lc Al e = o0 = = = = fidlt... Code Descr
Dwomnszsz Printer displ... O JulandaKes... JulandaKes.. ADMN Administrati.. 10/05/2022 No 0.50 0.00 0.00 oooffr = k-3 e
WO0006252  Printer displ.. O JulandaKes. . JulandaKes.. ADMN Administrati. 13/05/2022  No 3.00 0.00 0.00 0.00 ||

Count: 2 3.50 0.00 0.00

| User:JulandaK = 16/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 4

SELECT WORK ORDER TO REVIEW

* Click on the row selector in front of the Work Order you would

like to review time for.

» Scroll right in order to view more columns.
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® - Add new Customer Invoice ion 2.5.0.8 - v25.0.8 (—J(a]lx
@ | Home | Equpment/locaons  Contract  Finance /FR  Inventory i [Projects Sdles  Servce  Reporting  Utiities - & x
save | Back Delete | Savelayout

Item
Customer Name | Big Bargains Reference * | Billing address
Contact Name Status | New »

Commercial | Type Class Commercial Date & Time | 16/05/2022 v 123430 3
Salesman | Julanda Kessler

Billing Customer  Big Bargains

Shipping address
Billing Contact P-1hd P

1/ 4] 4] %] v
IR

Invoice Currency South African Rand Exchange Rate 15[

Tax Rate  15.00 - 15

Suppress Line Detail on Print Addresses | Related References ‘

SuppressOnPrint TtemType ItemCode B Quantity UnitCost Markup Discount UnitSellingPrice BaseCcyPrice TaxRate D|
v C] - o0 e e e e = = = = = = = [
SR =T o  E e
Comment Sub Total 0.00
var[|  om)
Grand Total 0.00
Open Windows ¥

| User:JulandaK = 16/05/2022 | Version:2.5.0.8 | Example Company v2.5.0.8 4

* The Billable field shows whether the labour time is billable or
non-billable.

* The Regular Hours field shows the employee time logged against
the work order. This field cannot be changed. In this example,
Regulars Hours = 6.

* If an employee logs overtime against a work order, it will be dis-
played in the Overtime Hours field. This field cannot be changed.
In this example, no Overtime Hours were booked.

® Note: All work orders created after the Time Review
flag has been set to Yes in the Configurator will have
the Billable flag set to No by default but all hours alloc-
ated as Regular Hours will be billable by default.
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Calls - Time Review

Count: 2
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] Il = B
BHDOEFO P B 0y & R H % O
Save Invoice Invoice Invoice | Back | FlagReviewed SLATime | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFiter | Refresh
wo  cal -
Navigation 4| Cur o
SLA 3
WOCode  Description  WOStatus  Employee  Manager  Craft CraftDesc  Date Billable RegularHours | OvertimeHo... SLAHours | NonillableH...
v W #0c [ 3 L3 #0c #0c L3 = #0c = = = = fidt... Code Desar
» WOO0006252 Printer displ... O Julanda Kes... JulandaKes.. ADMN Administrati... 10/05/2022 No 0.50 0.00 0.00 oooffr = e o
WO0006252  Printer displ... O JulandaKes... JuandaKes.. ADMN Administrati.. 13/05/2022 Mo 3.00 0.00 0.00 0.00 ||

3.50 0.00 0.00

Open Windows +

| User: JulandaK | 16/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

¢ SLA Hours: Time allocated to this field will be deducted from the

service / support time from a client's contractual agreement.

" Note 1: Time allocated as SLA Hours will be deducted
from Regular Hours, in this example , no time was
allocated as SLA Hours therefore Regular Hours
remained the same. If 1hr had been allocated as SLA
Hours , then the Regular Hours would have changed
to Shrs.

