Projects - Time Review

PROJECTS

PROJECTS - TIME REVIEW

Time review enables the Project 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 and the manager knows that the task
should only required 2 hours to complete, then the manager can allocate 2
hours as billable or SLA hours and the remaining 2 hours as non billable

hours in the Time Review screen.

For this to work, the Time Review flag must be set to Yes in the Con-
figurator.

Ribbon Access: Maintenance / Projects > Projects

$ - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = PR
‘ 7$7 Equipment / Locations Contract an_ce_IHR lr_wmlnrv J Maintenance [ Projects L Mmufn:hxm Procurement  Sales  Service  Reporting Uﬁm
o = 1, ol [ =] ™) — =
B & B = & | 2
Instructions Tasks Generate | WorkRegquests | Maintenance | |Projects| Standard  Work Order Technidan
Tasks Radar Methodology  Allocation  Allocation
React Radar p t Q
1. The Project Listing screen will be displayed.

2. Select the Site where the project can be located.
e The example has Durban selected.
3. Ensure that the Status has been set to Open.
4. Select the row of the project you wish to review time for.
5. Click on the Time Reviewtile.
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$ - o__—>ijectusﬁm-mvm?.m-MMvu.M = Jlo ] x]
L,E, | Home | Equpment/locatons  Contract  Finance /HR Inventory i JProjects  Mar i Sales  Service  Reporting  Utiities - & x
@ D} E Save Layout B Acriy Project Methoddlogy 6 f Employee Tme ‘g ' Durban = @ .11]
ZE Workspaces + 5 Project Time H
Ad - ER @ SaveFilr IS adhst Project Baselne p?:,:; | & Progress Report DdNP'ﬂmNm 2 My Projects [_] ‘% perorts
Maintenance . Format 4 Processing Analysis 4 Prin Current Reports 4 @
Links x W Hierarchy
Er . P
_ ProjectRef Description Status  StatusDesc  EndDate  ManagerMame  Notify  CustomerCode  CustomerName  Depthame
-3 e LG e = e "0 - "0 0 =
»|E) PRIDCODO7L  SP240 New Deal. 0 Open 05/06/2017 BiancaDuToit  No TIAQOL Titan Group
] PRIO0D007S  Check Technician Assignment O Open 17/09/2014  Belinda Sharman  No HOPOO1 Hope Works (Pt...
PRI0D000B2  Test Projects viewedin Cust... O Open 18/05/2014  Belinda Sharman  No HOPOO1 Hope Works (Pt..
] PRIO0D00B3  New machine installation o Open 02/10/2014 BancaDuToit  No DER001 Derton fTechno...
PRI00000BS st 0 Open 02/10/2014 BancaDuToit  No DER001 Derton /Techno...
PRI0D000S7  SP240 New Deal ) Open 14/11/2014 BancaDuToit  No TIADOL Titan Group
PRI0D000BS  Machine installations o Open 08/02/2015  Belinda Sharman  No HOP0O1 Hope Works (Pt..
PRI00D00S0  Sprint SP1912New DealSale O Open 11/01/2015  Belinda Sharman  No HOP0O1 Hope Works (Pt..
_ [ PRI0000091  Service for HOPOO1on 06 No... O Open 07/11/2014 BiancaDuToit  No HOPOO1 Hope Works (Pt...
Processing PRI00000S2  Scheduled Maintenance for ... O Open 07/11/2014 BancaDuToit  No HOPOO1 Hope Works (Pt..
PRI0000093  Scheduled Maintenance for D... O Open 07/11/2014 BancaDuToit  No DER001 Derton /Techno.
] PRI00000S4  Scheduled Maintenance for ... O Open 07/11/2014 BancaDuToit  No YESOO1 Young Electric
PRI00D00S  Scheduled Maintenance for T... O Open 07/11/2014 BancaDuToit  No TIADDL Titan Group
PRI0D000SE  Site Inspectino o Open 18/03/2015 BiancaDuToit  No HOPOO1 Hope Works (Pt...
. B PRI0000099  Install Machines o Open 21/03/2015 BancaDuToit  No HOPOO1 Hope Works (Pt...
PRI0000100  Machine inspection required o Open 29/05/2015  Belinda Sharman  No
] PRI0000I01  Scheduiled Maintenance for H... O Open 15/05/2015 BancaDuToit  No HOPOO1 Hope Works (Pt...
PRI0000102  Scheduled Maintenance for D... O Open 15/05/2015  Bianca Du Toit No DEROO1 Derton / Techno..
PRI0000103  Scheduled Maintenance for H.. O Open 15/08/2014 BancaDuToit  No HOP0O1 Hope Works (Pt..
] PRI0000104  Scheduled Maintenance for D... O Open 15/08/2014 BiancaDuToit  No DER001 Derton /Techno...
[l PRIO0D0I0S  Scheduled Maintenance for Y... O Open 15/08/2014 BancaDuToit  No YES001 Young Electric .
Open Windows ~ | User: JuandaK | 20/08/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

INVOICE WORK ORDER

A work order can be invoiced from the Time Review screen.

6. From the Time Note Billed for Project Ref [project ref number]screen,
7. Click on the row of the work order you wish to invoice.
8. Click on Invoice WO.

