Projects - Notes

PROJECTS

PROJECTS - NOTES

Project Notes can help everyone working on the project to immediately

understand what is important and essential to the project.

Project Notes can be added to a Project that has been Closed.

Ribbon Access: Maintenance / Projects > Projects

BPO: Version 2.5.0.0 - Example Company v2.5.0.0
Equipment /Locations  Contract  Finance /HR  Inventory

S B B =R R [
Customers| Services Commercals | POSLite Quotes Orders Invoices Credit Statement
Notes Run

[Projects  Mar i | Sdes | Service  Reporting Utiites

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. 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 note for.
5. Click on the Notes tile.
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$ - Project Listing - BPQ: Version 2.5.0.4 - Example Company [=Jl=2Jlx]
[ E 7‘m| Equipment /Locations  Contract  Finance /HR  Inventory [ Projects i - & x
@ f;? E Save Layout 5 Apply Project Methodology @ f Employee Time ‘g TT& 4
5= Workspaces » B Project Time
AL ER e i IS Adyst Project Basetne p?:,:' P ey || pr o
Maintenance 4 Format 4 Pro ng 4 Analysis Print L
Links 0 | gisting | Hierarchy
ProjectRef Description Status  StatusDesc  EndDate  ManagerName  Notfy | CustomerCode | CustomerName  Depthame
0 - B "B - 0 - - - L =
PRIO0D007L  SP240 New Deal. [ Open 05/06/2017 BiancaDuToit  No TIADD1 Titan Group
E] PRIOD000TS  Check Technician Assignment O Open 17/09/2014  Belnda Sharman  No HOP0O1 Hope Works (Pt...
PRIO0000S2  Test Projects viewed in Cust.. O Open 18/09/2014  Belinda Sharman  No HOPOD1 Hope Works (Pt...
PRIO000083  New machine installation ] Open 02/10/2014 BiancaDuToit  No DER001 Derton /Techno...
- PRIO0D0DSS  tst [ Open 02/10/2014 BiancaDuToit  No DEROD1 Derton /Techno...
PRI00000S7  SP240 New Deal o Open 14/11/2014 BiancaDuToit  No TIAD01 Titan Group
PRIO0000SY  Machine installations [¢] Open 08/02/2015 Belnda Sharman  No HOPOD1 Hope Works (Pt...
PRIO0D00S0  SprintSP1912New DealSale O Open 11/01/2015  Belnda Sharman  No HOPDO1 Hope Works (Pt...
Bl PRI0000091  Service for HOPOD1 on 06 No... © Open 07/11/2014 BiancaDuToit  No HOP0O1 Hope Works (Pt...
PRI0D000S2  Scheduled Maintenance for H... O Open 07/11/2014 BiancaDuToit  No HOPOO1 Hope Works (Pt...
] PRI0000093  Scheduled Maintenance for D... O Open 07/11/2014 BiancaDuToit  No DER0O1 Derton / Techno...
PRIO000094  Scheduled Maintenance for ¥... O Open 07/11/2014 BiancaDuToit  No YESOO1 Young Electric
Bl PRI0000095  Scheduled Maintenance for T... © Open 07/11/2014 BiancaDuToit  No TIAD01 Titan Group
PRIOD000SS  Site Inspecting o Open 18/03/2015 BiancaDuToit  No HOPOO1 Hope Works (Pt...
PRIO0000S9  Install Machines o Open 21/03/2015 BiancaDuToit  No HOPDO1 Hope Works (Pt...
) PRI0000100  Machine inspection required O Open 29/05/2015  Belinda Sharman  No
Bl PRI0000101  Scheduled Maintenance for H... O Open 15/05/2015 BiancaDuToit  No HOPOO1 Hope Works (Pt...
PRI0000102  Scheduled Maintenance for D... O Open 15/05/2015 BiancaDuToit  No DERD01 Derton / Techno...
PRI0000103  Scheduled Maintenance for H... © Open 15/08/2014 BiancaDuToit  No HOP0O1 Hope Works (Pt...
B PRI0000104  Scheduled Maintenance for D... O Open 15/08/2014 BiancaDuToit  No DER0O1 Derton [ Techno...
Bl PRI0000105  Scheduled Maintenance for Y... O Open 15/08/2014 BiancaDuToit  No YES0O1 Young Electric .
| User : JuandaK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