Note 2: The Overtime Hours field is not affected by
changes in the Regular Hours, SLA Hours and Non Bil-

lable Hours fields.
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$ - Time Not Billed for Call Ref CHO005300 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [ =]l ][
| f Home | Equipment/locations  Contract  Finance /HR  Inventory i [Projects  Manut Sales  Service  Reporting  Utiities - & x
e = =} =y = = @ - =
] i = 1 B
BGEEFO P B I § LR
save Invoice | Invoice | Invoice  Back | FlagReviewed SLATime | ViewWO ViewCal ViewFroect | Savelayout Workspaces SaveFiter | Refresh
wo | cal =
SLA [
WOCode  Desription | WOStatus  Employee  Manager Craft CraftDesc | Date Billable RegularHours | OvertimeHo... SLAHours | NonillableH...
0 e o e 0 e "0 = e = = = = fidlt... Code Desay
E]wommm Printer displ... O Julanda Kes . Julanda Kes... ADMN Administrati... 10/05/2022 No 0.50 0.00 0.00 0.00|fr = e B
WO0006252  Printer displ... O Julanda Kes... JuandaKes... ADMN Administrati.. 13/05/2022 Mo 3.00 0.00 0.00 0.00
Count: 2 3.50 0.00 0.00
‘
Open Windows | User: JiandaK | 16/05/2022 | Verson:2.5.0.8 | Example Company v2.5.08 /|

* Non Billable Hours: Time allocated to this field will not be billed.
In this image, 1hr has been allocated as non billable hours.

* The time allocated as Non Billable Hours has now been deducted
from Regular Hours. Click away from this field to see the changes.
In this image, Regular Hours now display as 5hrs.

* |f 1 had been allocated as an SLA Hour and 1 as a Non Billable
Hour, then Regular Hours would have been displaying as 4.

" Note: The Overtime Hours field is not
affected by changes in the Regular Hours,
SLA Hours or the Non Billable Hours
fields.
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Add new Customer Invoice -

2.50.8- v2.5.0.8 - a X
Equipment /Locations  Contract  Finance /HR  Inventory /Projects Sales  Service  Reporing  Utiiies - & X
Back Delete | Save Layout
Item
ormat ro
‘Customer Name Big Bargains pl* Reference - Billing address
Contact Name  Frands Parish Pl Status |New PO Box 1985 P -
New Town .
Commercial | Type Class Commercial ]+ Date & Time 16/05/2022  ~v | 13:55:23
Salesman | Julanda Kessler ~|* Shipping address
Billing Customer  Big Bargains o= Billing Contact o= rﬁwm“ -2
Invoice Currency  South African Rand - Exchange Rate L. | Duben
Tax Rate 15.00 - 15

|| Suppress Line Detail on Print Addresses ‘ Related References ‘

SuppressOnPrint | TtemType ItemCode i Quantity  UnitCost Markup Discount  UnitSelingPrice  BaseCcyPrice  TaxRate D)

v = [ e e e o0 - - - - - - - i
» actipe.. | E— [ .
‘ »
Commen Sub Tl
Gran Tt

Open Windows + | User:JulandaK | 16/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

e Scrollri

ght until you can view the Marked field, this field will now

be checked.

° The field will become checked if time is allocated as
SLA / Non Billable Hours.

e Scroll left to go back.
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WOCode Description | WOStatus  Employee  Manager Craft CraftDesc  Date Bilable RegularHours | OvertimeHo... SLAHours  NonBilableH...
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WO0006252  Printer displ.. O JulandaKes... Julanda Kes.. ADMN Administrati... 13/05/2022 No 3.00 0.00 0.00 0.00
Count: 2 3.50 0.00 0.00
‘ v == »
Open Windows ~ | User : JulandaK | 16/05/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8
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* Total Hours = Regular Hours + Overtime Hours + SLA Hours +