@ Short cut key: Right click to display the All groups menu list. Click on Invoice WO.
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$ - Time Not Billed for Project Ref PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (—JaJb<]
| @ | rome | Eoupment/Locains Conbract Finance/HR  Iwentory M [Projects  Manufacturi Soles  Service  Reporting  Utiities - & x
= o i . = = @ % Y
E =
=0 MM B O = il &
Invoce Back | FlagReviewed SLATme | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFiter | Refresh
Maintain 4 Navigation i Format 4 Cur.. 4 [
SLA ¥ |
WOCode Description  WOStatus  Employee Manager Craft CraftDesc Date Billable: RegularHours | Overtm|
Bc 0c Jof B e e B = e = (o | firt. Code Description  SLAType Qu
[+]wooooo05  sp2e0-1-m. m Judith Mudz.. BiancaDuT... ADMN Administrati.. 19/07/2017  No 8.00 ‘ Y= o e o =
WO0000205  SP240-1-M... M Judith Mudz.. BiancaDuT... TECH Technidan 12042017 Mo 3.00
WO0000206 SP240-2-N.. O BiancaDuT... BeindaSha.. MNGT Mansgement  18/07/2018  No 0.13
WO0000206  SP240-2-N.. O JudithMudz. . BiancaDuT.. ADMN Administrati.. 12/04/2017  No 5.00
WO0000286 WS - Week.. M BiancaDuT... BelndaSha.. MNGT Management 29052018  No 200
WO0002198  Testproject... M Bianca DuT... Belnda Sha... MNGT Management 30052018  No 0.05
Count: 6 18.18
ol ¢ == »
Open Windaws ~ | User: JuandaK | 20/08/2021 | Version: 2.5.0.4 | Example Companyv25.0.0

9. The Add New Customer Invoice screen will be displayed.
10. Complete the Customer Invoice then click on Save.

For a detailed handling of this topic refer to Time Review - Invoice
Work Order
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$ - ——p Add new C Invoice - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [—Jlo]lx
§\Hume| /locations  Contract  Finance /HR  Inventory [Projects i Sales  Service Reporting  Utiities - & x
Save | Back Delete | Savelayout
Item
Maintain rmat i
Customer Name Apple Juice Inc P * Reference InvoicePRI345 = Billing address
Contact Name  Jessica Meadows ol Status New 2 P
Commerdial Type Class Commerdal -|* Date & Time 20/08/2021 v | 15:40:00 3
Salesman | Juands Kessler - Shipping address
65 Meadow L: -
Billing Customer Apple Juice Inc P Billing Contact Jessica Meadows - New sl A
Invoice Currency | South African Rand - Exchange Rate 13]e | -
TaxRate 15.00 4l 15 i i [
ax Rate || Suppress Line Detail on Print Addresses | Related References |
SuppressOnPrint  TtemType ItemCode  [temDescription  InvoicelineDescription  WarehouseName  BatchSerialNo  Quantity  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice  TaxH
] ] = . oflc oflc oflc oflc = = = = = = =
3 o Sub Contracts  INST Installation Fee  Installation Fee 1,000 ' 1,250.000 0.000 0.000 1,300,000 1,300.000
a Warranty 24MSW 24 Month Suppli... 24 Month Supplier War 1.000 0.000  15.000 0.000 0.000 0.000
] Internal Service DEL Delivery Fee Delivery Fee 1.000 0.000  0.000  10.000 83,000 88.000
(] Parts SP2020 SP2020 SprintC... SP2020 Sprint Colour ...  Main Warehouse  cheesyl 1000 4,500.000  15.000 0.000 5,175,000 5,175.000
CE s ——
. »
Comment Sub Total 6,554.20 |
VAT 983.13
Grand Total 7,537.33
Open Windows v | User : JulandaK | 20/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4

11. You will return to the Time Not Billed for Project screen.
12. Click on Back to return to the Project Listing screen.

For a detailed handling of this topic refer to Introduction to Invoices
‘ 4 Tlmellwll'ellhrl’lmﬂﬁl’llmlllﬂl BPO: Version 2.5.0.4 - Example Company v2.5.0.0 L= la x|
| @ | Home | :mmmmﬁm/mmm i Sales  Service Reportng  Utities - & x
B — I ' L 1 = Y
H o 0 8 % | oS
Save Invoice Invoice Invoice Bad( Fbnglewed S.ATme View WO View Call  View Project | Savelayout Workspaces SaveFilter = Refresh
wo ! Project v
Proc . Navigation P Format J cur. 4 ad
; SLA 2
WOCode Description  WOStatus Employee Manager Craft CraftDesc Date Billable: RegularHours = Qvertim ‘
v+l e -0 Qe 0 Al Al = e = = fidlt.. Code Desaiption  SLAType Qu|
WO0000205 SP240-1-M.. M Judith Mudz... BiancaDuT... ADMN Administrati... 19/07/2017 No 4.00 | - e e L3 =
WO0000205 SP240-1-M.. M Judith Mudz... BiancaDuT.. TECH Technidan 12/04/2017  No 3.00
WO0000206 SP240-2-N.. O BiancaDuT... Belinda Sha MNGT Management  18/07/2018 No 0.13
» WO0000206 SP240-2-N.. O Judith Mudz... BiancaDuT... ADMN Administrati... 12/04/2017  No 5.00
WO0000286 WS -Week.. M BiancaDuT... Belinda Sha MNGT Management 29/05/2018 No 2.00
WO00002198 Testproject.. M BiancaDuT... Belinda Sha.. MNGT Management  30/05/2018  No 0.05
Count: 6 14.18
« ,‘ 41 G 13
Open Windows ~ | User: JuandaK | 20/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0
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INVOICE PROJECT

1. From the Time Note Billed for Project Ref [project ref number]screen,
2. Click on the row(s) of the work order(s) you wish to invoice.
3. Click on Invoice Project.