ADD A NOTES

6. The Notes for Project : [project ref number] screen will be displayed.
7. From this screen you can view all the Notes relating to the project.
8. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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$ - G——pmhrm:mmn»mvmuu-mmvm (= Jla]lx]
\7@ Home | Equipment/Locations Contract Finance /HR  Inventory i [Projects i Sales  Service  Reporting  Utiities - & x
, a7 & AR

Oz XO R &

Add Edit Delete Back | Savelayout Workspaces | Refresh

E a
Commentteader EmployeeN... | FulName
v o o e

» Comment DUT001 Bianca Du Toit
test DUT001 Bianca Du Toit

Open Windows ~ | User:JulandeK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

9. The Add Comment screen will be displayed.
* Comment Header: Type in the Comment Header for the
Project Note. This information will display on the Notes for
Project list screen to identify the Note.
* Comment: Type a simple Project Note related to the pro-

ject, as required.
10. Click on Save.
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$ - Add Comment - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 Lo ]lox
E | Home | Equipment/Locations  Contract  Finance /HR  Inventory [ Projects i Sales  Service  Reporting  Utiities - & x
Save | Back
Process a
Comment Header 20210902 -
Comment Prepare and submit project schedule| =
Open Windows ~ | User:JulandeK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0

11. When you receive the Project Notes message confirming;
e The comment has been saved.
12. Click on OK.

. id Notes for Project : PRI0O000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =83 x
[ E Home | Equipment/Locations  Contract  Finance fHR  Inventory [ Projects facturi Pr Sales  Service Reporng  Utiities - &® x
= ] > & g
=] 4

OLXO0 8 B ©

Add Edit Delete Back | Savelayout Workspaces | Refresh

CommentHeader EmployeeN... | FullName
v e o o
» Comment DUT0OL Bianca Du Toit

test DUToO1 Bianca Du Toit

20210902 KESD01 Julanda Kessler

Project Nmesq—@ X
e
o The comment has been saved.

Open Windows ~ | User:JulandaK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0 .
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13. The Notes for Project screen has been updated with the new note.
14. The Employee Number and Employee Full Name of the person logged
onto to system has been recorded as the employee who created the

note.
15. Click on Back to return to the Project Listing screen.

L Ji x

‘ i Notes for Project : PR1I0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0

@ | tome | Emipment/Locations _ Contract_France [HR__ Inventory _ Matenance [Projects _ Manufachring _ Proarement _ Sdes _ Servce Reertog _ Uties

L —— -
Oz X0 & &

Add Edit Delete | Back Savelayout Workspaces | Refresh

==
F X

Forma¥

CommentHieader EmployceNumber  « | FullName
v | o e O
» Comment DUT001 Bianca Du Toit.
test DUT001 Bianca Du Toit.
20210902 KES001 Julanda Kessler

:

Open Windows ~ | User: JulandaK | 02/09/2021 | Version:2.5.0.4 | Example Company v2.5.0.0 4

EDIT A NOTE

1. From the Notes for Project : [project ref number] screen,
2. Click on the row of the project note 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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$ - o—bmhpm:mmmn-mhﬁ-unn-wcﬂ.—ym (=J(=a]{x]
| @ | tome | Equpment/Locations  Conbract Finance /MR Inventory Mai [Projects i Sdles  Service  Reporting  Utiities o L

X0 B B &

CommentHeader EmployeeNumber  +  FullName
v oD o o
Comment DUTO01 Bianca Du Toit
test DUTO01 Bianca Du Toit
DZDZIONZ KES001 Julanda Kessler

\

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

N

. The Edit Comment screen will be displayed.
5. Make changes to the Comment Header and Comment, as required.
6. Click on Save.

