Projects - Contacts

We are currently updating our site; thank you for your patience.

PROJECTS

PROJECTS - CONTACTS

The Contacts tile allows you to set up a Project Contacts directory for the

project which facilitates communication across the project team.

Ribbon Access: Maintenance / Projects > Projects
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. The Project Listing screen will be displayed.
2. Select the Site where the project can be located.
e The example has Durban selected.
3. Select the Status for the project.
* The example has Open selected.
4. Click on the row of the project you wish to create a project contact for.
5. Click on the Contacts tile.
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$ - Project Listing - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [ == x]
\Em\ Jlocaions  Contract  Finance /HR  Inventory [Projects  Mar Sales  Service  Reporting  Utilies - & x
@ [ save Layout [ Apply Project Methodclogy 6 i Employee Time g mfé Duban  ~ @ ﬁ]
== Workspaces 3 Project Time H
Add Edit v [& Adjust Project Baseline Oqse %  Print Expor = — wRefresh Reports
| % SaveFilter Project | |& ProgressReport | pelivery Note My Projects [] -
Maintenance 4 Format M Processing Analysis a Print J Current \gcga-ts Al Q@
Links 2 Listing ‘ Hierarchy I
Enter text to search... p
ProjectRef v Description Status EndDate Notify  CustomerCode  CustomerName | DeptName
e o L - e ] e 0 -
PRIOC00412  Install Machines o Open 26/02/2022  David Rowe No HOPOO1 Hope Works (Pt...
E PRI0000411  Site Inspectino 0 Open 26/02/2022  David Rowe No HOPOO1 Hope Works (Pt...
PRIDO00410  New machine installation 0 Open 26/02/2022  David Rowe No HOPOO1 Hope Works (Pt...
EEI PRIOO00408  Maintenance Project -SP400 O Open 26/02/2022 David Rowe No HOPOO1 Hope Works (Pt...
B PRI0000407  OSU1001 0 Open 31j03/2021 JuandaKessler Mo OFFO01L Office Supplies ..
[ PRI0000406  B60004 o Open 31/03/2021 StevenCooper  No BIG0001 Big Bargains
' B PRI000040S 8601010202 o Open 12/02/2021  Wesley Haynes  No PANOOL Panda Copiers
[ PRIO000404  TTO41 - Bi-annually, Mono 10... © Open 17/07/2020  Belinda Sharman  No DERO0L Derton / Techno...
e [ PRIO000403  TTO02 - Weekly - Call per WO O Open 06/03/2017  Belinda Sharman  No HOPOO1 Hope Works (Pt...
PRIOC00402  test 0 Open 22/05/2020 BiancaDuToit  No DER0OL Derton /Techno...
PRIO00040L  Implementation BPO2 o Open 20/01/2019 BancabuToit  Yes
[ PRI0000400  Testing P02 0 Open 18/01/2019 BancaDuTot  No
B PRIOC00339  Developmemnt BPO2 0 Open 16/01/2019 BiancaDuToit  Yes
 PRI0000338  Design BPO2 0 Open 14012019 BancaDuTot  Yes
B PRIOOD0IS7  Specification BPOZ o Open 12/01/2019 BancaDuTot  Yes
Time Bo PRIOC003%6  Test8PO2 o Open 20/01/2019 BencaDuToit  Yes
PRIOC003SS  BPO v2.2.0.1Test Cyde 0 Open 08/02/2019 BiancaDuToit  No
B PRIO000394 1234 -Testcirtrequestcrea... O Open 14/08/2018 BiancaDuToit N HOPOO1 Hope Works (Pt...
- B PRI0000393  NDS Project 0 Open 30/07/2018 BancabuToit Mo HOPOO1 Hope Works (Pt...
B PRI0000392  credit validation check 0 Open 30/07/2018 BancaDuToit Mo OFFO0L Office Supplies ..
PRIO000391  testnew project 0 Open 22/08/2018 Benlohnson Mo -
Open Windows ~ | User: JlandaK | D6/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

6. The Contacts for Project : [project ref number] screen will be dis-
played.
7. Any contacts that have already been created on the project contact list

will display in the contact list frame.