O Short cut key: Right click to display the All groups menu list. Click on Invoice Pro-

Jject.

‘ i Time Not Billed for Project Ref PR1I0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 En-Re.

| @ | vome | Eqspment/Locations _ Contract _ France [HR__inventory _ Manterance [Projects _ Manufactuing _ pronsement _ Sdes  Sevke Reportng  Utites - & X

= = - :
® = ] % =3 =5 @ - =
H o o m 0 8 E % S
Save Invoice VOl Flag Reviewed SLA Time View WO ew Call  ViewProject | Savelayout Workspaces Save Filter Refresh
wo o
a . aintain a Navigation . Format 4| Curr 4 D
e SLA L}
woc;ae’,’ Description WOStatus Employee Manager Craft CraftDesc Date Billzable: RegularHours Ovemm!

L' 0 0 e e 0 o0 = e = = | Adt. Code Descripton  SLAType  Qui
fi00000205  SP240-1-M... M Judith Mudz... BiancaDuT... ADMN Administrati.. 19/07/2017 No 4.00 “v = L3 e 0 -
WO‘]ODOZOE SP240-1-M.. M Judith Mudz... BiancaDuT... TECH Technidian 12/04/2017  No 3.00
X 206 SP240-2-N.. O BiancaDuT.. BelindaSha... MNGT Management 18/07/2018  No 0.13 ‘

WO0000206 SP240-2-N.. O Judith Mudz... BiancaDuT... ADMN Administrati.. 12/04/2017 No 5.00 ‘
WO0000286 WS -Week.. M BiancaDuT... Belinda Sha.. MNGT Management 29/05/2018 No 2.00
WO0002138  Testproject.. M BiancaDuT.. BelindaSha.. MNGT Management 30/05/2018 No 0.05
Count: 6 14.18
Open Windows ~ | User: Juandak | 20/08/2021 | Version: 2.5.0.4 | Example Companyv2.5.0.0

4. The Add New Customer Invoice screen will be displayed.
5. Complete the Customer Invoice then click on Save.

For a detailed handling of this topic refer to Time Review - Invoice Project
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$ - - Add new C Invoice - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 [—Jlo]lx
$ | Home | /locations  Contract  Finance /HR  Inventory [Projects i Sales  Service  Reportng  Utiities & x
Save | Back Delete | Savelayout
Maintain 4| Format 3 i
Customer Name Titan Group P * Reference InvoicePRIO71 = Billing address
Contact Name  James Rowe ol Status New PR oL Ll -
Forest Hills .
Commerdial Type Class Commerdal -|* Date & Time 20/08/2021  ~ | 16:2%:52 3
Salesman |Juands Kesser .. Shipping address
658 Dime Road -
Billing Customer Derton / Technologies Pl Billing Contact Mike Derton - sﬂum':dm 2
Invoice Currency | South African Rand - Exchange Rate 13| BB
TaxRate 15.00 - 15 [] Suppress Line Detail on Print Addresses | Related References
SuppressOnPrint  TtemType ItemCode  [temDescription  InvoicelineDescription  WarehouseName  BatchSerialNo  Quantity  UnitCost Markup  Discount  UnitSelingPrice  BaseCcyPrice  TaxH
] ] . oflc o ol oflc = = = = = = =
3 o Parts 123452N 2N Paper 2N Paper Main Warehouse 1.000 14,286 0.000 0.000 14,285 14.286
o Parts 1020-147M Toner Magenta  Toner Magenta Main Warehouse 1000  500.000  0.000 0.000 420,000 420.000
o Labour ADMN Administration  Administration 4000 150.000  10.000 0.000 165.000 165.000
fE s — I
. »
Comment Sub Total | 1,094.29
VAT 164.14
Grand Total 1,258.43
Open Windows v | User:JulandaK | 20/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4

6. You will return to the Time Not Billed for Project screen.
7. Click on Back to return to the Project Listing screen.

==

g For a detailed handling of this topic refer to Introduction to Invoices

$ - Time Hot Biled for Project Ref PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=)

| @ | Home | Equpment/locatins  Contract Fnance /MR Tnventory [Projects i Sdes  Sevice  Reporting  Utiites - & x