Non Billable Hours.
* The Total Hours field is inactive, greyed out and cannot be

v Time Not Billed for Call Ref DCNO0D0208 - BPO: Version 2.4.0.0 - TEST ALPHA - JUDITH PC LOCAL (—JaJx

| @ | Home | Equpment/Locatins  Contract  Finance /MR Inventory i /Projects i Sales  Servce  Reporting  Utiities - & x
S (= F  ga el = P - \
BODEFO M @ 0 E & % <
Save Invoice Invoice Invoce Back | FlagReviewed SLATime | ViewWO ViewCall ViewProject | Savelayout Workspaces SaveFiter | Refresh

WO Cal Froject -
Maintais 8 Navigatior a
SLA ]
Silable o SLAHours TotaHours  IsReviewed  CustomerCode Customerhame Departm
* o0 = = = = = Gl e o0 o0 Code Deswipton  SLAType  Quantity ContractNo  Usef
» No 5.00 0.00 0.00 mn CONDOL Consolidated Sales || # oOc g "0 o L3 =
11.00 0.00 1.00 12.00

SELECT 'FLAG REVIEWED'

* When you are done, you can now mark time as 'reviewed by' click-

ing on the Flag Reviewed button.

Help v2.5.0.14 - Pg 8 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Calls - Time Review

L3 Time Not Billed for Call Ref CHODO5300 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [=Jla)lx]
| @ | Home | Equpment/locatons  Contract  Finance /MR Inventory = - e e R - & x
a [= = &M = = i - =
BOEFO M B IO F R B % ©
Save lﬂw\';:)E lrlg:?& 17' oce  Back FlagReviewed SLATime | View WO View Cal ewProject | Savelayout Workspaces SaveFilter | Refresh
i E
sing Mainta Navigation A‘ Format 4| Cur o
SLA 2
Empoyee  Manager  Craft CrafiDesc  Date Silsble Regulartiours OvertimeHo... SLAHowrs  NorilebleH.. Toteows  IsReviewed | CustomerC.
o o Ac e o = = = = = fl: 3 fidlt.. Code Descr
D] ADMN No 0.50 0.00 0.00 0.00 05  []  BiGooor = [& 0
fanda DMy i No 3.00 0.00 0.00 0.00 3| O swosor
3.50 V” 0.00 0.00 3.50
‘ » | = »
Open Windows ¥ ‘ User : JulandakK = 16/05/2022 = Version : 2.5.0.8 = Example Company v2.5.0.8 /ﬂ
. . . .
* An Input Validation message box will pop up asking you;
. .
° Are you sure you want to flag the following items.
* Click on Yes.
$ - Time Not Billed for Call Ref CNOD05300 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [(=Jlo]lx]
| @ | Home | Equpment/locatons  Contract  Fmance /MR Inventory {Projects : Sales  Service  Reporting  Utiities - & x
= (= [ o = (= =
B EHS M B DO E F B B % ©
Swe Invoke Iwice Invoce  Gack | FeoReveved SATme | VewWO VewCal Ve Prject | SoveLoyout Vierkspoces SoveFier | Refesh
et i
Processing Maintain Navigation ,‘ Format 4| Curr @
SLA a2
IsReviewed  CustomerC.. CustomerN.. .. Department DeptName .. CalReference CalDesripti.. CalStatus .. ProjectRefe.. ProjectDesc... LabourCom... Marked
v B 0 e o I 0 o o I3 o0 o | far code Desc
y8 (] BIG001  BigBagans 0 . CNODOS300  Printer displ... N 0 Updated log Ol - o e
0 ] BIGO001 BigBargains 0 .. CNOODS300  Printer displ... N 0 Mahne | [ |
3.
: = ,
Gpen Windows ~ | User : JuandeK | 16/05/2022 | Version: 2508 | Example Company v2.5.08

