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Workgroups in TimeTrak

Workgroups in TimeTrak 4.0 have been completely re-designed to provide better work flow
for both schedulers and mobile users.

It is important to note that a TimeTrak workgroup is an association of users, contractors,
subcontractors and equipment that you would like to schedule.

There are two main TimeTrak workgroup scheduling methods that will both be covered in
this white paper.

1. When you schedule your users and equipment together in a workgroup as the users are
more than likely going to use that equipment.

2. When you schedule your users in a workgroup and add on the equipment separately as
they may not use that equipment.

TimeTrak mobile users can now also check users in their workgroup into different
appointments, jobs or tasks if they are completing different work from the Manage
Workgroups screen.
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When creating a new user in TimeTrak 4, as per below there are new additional licensing
types Equipment, Contractor and Subcontractor (schedule only).
The Subcontractor licensing type has also had some alterations to its behavior as per below:

New User Licensing

User - 2

General | Settings | Groups | Labour Codes | Disbursements | Stock Locations | Subcontractor

Contractor t .
User Type: TimeTrak Professional ~ | Image:

. TimeTrak Mobile | |
Job Resource: Contractar {/ | Subcontractor (Schedule Only)
Login Id: Subcontractor

Subcontractor (Schedule Only')e

MName:

Schedule Only
Shart Name: Equipment,
Timesheet Manager .
Iritials: | Equipment | Schedule Only
Email: |
Password:
Confirm Password:
Profile: >
Mo image data
Roster: Default Roster >
Outlook Profile:
Global Administrator Group Administrator Restricted User
TaskTrak User Mobile User

® Contractor

A contractor is a person who regularly works with the organisation, typically they wouldn’t be
on the Payroll, but would be paid through creditors. They would have full access to client and
job information, and log their own time against work that is assigned to them.

A Contractor will have a creditor account set up against them and each new Appointment can
generate a Purchase Order against the Job or be assigned to an existing Purchase Order for
the job against the Creditor Account. The time recorded by a Contractor user appears in the
Timesheet section of the Job. Optionally there is a setting to determine if this time is
deducted from the budgeted hours.

® Subcontractor

This is a Subcontractor who has access to TimeTrak Mobile platform only. They will have a
creditor account set up against them and each new Appointment can generate a Purchase
Order against the Job, or be assigned to an existing Purchase Order for the Job against the
Creditor Account.

This user will only ever see Job information related to their Appointments. Quoted lines on
the Job can be optionally visible where they are the Supplier against the Quoted lines. This
user can complete checklists against a job. The time recorded by a Subcontractor user
appears in the Costs section of the Job. Optionally there is a setting to determine if this time is
deducted from the budgeted hours.

© These files have been compiled by Exosoft and may not be reproduced without our express permission.

Page | 3



® Subcontractor (Schedule Only)

This is a Subcontractor who has no access to TimeTrak Professional or TimeTrak Mobile
platforms at all, and can only be scheduled. They are scheduled and a Work Request can be
produced for them using a custom report. They will have a Creditor Account set up against
them and each new Appointment can generate a Purchase Order against the Job, or be
assigned to an existing Purchase Order for the Job against the Creditor Account.

The time recorded by a Subcontractor user appears in the Costs section of the Job. Optionally
there is a setting to determine if this time is deducted from the budgeted hours.

® Schedule Only

This is a user who cannot log into TimeTrak Professional or TimeTrak Mobile but is visible to
other users who have access to both TimeTrak Professional and TimeTrak Mobile. This user is
someone who is on the Payroll and works for the organisation consistently but would never
have their own device or login.

An Apprentice is a good example, or members of a team who have a team leader with a
device where they are all working on the same job, and the team leader enters their time for
them. This license type allows a lower price point for a user that will only ever be scheduled.

@ Equipment

Equipment licensing is for organisations that need to schedule equipment and machinery.

Typically, it would be equipment that goes out with a user or a team, and there is a need to
track who is using it. Or it is a piece of machinery in a factory environment that we need to

capacity plan for, and optimise for production. Equipment can only be scheduled.
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TimeTrak Settings

As mentioned above there are two new global settings which determine if Contractor or
Subcontractor users consume labour budget against a job.