ADD CONTACT

8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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Open Windows ~ | User: JulandaK | 06/09/2021 | Version : 2,5.0.4 | Example Company v2.5.0.0 4

9. The Add Comment screen will be displayed.
* Contact: Select whether the contact for this project is an
Employee or a Customer, by clicking on the relevant radio
button.
* Contact's Name: Click on the search button to display the
Select an Employee list.

E/j Note that this screen will display as Select a Customer list if

Customer was selected as the contact.

i. Click on the row of the employee you wish to add to
the project contact list.
ii. Click on OK.
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$ - e___—pmcumment BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =JCaJx]
\__ § | Home | Equpment/locaions Contract Finance /[HR  Inventory  Maintenance /Projects  Manufachring  Proawement Sales  Service  Reporing  Utities - & Xx
Save  Back
Process | i
Contact @ Employee () Customer
Contact's Name "
Contact Type i *
Sub Type Employee v = Al
— J(o J{x
Commeits 8 Select an Employee —
Home ‘
Ok Back | Savelayout
Process Q
EmployeeNum . Firsthame LastName FullName
v Al A o o
SHA0O1 Belinda Sharman Belinda Sharman
o [ r]emn Ben Johnson Ben Johnson
DUT001 Bianca Du Toit Bianca Du Toit
DUT010 Bianca Surendorff Bianca Surendorff
EMP123 Carolina Suzzetta Lourens van den Adendorf (Carolina Suzzetta Louren.
co3 co3 Administrator /CO3 Administrator h
“ »
©Open Windows ~ | User: JulandaK | 06/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

* Contact Type: Click on the down arrow to select the contact type
for the contact you are creating. For instance, you may choose to
specify that this is an Internal or External contact if your project is

a Global project.

A Refer to Static Data Contact Type for more information on how
to add a Contact Type to the list.
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$ - Add Comment - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = Jla [ x]
| @ | ome | Equpment/Locatons Conract  Finance /MR Inventory  Mas [Projects  Manufacturi Sdes  Servce  Reporting  Utiities - & x
Save  Back
Process 4 [~
Contact @ Employee O Customer
Contact's Name Ben Johnson P
Contact Type Internal < t———_‘o
SubType |Code | #Descipton - e
= External -
Comments | Ny Internal L
PM Project Manager
DEV Developer
TEST Tester
x 4
Open Windows ~ | User : JulandsK | 07/09/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0

* Sub Type: This field allows you to select the sub type or role for
the contact, e.g. Project Manager, or you may wish to use this field

to specify the department this contact reside in, e.g Finance or IT.

$ - Add Comment - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 —Jlalix]
@ | tome | Equpment/Locations Contract Fnance /MR  Tnventory  Mai [Projects Sdes  Sevie  Reporiing  Utlies - & x

Contact (@ Employee () Customer

Contact's Name Ben Johnson

Contact Type Project Manager

Sub Type Employes

Comments | Code # Description
1 Customer

2 Employee

« v

EE

Open Windows ~ | User : JusndaK | 06/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0
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* Comments: This field allows you to add any special comments or
instructions related to this contact, for instance where time zones

may be important.

10. Click on Save to save the contact information.

- Add Comment - BPO: Version 2.5.0.4 - Example Company v2.5.0.0
| Eﬁﬂﬁm|ﬁu‘umnm Contract  Finance /HR  Inventory i JProjects  Mar i Soles  Service  Reportng  Utiities

= 1<)

Save | Back

Process Al ad

Contact (@ Employee © Customer

Contact's Name Ben Johnson »

Contact Type Project Manager
SubType Employee B

Comments PM for SA - Can be contacted during normal
office hour:

Open Windows ~ | User:JulandaK | 07/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 4