A — r—— -
A EEO M B 0O o B % o
Save Invoce Invoce Invoice | Back || FlagReviewed SLATme | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFiter | Refresh
wo Call Project v
Navigation P Format o Cur. 4 *
; SLA L
WOCode Description  WOStatus  Employee Manager Craft Craftdesc  Date Billable RegularHours | Overtim)

v o o o o o 0 = o = — fdlt.. Code Desrpton | SLAType | Qui
WO00000205  SP240-1-M.. M Judith Mudz... BiancaDuT... ADMN Administrati.. 19/07/2017  No 4.00 t= | 0 "0 =
WOD000205  SP240-L-M... M Judith Mudz... BiancaDuT... TECH Technican 12042017 Mo 300
WO0000206 SP240-2-N.. O BiancaDuT.. BelindaSha.. MNGT Management 18/07/2018  No 0.13

» WOD0DO20S  SP240-2-N... O Judith Mudz... Bianca DuT... ADMN Adminstrat.. 12042017 No 5.00
WO0000286 WS - Weekl... M BiancaDuT.. BelindaSha.. MNGT Management 29/05/2018  No 2.00
WOD002158  Testproject... M BiancaDuT.. BeindaSha.. MNGT Management 30052018 No 0.05

Count: 6 14.18
1 3| R = 2
Open Windons ~ | User: JiandsK | 20/08/2021 | Version : 2.5.0.4 | Example Conpany v2.5.0.0
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FLAG REVIEWED

Note on the Time Review flag: Work orders created after the Time Review flag has been

set to 'Yes' in the Configurator, will by default display as 'No' in the Billable column, yet

all Regular Hours will be billed.

1. From the Time Not Billed for Project Ref [project ref number] screen,
2. Click on the row of the Work Order you wish to review the time for.

3. Scroll until you can view all the Time columns.

Billable: Labour time is displayed as billable or non-billable.
Regular Hours: The time logged against the work order.
(This field cannot be changed)

Overtimel Hours: Overtime hours logged against the work
order. (This field cannot be changed)

SLA Hours:2 Time allocated to this field will be deducted
from the service / support time from a customer's con-
tractual agreement.

Non Billable Hours:3 Time allocated to this field will not be
billed.

Total Hours: = Regular Hours + Overtime Hours + SLA
Hours+ Non Billable Hours. (This field cannot be changed)

I0vertime hours will not be adjusted when changes are made to the Regular, SLA

and/or Non-billable hours.
2Time allocated to SLA hours will be deducted from Regular Hours. For example 8

Regular Hours booked, will be updated to 7 Regular Hours when you add 1 to the

SLA Hours field.

3Adding Non Billable hours will deduct from Regular hours
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[=Jlojlx]
Home Utiities - & X
Invoice Back | FlagReviewed SLATime | View WO Savelayout Workspaces SaveFilter | Refresh
Project o
’) Maintain Format 4 Cumr. 4 o
[sta [
]
Employee Manager Craft  CraftDesc Date SLAHours NonBillableHours  TotalHours 1
0c e e L3 = = = fidlt... Code Desaiption  SLAType Qu
mhmu.h BiancaDuT.. ADMN  Administrati.. 19/07/2017 200 1000 [+ = O o o -
Judith Mudz... BiancaDuT.. TECH Technician 12/04/2017 0.00 3.00
BiancaDuT... BelindaSha.. MNGT ~ Management 18/07/2018 0.00 0.00 0.00 0.13
Judith Mudz... BiancaDuT.. ADMN  Administrati.. 12/04/2017 0.00 0.00 0.00 5.00
BiancaDuT.. BelindaSha.. MNGT  Management 29/05/2018 0.00 0.00 0.00 200
BiancaDuT.. BelndaSha.. MNGT  Management 30/05/2018 0.00 0.00 0.00 0.05
4
14.18 1.00 3.00 20.18
. I N R ’
Open Windows ~ | User: JulandaK = 20/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 7

4. Scrollright until you can view the Marked column.
5. The Marked field for the work order will be checked when time is alloc-
ated to SLA and/or Non Billable Hours.

& = Time Not Billed for Project Ref PRI0D0D071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =S s
Home Enmtlem Contract  Finance /HR n-wmm sdles  Service  Reportng  Utlities - & x
Save Invoce 1 Invoice Back | FlagReviewed SLATime | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFiter | Refresh
wo Project -
P Maintain 4 Navigation P Format 4| Curr. o @
SLA a2
stomerN.. ... Department DeptName | .. CalReference CalDescriph... CalStatus | ... ProjectRefe... ProjectDesc... LabourCom... Marked
W e L 0 e e +0e 0 e fidlt.. Code Descripton | SLAType  Qui
yinGoup 0 0 71 PRIO0O007L SP240New .. Overtme | v s o o =
nGroup 0 0 71 PRIOD0007L SP240 New ... n]
nGroup 0 0 71 PRIODD007L  SP240New ... Work done as O The Marked field is
nGoup 0 0 71 PRI000007L SP240 New ... (] checked
nGoup 0 0 71 PRIODD007L SP240New .. Review O when time has been
nGoup 0 0 71 PRIO00007L SP240 New ... stuffis pear 0 to sjlﬁgizind/or
T Non Billable Hours
‘ N =— 5
Open Windows + | User: Juandak | 20/08/2021 | Version: 2.5.0.4 | Example Company v2.5.00
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6. Click on Flag Reviewed, when you have completed reviewing the time
for the work order.
7. When you receive the Input Validation message to confirm;

* Are you sure you want to flag the following items.
8. Click on Yes.