* The Is Reviewed field will now be checked.
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$ - Time Not Billed for Call Ref CNOO05300 - £70: Version 2.5.0.8 - Example Company v2.5.0.8 =Jeaa
@ || Home | Equipment /Locations [Projects _ Manu Ses  Service  Reporting Utiities - & x
g g | = 3 @ %
L = @ | = &
Save Invoce Invoice Invoice Back ViewProject | Savelayout Workspaces SaveFiter | Refresh
WO cal Project -
Processing 4 4 Format 4| Cur.. 4 ad
SLA L)
IsReviewed | CustomerC... CustomerN.. ... Department | Deptiame CalReference CalDesipt...|CallStatus ... | ProjectRefe... ProjectDesc... |LabourCom...  Marked
v (=] L3 #Dc alc L+ 3 alc L3 13 sQc Qe | fdlt. Code Descr
I+
» 50 [ BIG0001  BigBargans 0 .. CNDDOS300  Printer dipl... N 0 Updated log - v = obc o
00 [J 616001  BigBargains 0 .. CNDOO5300  Printer displ... N 0 Machine O
Input validation ¢———————(g))
£ ;
Are you sure you want to flag the selected items,
O— =] = |
3.
‘ N K »
Open Windows ¥

| User :JulandaK | 16/05/2022 | Version: 2.5.0.8 = Example Company v2.5.0.8 4

SAVE TIME REVIEW

e Click on Save.

$ - Time Not Billed for Call Ref CHOD05300 - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 —Blx
| @ | Home | Equoment/locations  Contract  Finance /FR  Inventory [Projects  Man Sses  Service  Reporting  Uites - & x
TO M B D ®] % €
| =2 “&}
Back | FlagReviewed SLATime | ViewWO View Cal Savelayout Workspaces SaveFiter | Refresh
-
cessing 7 Maintain 4 Navigation 4 Format 4 Curr.. 4 oS
SLA L
WOStatus | Employee | Manager Craft Craftbesc  Date Bilable ReguiarHours OvertimeHo.. SLAHours  NonBilableH... TotalHours  IsReviewed
v e e o0c o0c = A = = = = = | fat.. | Code Desal
» o i i ADMN No 0.50 0.00 0.00 0.00 0.50 g v = & o0c
[} Julanda Kes... Juanda Kes.. ADMN Administrati... 13/052022 No 3.00 0.00 0.00 0.00 3.00 (]
3.50 0.00 0.00 3.50
‘ > ol « == »
Open Windows ¥ | User : JulandsK | 16/05/2022 | Version: 2.5.0.8 | Example Company v2.5.08
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* A Time Review Processing message will pop up telling you;

° Time Review processing successfully updated.
e Click on OK.

Time Not Billed for Call Ref CNO005300 - BP0 Version 2.5.0.8 - Example Company v2.5.0.8

$ - == ix
\ E Home: Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
= = 5 & P‘V % e = 3 @ - <
= =
HO E 5O 0 E E # % O
Save Invoice hvvice Invoice  Back | FlagReviewed SLATime | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFilter | Refresh
wo Cal  Project >
Processing 4 Maintai d Navigation 4 Format 4| Cur @~
SLA 2
WOStatus  Employee | Manager Craft CraftDesc  Date Gilable RegularHours OvertimeHo.. SLAHours  NonBilableH... TotalHours  IsReviewed
v e e e o = o = = = = = =) fidlt... Code Desa
» Julsnda Kes... JulandaKes.. ADMN Administrati... 10/05/2022 No 0.50 0.00 0.00 0.00 0.50 ¥4 v = e e
o Julanda Kes... JulandaKes.. ADMN Administrati... 13/05/2022  No 3.00 0.00 0.00 0.00 3.00 |

Time Review Processing 4—@ X

o Time Review processﬁg successfully updated.

&— [

N
4

Open Windows ~

| User: JuandaK | 16/05/2022 | Version: 2.5.0.8 | Example Company v2.5.08

® Note: For a record to be removed from this screen, the
Work Order has to be closed.

For more information, refer to:

¢ Time Review for an Item with Linked Craft Inclusions

* Reviewing time using the 'ls Reviewed' check box

MNU.122.050
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