11. When you receive the Project Contact message informing you that;
* The contact has been saved.
12. Click on OK.
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$ - Contacts for Project : PRI0000408 - £P0: Version 2.5.0.4 - Example Company v2.5.0.0 [=dlal=]
[ @ Home | Equpment/Locatons  Contract  Finance /HR Inventory [Projects  Manufactus Sales  Service  Reporting  Utlities - & x
=]
OzXO0 B B o
Add Edit Delete Back | Savelayout Workspaces | Refresh
Processing < Format 4| Curr LA

CodeDescription Name PhoneNumber Faxiumber ContactType | Comments
v e e e e Al oge
» Project Manager BEN 031 123 4567 0313214545 oM PM for 5A - Can be contacted during normal office hours

Project Contact 4—@ x
L
0 The contact has been saved.

Open Windows ~ | User : JulandaK | 07/09/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0

13.

14.

The Contacts for Project screen has been updated with the new
Contact. Continue adding contacts for the Project as set out above.

Click on Back to return to the Project Listing screen.

® - Contacts for Project : PRI0000408 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (s
[ @ [ Home | Equpment/iocatons Contact Finance/HR Inventory i [Projects  Man i Sdes  Servke  Reporting  Utiities - & x
O X O R &
Add  Edt Delete | Back | Savelayout Workspaces | Refresh

Processing a Forn | Curr D

v e

CodeDesaription Name PhoneNumber Faxumber ContactType = Comments

ol o0 o ol o
» Project Manager BEN 031 123 4567 0313214545 PM PM for SA - Can be contacted during normal office hours

Open Windows ~

| User : Julandak | 07/09/2021 | Version:2.5.0.4 = Example Company v2.5.0.0 4
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EDIT CONTACT

1. From the Contacts for Project : [project ref number] screen,
2. Click on the row of the contact you wish to modify.
3. Click on Edit.

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

$ - o——pmhw:mm-mvmm-wmum C=JCa]lx]
| @ | Home | Equpment/Locatons Contract  Finance /MR Inventory ir fProjects  Man . Saes  Semice  Reporting  Utiities - &® x
Q|| X @ o
Add Edit |Delete Back | Savelayout Workspaces | Refresh
Processing Format Q
CodeDescription Name PhoneNumber Faxiumber ContactType Comments
v e o e A a o
Project Manager BEN 031 123 4567 031 321 4545 M PM for SA - Can be contacted during normal office hours
Developer EMP123 DEV Internal Developer
mExt:mal Bettie Summervel | Betties Summer Shop at th... 031 123 4567 EXT Accounts Contact
rdw Darcy Arrow | Derton / Technologies 031 123 4567 DEV External Developer
Open Windows ~

| User: Julandak | 07/09/2021 @ Version : 2.5.0.4 | Example Company v2.5.0.0 4

4. The Edit Comment screen will be displayed.

5. Make the necessary changes to the Contact information.
6. Click on Save.
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$ - Edit Comment - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 L—Jlo ] x]
@ | vome | Equpment/locatons Contract  Finance /MR Inventory  Mair [Projects  Manufacturi Sales  Service  Reporting  Utlities - & x

i

Contact () Employee @ customer

Contact's Name Carol Young Pl

Contact Type Extzrnal -|*

SubType Customer - -I—e

Comments Ani:mts Contact - Mornings only (8 am - 1
pm

Open Windows

| User : JulandaK | 07/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

7. When you receive the Project Contact message informing you that;
* The contact has been saved.
8. Click on OK.

‘ ! Contacts for Project : PRIO000408 - £P0: Version 2.5.0.4 - Example Company v2.5.0.0 (=N -R[E
[ @ | Home | Equpment/Locatons  Contract  Finance /MR Inventory [Projects  Manufactu Sdes  Service  Reporting  Utiities - & x
OLXO0O B B ©
Add Edit Delete Back | Savelayout Workspaces | Refresh
Processing 4 Format 4| Curr ad
CodeDescription Name PhoneNumber Fandumber ContactType  Comments
v | ol ol o o o0 e
» Project Manager BEN 031 123 4567 031321 4545 PM PM for SA - Can be contacted during normal office hours
Developer EMP123 DEV Internal Developer
External Bettie Sum... 031 123 4567 EXT Accounts Contact
Developer Darcy Arro... 031 123 4567 DEV External Developer
Project Contact <—° x
L
The contact has been saved.
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9. The Contacts for Project screen has been updated with the new
Contact.