$ - Time Not Billed for Project Ref PRI0000071 - 5P0: Version 2.5.0.4 - Example Company v2.5.0.0

=Jlolac]
\I\ Hum:‘ Equipment /Locations  Contract  Finance /HR  Inventory i /Projects  Man i Sales  Service  Reportng  Utiities - & X
DEZO[M|® OEE R B % O
= = %
He &2 EFO 0Hh 8 E sz o
Save Invoice Invoice Invoice Back FlagReviewed | SLATime | ViewWO View Cal ViewProject | Savelayout Workspaces SaveFiter | Refresh
wo Project %
Processing ') Maintain 4 Navigation i Format 4| Curr.. L
SLA T
Craft  CraftDesc Date Bilable ' RegularHours OvertimeHours  SLAHours NonBilableHours TotalHours IsReviewed  CustomerC... ‘
+ e e = o = = = = = ] "0 fidit... Code Desaiption  SLAType  Qui
» ADMN  Administrati.. 19/07/2017 No 4.00 2.00 1.00 3.DOE| 10.00 [ TIAO0L M [ Qe e =
TECH Technician 12/04/2017  No 3.00 0.00 0.00 0.00 3.00 (| TIAOOL |
MNGT  Management 18/07/2018 No 0.13 0.00 0.00 0.00 0.13 O TIADDL
ADMN  Administrati... 12/04/2017  No 5.00 0.00 0.00 0.00 5.00 O TIADOL
MNGT  Management 29/05/2018 No 2.00 0.00 0.00 0.00 2,00 O TIAOOL
MNGT  Management 30/05/2018 No 0.05 0.00 0.00 0.00 0.05 O TIAO0L
Input validation <——a
/3 .
Are you sure you want to flag the selected items.
5 e
14.18 100 3.00 20.18
7 N e »
Open Windows v | User:JulandaK = 20/08/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 L

9. The Is Reviewed field will now be checked.
10. Click on Save.

Help v2.5.1.4 - Pg 9 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Projects - Time Review

$ - Time Not Billed for Project Ref PR10000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 — J(ajix]
757\ Home | Equpment/locatons  Contract  Finance [HR  Inventory i JProjects  Mar i Seles  Service  Reporng  Utiities - & X
- = - 2 - = -
SO0 P B CGEE R B & o
= =
Ao = 5O 0 8 E = &
I Invoice  Back FlagReviewed SLATime | ViewWO ViewCal ViewProject | Savelayout Workspaces SaveFilter | Refresh
Project -
Maintain a Navigation /g a [
o lsta L]
Craft  CraftDesc Date Bilable ' RegularHours OvertimeHours  SLAHours NonBilableHours TotalHours  IsReviewed  CustomerC... ‘
ML o = B = = = = - CIRY | .. code Desaiption  SLAType Q
» ADMN  Administrati. 19/07/2017 No 4.00 2.00 1.00 % 10.00 ¥ ¥ maoo v = o 0 =
TECH Technician 12/04/2017  No 3.00 0.00 0.00 .00 3.00 (| TIAOOL
MNGT  Management 18/07/2018 No 0.13 0.00 0.00 0.00 0.13 O TIADDL
ADMN  Administrati... 12/04/2017  No 5.00 0.00 0.00 0.00 5.00 O TIADOL
MNGT Management 29/05/2018  No 200 0.00 0.00 0.00 2.00 O TIA001
MNGT  Management 30/05/2018 No 0.05 0.00 0.00 0.00 0.05 O TIAO0L
14.18 1.00 3.00 20.18
‘« G » (Lt »
Open Windows ~ | User:luandaK = 20/08/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

11. When you receive the Time Review Processing message to confirm;

* Time Review processing successfully updated.
12. Click on OK.

E/] Note that for a record to be removed from this screen, the Work Order has to be

closed.
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$ - Time Not Billed for Project Ref PR10000071 =
% Home | Equipment/Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacting  Procurement  Sales  Service  Reporting  Utiities -
= =ip = ] = = =] =
Y = c = Sl =] Rt
H LI = @ ’ = =l £y =] \G A= 4
Save  Invoice Invoice Back | FlagReviewed SLATme | View WO View Project | Savelayout Workspaces SaveFiter | Refresh
wo Project %
o
3
Craft  CraftDesc Date Bilable ' RegularHours OvertimeHours  SLAHours NonBilableHours TotalHours  IsReviewed | CustomerC..
v | 0 o = Qe = = (5] ol fidit... Code Description  SLAType Qu
» ADMN  Administrati.. 19/07/2017 No 4.00 2.00 1.00 3.00[% 10.00 ¥4 TIA00L t| = #l e 0 5
TECH Technician 12/04/2017  No 3.00 0.00 0.00 0.00 3.00 TIADDL
MNGT ~ Management 18/07/2018 No 0.13 0.00 0.00 0.00 0.13 TIADD1
ADMN  Administrati.. 12/04/2017 No 5.00 0.00 0.00 0.00 5.00 TIAOOL
MNGT  Management 29/05/2018 No 2.00 0.00 0.00 0.00 2.00 TIAOOL
MNGT Management 30/05/2018  No 0.05 0.00 0.00 0.00 0.05 TIAOOL
Time Review Processing 4—. x
P
Time Review processing successfully updated.
14.18 100 3.00 20.18
Open Windows ~ User : JulandaK | 20/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0

SLA TIME

SLAis the Service Level Agreement that you have signed with your customer. It is a

contract of performance that you have agreed to. For example, if your customer calls

with a requirement for a part or service request and your agreed response time to this

customer (SLA) is 5 hours then you are required to have the part or technician on site

within that time frame. Failing which, the client can receive compensation of a pre-
agreed type (usually also set up in the SLA).