These are located in the TimeTrak Administrator Console

Global System Setup

Modify Settings

As per below:

TimeTrak Settings £
General Admin Settings  Email Seftings  Customisation  Verification Attachments  Support

Transactional Settings
|:| Enable Branches on Statuses Outiook Id Prefuc I:I
Enable Statuses on Labour Codes
Enable Advanced Travel Features b i
Fixed Travel Billable Status: Billable e
Stock Outage on Disbursement Az=signment: Deny e
Cost Price On Purchase Order: Average Cost e
Default Markup for Purchase Orders: %
Default Checklist Report: None e
Quote Quantity Value: Quantity -
[]CunﬂamurﬂunsumesLabuurBudgm
Subcentractor Consumes Labour Budget

Debtor Stop Credit Behaviour
Stop Credit Behaviour on Time Entry Creation: Deny e
Stop Credit Behaviour on Task Creation: Deny w
Stop Credit Behaviour on Job Creation: Deny w

This then flows through to the job financial summary report against the job in TimeTrak as per
below:
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Sub Job - 10,000KM WARRANTY SERVICE - QEY-399 (6] - R

[ Hstevmors(e) | aticest) | A%o: | Dibursemsnts (0) Purchace Oriers(0) | Quotelines(s) | SevicesbleUnits(0) |  Reports |
Cetails Job Financizl Summary Lacation Appuintments (0) \ Time Entries (0] [ Tasks (0) \ Notes (0) \

Costs -
Value: $263.66 §517.75 $203.17 $0.C0 §314.59
Total: $269.66 $1,267.75 §203.17 $0.C0 $1.064.59
TimeTrak Data Actuzl Write OH WIP
Hours

= Control numbers besids each licanca type o o oo
Contrartors(2): 0.0 0.0 0.00
Subcontractors: // 0.00 0.co 0.00
Eguioment 14— 0.00 0.co 0.00
Total Hoursl: 0.00 0.0 0.00
lime: su.UJ $o.cu su.uu
Disbarsements: $0.00 $0.C0 50.00
Travel Fess: $0.00 $0.00 $0.00
TimeTiak Telal: 50.00

Job Summary

Total WIF: $1,064.59
Budget Remaining/ 3% -7.50 -§908.10
Remaining to be Invoiced from Eudoet: $66.4%
Scheduled Appointments ¥ 0.00
Unscheduled Time Remaining trom Budget 17): -rsu
cst,
r types that do not consume budaeted hours.

Post Cose

® Control numbers beside each licence type

These control numbers indicate whether or not the licence type is included in the budget and
this is stipulated clearly at the bottom of the job financial summary report.

In the above example Subcontractors time DOES consume the labour budget (ticked on in
global admin settings) so the [2] is removed from beside this licence type in the report.

Visibility of all workgroups that belong to a user’s TimeTrak group(s) is enabled via the new
profile setting below:

Go into the TimeTrak Admin Console
Profile Menu
TimeTrak Tab within the Profile.

Tick on Show all work groups for my groups as per below.
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Profile

Name: | Another Profile|

TimeTrak | Config | Alerts | MYOB Exo | Post & Invoice | CheckIn | Knowledge Base

| Show Time Entries

| Add Time Entry

« | Edit Time Entry

| Delete Time Entry

| Add Mon Billable Time Entry

| Add Mon Productive Time Entry
| Show Appointments

| Add Appointment

+ | Edit Appointment

« | Edit Appointment Recurrence
| Delete Appointment

| Add Mon Billable Appointment
| Add Mon Productive Appointment

| Show all workgroups for my groups

Form Layout

Customisations

Cheddists | Users | Queues

| Show Disbursements
| Add Disbursement
Edit Disbursement
| Delete Disbursement
| Show Tasks
| Add Task
| Edit Task
Delete Task
| Show Task Activities
| Add Task Activity
| Edit Task Activity
Delete Task Activity
| Show Attachments
| Show Master Job Attachments On Sub Job
| Add Attachment
| Edit Attachment
| Delete Attachment

| Show User Profile

Enabling this setting against a profile means that users against this profile will be able to see
all workgroups against all users in their specified group(s), as per below:

In the below case Harrison Williams will be able to see all workgroups for users that belong to
his groups - Custom group, Management and Mobile.

User -Harrison Williams b4

General | Settings | Groups | Labour Codes | Disbursements | Stock Locations

Name
Administrators
Subby

Approval

Group | -
Custom Group
Management
Mobile

To see which users belong to these groups, go to Groups, select the group in question and
click the Users tab as per below:
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File View Setup Postto MYOBExo Help

Group Setup
Add/Edit/Delete TimaTrak Groups. Logout

TimeTrak Setup

Group Name Group No
ﬁ- Global System Setup

@ ‘Web Configuration

Administrators 1
Itustum' Gruup I 1004
E_?_‘: Users & Resources Management 1005
Group boch 2
Subby 1006
Disburzementz & Allowancez CostTypes Ti atysiz  Group Motifications.