10. Click on Refresh to update the screen, if required.

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

I

UNDER
CONSTRUCTION

We are currently updating our site; thank you
for your patience, please check back soon.

D 2 & p
4// Qvf

DELETE CONTACT

1. From the Contacts for Project : PRJ[project ref number] screen,
2. Click on the row of the project contact you wish to remove.
3. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.
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- Contacts for Project : PRI0000408 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =]l ][x
| ﬁiu Home | Equpment /Locatons  Contract  Finance /HR _Inventory ir [Projects  Mar i Sales  Service  Reporting  Utlities - & x
]
© 2 X|O B o
Add  Edit |Delete | Back | Savelayout Workspaces | Refresh
rocessing 4 Format o curr.. 4 [ad
CodeDescription Name PhoneNumber Faxiumber ContactType | Comments
v A0 L3 i L3 Al aQc
Project Manager BEN 031 123 4567 0313214545 PM PM for SA - Can be contacted during normal office hours
Developer EMP123 DEV Internal Developer
Internal BEN 031 123 4567 0313214545 INT Project Manager SA - To contact during working hours
[+]externai Bettie Sum. 031 123 4567 BT Accounts Contact
\Develnper Darcy Arro. 031 123 4567 DEV External Developer
Open Windows + | User : JuiandaK | 07/03/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

4. When you receive the Delete Note message to confirm;
* Are you sure you want to delete this contact from this pro-
ject PRJ[project ref number]?
5. Click on Yes.
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$ - Contacts for Project : PRI0000408 - £P0: Version 2.5.0.4 - Example Company v2.5.0.0 [=dlal=]
[ @ Home | Equpment/Locatons  Contract  Finance /HR Inventory [Projects  Manufactus Sales  Service  Reporting  Utlities - & x
==
OXO0 B B ©
Add Edit Delete Back | Savelayout Workspaces | Refresh
Processing 4 Format o Cur. s o
CodeDesaiption Name PhoneNumber FaxNumber ContactType | Comments
v | o o o0c o #fc #c
Project Manager BEN 031 123 4567 031321 4545 PM PM for 5A - Can be contacted during normal office hours
Developer EMP123 DEV Internal Developer
Internal BEN 031 123 4567 0313214545 INT Project Manager SA - To contact during working hours
» External Bettie Sum... 031 123 4567 EXT Accounts Contact
Developer Darcy Arro... 031 123 4567 DEV External Developer
Delete Note 4—.
£ ! S
Are you sure you want to delete this contact from this project
PRI0000408?
o——[=T[w )
Open Windows | User : JulandaK | 07/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

6. The contact has been removed from the Contacts for Project list.
7. Click on Back to return to the Project Listing screen.

. b Contacts for Project : PR1I0000408 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 | =Jlo | x|
II/ Home Equipment /Locations ~ Contract  Finance /HR  Inventory i [ Projects i Sales  Service  Reporting  Utiities - & x
e - =
QX0 & B o
Add  Edt Delete | Back | Savelayout Workspaces | Refresh
Processing Al Forn J o . P
CodeDescription Name PhoneNumber Faxhumber ContactType | Comments
v alc o o e ol o
» Project Manager BEN 031 123 4567 0313214545 PM PM for SA - Can be contacted during normal office hours
Developer EMP123 DEV Internal Developer '
Internal BEN 031 123 4567 0313214545 INT Project Manager SA - To contact during working hours
Developer Darcy Arro... 031 123 4567 DEV External Developer
Open Windows ~ | User:Julandak | 07/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0 4
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