1. From the Time Not Billed for Project Ref [project ref number] screen

will be displayed.

1This is the Service Level Agreement that you have signed with your customer. It is

a contract of performance that you have agreed to. For example, if your customer
calls with a requirement for a part or service request and your agreed response time
to this customer (SLA) is 5 hours then you are required to have the part or tech-
nician on site within that time frame. receive compensation of a pre-agreed type
(usually also set up in the SLA).

Help v2.5.1.4 - Pg 11 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Projects - Time Review

2. Click on the rowf(s) to select the Work Order(s) you would like to adjust
Regular Hours booked, to SLA Time.

* Any contract inclusions linked to an item on the selected

work order will be displayed in the SLA section.
3. Use the scroll bar to scroll until you are able to see the hours booked
for the Work Order(s).
4. Click on SLA Time to convert the Regular Hours to SLA Hours.

8 - Time Hot Billed for Project Ref PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=J(alx
-8 E,J Home | Equpment/Locations Contract Finance /MR  Inventory i | Projects Sales  Servie  Reportng  Utiites - & x
= [ (= & P_., ’ = = = @ == = \
5 o = \ﬁ
BO S EO B | O = g3 S
Save  Tnvoice Invoice Back | FiagReviewed |SLATme | ViewWO Ve ol ViewProject | Savelayout Workspsces SaveFiter | Refresh
wo Project -
_ Processing " Maintair ‘<\'|:9H 1 Format Jocur. L o
777777 ”"””"""--7-—-—-—...,,__,”,>sm '
Manager Craft CraftDesc Date Billable ReguiarHours OvertimeHo... SLAHours NonBillableH... TotalHours 1
o W e = o0 = = = = = fdlt. Code Descripion  SLAType Quz
[ Jude.. BiancabuT... sV Administrati. 19/07/2017 No 4.00 200 100 3.00 w0 |+ - o e o -
Audz... BiancaDuT.. TECH Technicen  12004/2017 No 3.00 0.00 0.00 0.00 3.00
JuT.. BelindaSha.. MNGT Management 18/07/2018 No 0.13 0.00 0.00 0.00 0.13
#udz... BiancaDuT.. ADMN Adminstat... 12/04/2017  No 5.00 0.00 0.00 0.00 5.00
JuT.. BelindaSha.. MNGT Management 29/05/2018 No 2.00 0.00 0.00 0.00 2.00
uT.. BelindaSha.. MNGT Management  30/05/2018  No 0.05 0.00 0.00 0.00 0.05,
7
14.18 1.00 3.00 20.18
Open Windows | User : JuandaK | 25/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0

5. When you receive the Input validation message to confirm;
* Are you sure you want to move all the regular hours to
SLA for the selected items.
6. Click on Yes.
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® - Time Not Billed for Project Ref PRI0000071 - £P0: Version 2.5.0.4 - Example Company v2.5.0.0 =Jad=x]
‘ E | Home ‘ Equipment / Locations Contract  Finance /HR  Inventory | Projects Sales Service Reporting  Utilities - & X
il = = A o] = [== - A
HOEFO M B O E T S
Save Invoice g;;;;z Back ‘ FlagReviewed SLATme | ViewWO Vew Cal ViewProject | Savelsyout Workspaces Savefiter | Refresh
. Maintain P Navigation . Format 4 Curr.. . X
SLA 2
ge Manager Craft CraftDesc Date Billable RegularHours | OvertimeHo... SLAHours NonBilableH... TotalHours 1
v 0 3 Qe = 0 = = = = = fidt... Code Descripton | SLAType: Quz
» Audz... BiancaDuT.. ADMN Administrati... 19/07/2017  No 4.00 2,00 1.00 3.00 10.00 |v = o0 0 e =
Audz.. BiancaDuT.. TECH Technician 12/04/2017  No 3.00 0.00 0.00 0.00 3.00
DuT.. BelindaSha.. MNGT Management 18/07/2018  No 0.13 0.00 0.00 0.00 0.13
Audz... BiancaDuT.. ADMN Administrati... 12/04/2017 No 5.00 0.00 0.00 0.00 5.00
DuT.. BelndaSha.. MNGT Management 29/05/2018  No 2.00 0.00 0.00 0.00 2.00
DuT.. BelindaSha.. MNGT Management 30/05/2018  No 0.05 0.00 0.00 0.00 0.05

Input validation 4—9

Are you sure you wanfio moveallthe regular hours to SLA for the
selected items.