Edit Comment - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 — e jix
Jlocations  Contract  Finance fHR  Inventory i [ Projects i Sales  Service Reporting  Utiities - & Xx
4 aQ
Comment Header 20210902 - Project Schedule % N
Comment Prepare and submit project schedule to |+ R
Project Sponsor| .- e
-
Open Windows ~ | User: JulandaK | 02/09/2021 | Version : 2.5.0.4 = Example Company v2.5.0.0 o
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7. When you receive the Project Notes message to confirm;
* The comment has been saved.

.
8. Click on OK.

$ - Notes for Project : PRIO00001 - 570- Version 2.5.0.4 - Example Company v2.5.0 —EI=

\7 é Home | Equipment/Locations Contract  Finance /fHR  Inventory [Projects  Manufacturing  Pre Sales  Service Reporting  Utiities - & x
a ) Fa (i =)
QX0 {| &
Add Edit Delete Back | Savelayout Workspaces | Refresh

&

Format

Commenttieader Employe... < | FullName

v Al e e
» Comment DUT001 Bianca Du Toit
test DUTO01 Bianca Du Toit
20210902 - Praject Schedule KESDO1 Julanda Kessler
Project Notes d—o X
o The commen{rhas been saved.

| User : JuiandaK | 02/09/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

Open Windows ~

9. You will return to the Notes for Project screen where you can view the

changes made to the Comment Header.
10. Click on Back to return to the Project Listing screen.
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$ - e—bnntuhrrmpd PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (=Jlalix]
‘ ﬁ Hm|Eq.lmmtlem Contract  Finance fHR  Inventory i [Projects Sales  Service Reporting  Utiities - & X
QX0 & &

Add  Edit Delete | Back | Savelayout Workspaces | Refresh

CommentHeader Employe... +  FulName

? o e L3

" | 20210902 - Pro)ectSdaedue

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

Open Windows v

DELETE A NOTE

1. From the Notes for Project : [project ref number] screen,
2. Click on the row of the project note 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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[ J x

$ - € tiotes for Project : PRI0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0
| @ tome | Equpment/Locaons  Contract Finance /MR Inventory M [Projects } i Ssles  Service  Reporting  Utiities
y ATy AS)
O X0 ® &

Add  Edt |Delete | Back | Savelayout Workspaces | Refresh

R
P X

Format

Employe... +  FulName

'Commenttieader

oD o o

Comment DUTO01 Bianca Du Toit
test DUTOD1 Bianca Du Toit
20210902 - Project Schedule KES001 Julanda Kessler

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

4. When you receive the Delete Note message to confirm;
* Are you sure you want to delete this note, from project

[project ref number]?
5. Click on Yes.
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$ - Notes for Project : PRID000071 - BPO- Version 2.5.0.4 - Example Company v2.5.0.0 =dlm]ix
‘ E ‘Hm Equipment /Locations ~ Contract  Finance fHR  [nventory i [Projects  » ifacturir Pr Sales  Service  Reporting  Utilities - & X
QX0 R &
Add  Edit Delete Back | Savelayout Workspaces | Refresh

Processing . Format 4| Curr .| &

1

3

CommentHeader Employe... + FulName

oDc o o

Comment DUTO01 Bianca Du Toit
test DUT001 Bianca Du Toit
20210902 - Project Schedule KES001 Julanda Kessler

Delete Note <—°

L
Are you sure you want to delete this note, 'Comment’, from project
PRJ0O00071?

oO—— =]

Open Windows v

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

6. You will return to the Notes for Project screen and the Project Note
has been removed.

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

@

& rome | /locations  Contract  Finance /HR  Inventory y /Projects sdes  Service  Reportng  Utiities - & x

QX0 & o

Add  Edit Delete | Back | Savelayout Workspaces | Refresh

i Notes for Project : PR1I0000071 - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 — B ] x]

|
Processing B Form ‘ Curr |

Commenttieader Employe... <  FuillName
v o e e

» test DUT001 Bianca Du Toit
20210902 - Project Schedule KES001 Julanda Kessler

Open Windows ~

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