0——[=1 =

Eme————
|

Open Windows v | User:luandaK | 25/08/2021 | Version:2.5.0.4 = Example Company v2.5.0.0 -

7. The selected work order(s) have been updated and the Regular Hours

have been moved or added to the SLA Hours.

E/j Note that only Regular Hours have been moved. Overtime and Non-Billable

Hours were not affected.

8. Click on Save to save the changes.

Help v2.5.1.4 - Pg 13 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNOLOGTES PrOjECtS - Time ReVieW

$ - Time ot Billed for Project Ref PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 T
E ‘ Home | Equipment /Locations Contract  Finance /HR Inventory i | Projects Sales Service Reporting Utilities. - & X
=i = P, % - - = @ - .
= ) -]
= © 0 B R &
Back | FlagReviewed SLATime | ViewWO Vew Cal ViewProject | Savelayout Workspaces SaveFiter | Refresh
4 Maintain Navigation P Format Jcur. . i
[sta a
~ |
pe Manager Craft CraftDesc Date Billable RegularHours. OvertimeHo... SLAHours NonBillableH... TotalHours 1
v fc e L0 = L3 ="-._ = = = fidlt... Code Desaripton  SLAType Quz
» dudz.. BiancaDuT.. ADMN ‘Administrati... 19/07/2017  No 0.00 200 > 500 3.00 3000 (v = o e e =
Audz... BiancaDuT.. TECH Technician 12/04/2017  No 3.00 0.00 0.00 0.00 3.00
DuT.. BelindaSha.. MNGT Management 18/07/2018  No 0.13 0.00 0.00 0.00 0.13
Audz... BiancaDuT.. ADMN Administrati... 12/04/2017 No 5.00 0.00 0.00 0.00 5.00
DuT.. BelndaSha.. MNGT Management 29/05/2018  No 2.00 0.00 0.00 0.00 2.00
DuT.. BelindaSha.. MNGT Management 30/05/2018  No 0.05 0.00 0.00 0.00 0.05
14.18 1.00 3.00 2.8 |
4 » L — 4
Open Windows v | User:JulandaK | 25/08/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 »

9. When you receive the Time Review Processing message to confirm;
* Time Review processing successfully updated.
10. Click on OKto confirm.
11. Click on Back to return to the Project Listing screen.

‘ ¥ Time Not Billed for Project Ref PRI0000071 - BP0: Version 2.5.0.4 - Bxample Company v2.5.0.0 =B x
‘ E | Home ‘ Equipment [Locations ~ Contract  Finance /HR  Inventory |Projects N Sales  Service  Reportng  Utilities - & X
= A % = = (= IE - 2
P %
Ll @ 08 E = L7
Save Invoice | Back FlagReviewed SLATime & View WO View Cal View Project | Save Layout Workspaces SaveFilter | Refresh
wo 2
Processing 4 Maintain 4 Navigation 4 Format o, . @
[sta 2
|
pe Manager Craft CraftDesc Date Billable RegularHours | OvertimeHo... SLAHours NonBillableH... TotalHours 1
v o L+ 3 = ol = - = = = fidit. Code Desaiption | SLAType Que
b dudz.. BiancaDuT.. ADMN Administrati... 19/07/2017  No 0.00 2.00 5.00 3.00 1000 (v = ol 3 e -
Audz.. BiancaDuT.. TECH Technician 12/04/2017  No 3.00 0.00 0.00 0.00 3.00
DuT.. BeindaSha.. MNGT Management 18/07/2018  No 0.13 0.00 0.00 0.00 0.13
Audz... BiancaDuT.. ADMN Administrati... 12/04/2017 No 5.00 0.00 0.00 0.00 5.00
DuT.. BelindaSha.. MNGT Management 23/05/2018  No 2.00 0.00 0.00 0.00 2.00
SuT.. BelindaSha.. MNGT Management 30/05/2018  No 0.05 0.00 0.00 0.00 0.05
Time Review Processing 4—9 X
i s
Time Review processing successfully updated.
10.18 5.00 3.00 018 |
4 3 S ¥
Open Windows v | User : JulandaK | 25/08/2021 | Version : 2.5.0.4 = Example Company v2.5.0.0 A
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VIEW WORK ORDER

1. From the Time Not Billed for Project Ref [project ref number] screen,
2. Click on the row of the Work Order you wish to view.
3. Click on View WO.

$ - € Time ot Billed for Project Ref PRIO0G0071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 T
\7@771\ Home | Equpment/locations  Contract  Finance /MR Inventory i [Projects Sales  Service Reporting  Ufiities e
[ = e r = -
=4 "1 = £ == S
H S0 P B DE 8 ®_| LR
Save e Invoce Back | FlagReviewed SLATme |[ViewWOf ViewCal ViewProject | Savelayout Workspaces SaveFiter | Refiesh
Project | T
,,,,, Navi o
|| sLa 2
OCode | Descripton | WOStatus  Employee  Manager  Craft CrafiDesc | Date Bilable RegularHours | Ovef
L e oo L e L 0 - o0 - = || Adit. code Descripton  SLAType | Qua
[+]wooo00206 ~ sp240-2-1.. 0 BiancaDuT.. Belndasha.. MNGT Management 18/07/2018  No 0.13 = [l o e =
WO0000206  SP240-2-N... O Judith Mudz... BiancaDuT... ADMN Administrati... 12/04/2017  No 5.00
WO00002198 Testproject.. M BiancaDuT.. Belinda Sha... MNGT Management 30/05/2018 No 0.05
WO0000286 WS - Weekd... M BancaDuT.. BelndaSha.. MNGT Management 29/05/2018  No 2.00
WO00000205 SP240-1-M.. M Judith Mudz... BiancaDuT.. TECH Technidan 12/04/2017  No 3.00
Count: 5 10.18
Open Windows + | User: JuandaK | 26/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

4. " The Work Order Maintenance screen will be displayed. " on page 2

5. From here you can add to or edit the Work Order details, Customer
Info, the Required Crafts, Additional Data or the Equipment Info for
the work order, or update the work order using the Function and Pro-
cessing tiles.

6. When you have completed making the changes to the maintenance

screen, click on Save.
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‘ b e—bnumm Ref W00000206 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0

Comment | Generated by Project Methodology - - |
SP240-2

Rectification Code

Rectification
Comments

Completion Date | 07/03/2014 ~ | 00:00:00

| User:JulandaK | 26/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 2

(= e dx)
3 \ Home | Eqwit/Lnaﬁcns Contract  Finance [HR  Inventory [ Projects Sales  Service Reporting  Utiities - & x
save | Back | Savelayout | Print
Maintain print o
Network sety i Links E’
ipti -2 - Network setup - test edi * &
Desatption Fom projec: J Reflype  ReferenceType ReferenceNo 1
1 cAL Call Reference =
PMNG Project Reference PRJI0000071 %
i
Requestor Belinda Sharman v|* <
3
WO Type IT Requirement v|* Schedule : §
Priority 24l Assigned To | Bianca Du Toit .. E
RequestDate |07/08/2014  ~ [16:6:24 3 Assigned By |Beinda Sharman N i
Status [0 - Ope Scheduled Start |07/08/2014 16:16:24 3 * é"
Billable [ ] Scheduled End | 03/08/2014 16:16:24 3 * g
Capitalise [ Acmalsuut[oms/zma - ‘u.uo.uo = —
g
Whiaks Birdler Bvmaz Actualbnd [0709/2014  ~ [12:0000 3 5
Functional Location © Equipment () Delay Comments | Currently on Schedule =
s
——— )
Ttem  Main £ 4" —

VIEW PROJECT

1. From the Time Not Billed for Project Ref [project ref number] screen,

2. Click on View Project.
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$ - —p Project Ref PR - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 = )|
| @ | Home /Locations  Contract  Finance [HR  Inventory [ Projects Sdles  Service  Reporting  Utities - & %
=gk @ % F3 = =1 @ % AR
= — ==
BAG 8 5 = B 8|S i &
Invoice Back | FlagReviewed SLATime | ViewWO View Cal |ViewProject] | Savelayout Workspaces SaveFiter | Refresh
Project -
Maintain Navigation P Format Cur X
- SLA a2
WOCode Descripion  WOStatus  Employee Manager Craft CraftDesc  Date Billzble RegularHours Om‘
* |l L5 e o e L -3 = o0 = = fidlt... Code Descripion  SLAType
» WO0000206 SP240-2-N.. O BiancaDuT... Belinda Sha... MNGT Management  18/07/2018  No 0.13 v = e 0 =
WOD000206  SP240-2-N... Judith Mudz... BiancaDuT... ADMN Administrati.. 12/04/2017 No 5.00
WOD002188  Test project.. M BiancaDuT... Belinda Sha.. MNGT Management 30/05/2018  No 0.05
WOD000286 WS - Week... M BiancaDuT... Belinda Sha... MNGT Management  29/05/2018  No 2.00
WO0000205 SP240-1-M.. M Judith Mudz... BiancaDuT... TECH Technidan 12/04/2017  No 3.00
Count: 5 10.18
« i« == »
Open Windows | User : JulandaK | 26/11/2021 | Version: 2.5.0.4 | Example Company v2.5.00

"The Edit project : [project ref number] screen will be displayed." on

page 2

Make the required changes to the project information and click on

Save.
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Functions

nt History

End Date

Project Manager

Start Date  29/05/2017

05/06/2017

Bianca Du Toit

Waork Orders [ —— Acco
Project Reference PRIO000071 unt Code
Project Type  Unique bt Customer Status w
Parent Project Details : Contactflo-
Vat No. | 123258741369
Description [test I
Hold Reason
Project Reference |PRI0000070
Documents
Customer  Titan Group b Notes NoteDate Not
" v e = #c i
Status Open

Edit project : PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 |
@ | vome | Equpment/locstions  Contract  Finance [HR  Inventory |Projects i Sales  Service Reporting  Utites e
HO ®|
Back | Savelayout Workspaces
» Customer Info x
R Identification :
Description }5p240 New Deal | * Customer Code TIAOOL

TelNo. [0318529632

["eseq euonippy | [ siepio om payui |

Progress Chart

Open Windows ~

Notifiable [

“«

| User:JulandaK | 26/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 2

MNU.058.030
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