Group Details Users Narrations

{8, profiles Mobile

Rosters
Appointments

= Queues
These are the users that are currently assigned to this group.
&3- Groups I i 2 SRR

= Bridget Fairweather
€ Bilable Statuses Bruce Bowden

Disbursements & Allowances ﬁ::iys:::\‘:f{i::l;ms
%y Cheddists Owen Tree

|_VE_| Standard Narrations
DI‘I Cost Types

@ Stodk Locations

E‘:’i‘} Admin Contacts

Templates

Another profile setting that is new is "Location Tracking Enabled (TimeTrak Mobile)" As per
below.

ofile 2
Narme: | Another Profile
: TimeTrak . Canfig | Mlerts | MyoB Exo | Post & Invoice CheckIn .I.Cnowler:lée Base Form Layout Customisations Checdists | Users | :Q_ueues
[ coordinates Required 7] can Lock Task
| Allow Overlapping in Calendar | Can Lack Appeintment
¥ Convert Appointment to Time Entry [¥] Can Edit Locked Appointment
| Copy Appointment Details To Marration ["] Can Edit Locked Time Entry
I Enable Appointment Acceptance || Can Edit Posted Time Entry (Timesheet Manager Only)
I"| Disbursement Narration Required [7] All Time Entries must come from a Task
I Allow Task Notifications To Be Sent To Self || Enable Task Notifications
[ Email Contact On Task Completion "] Enable Appointment Notifications
" Allow Timesheet Verification | Create Serviceable Unit History Note on Time Entry Assignment
7] Allow Job Budget Motifications "] Enable Appointment Replacements
" Allow Request PO No, V| Can View Private Clients
I Allow Customer Approval [¥] Can View Private Suppliers
[ Restrict Job Visibiity By User 7] Allow Disbursements On Completed Tasks
I Restrict Job Visibility By Group [¥| Limit Disbursements By Available Stock in Users Default Stock Location
I"| Restrict Job Visibility By Branch [¥] Split Time Entry By Serviceable Units
I Limit Job Visibility to Job Manager {mobile only) || Can Add Time Against Other Users Tasks
| Enable Task Acceptance [7] Ediit Task Notification Email
| Edit Providers Task Motification: ?DefauItTask Motification B 5
| Show Appaintment Statuses Defoult Narration: [Nane [
| Show Appointment Categories | | Location Tracking Enabled (TimeTrak Mobile)
| Order Job Search Results In Mobile By Due Date
| Redirect After Time Entry Created -
| Hide Other Users Calendars (TimeTrak Mobile)
Maximum Appointment,Time Entry Slider Duration: i b [+ )

If you would like TimeTrak to record the location of your Mobile users the above profile
setting needs to be enabled.
The users also need to allow the TimeTrak website to track their location on their device.
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Workgroups in TimeTrak Professional for schedulers

When hovering over a workgroup tab in Professional you can now see who the workgroup
owner is as per below:

TimeTrak Demo 4

| Calendar | Alerts | Clhients | Jobs | Tasks | Serviceabie Units | Contacts | Analysis | User Chary | Client Diary | User Summary |

| TimeSheet Venfication By Job | TimeSheet Verification By User |

(<[ medey [-]>] 11 -15 September 2017 G &R A M55 G e 5 5 £
| My Calendar | Fridays work group | Mobile team | Mondays Team Mobile Team 1
Monday, 11 Sep Tuesday, 12 Sept Wednesday, 13 September i 4 as

i o o
Owner is Greg Mannin
I

09 oo

The below icon has been added to take you directly to the Manage Workgroups screen.

TimeTrak Demo 4

| Calendar | Alerts | Clients | Jobs | Tasks | Serviceable Units | Contacts | Analysis | User Diary | Client Diary | User Summary |
| TimeSheet Verification By Job | TimeSheet Verification By User | | What'

[« mes [¥]>] 11 - 15 September 2017 G S T 5[] 17 () () = O 4 || Jobs
| My calendar | Fridays work graup | Mobile team | Mondays Te : Mobile Team 1 | |Managewg'rk9mupsl
Job Nc
.
b
‘s

The Manage Worgroups screen has been re-designed to be more user friendly.

If you have the profile setting "Show all workgroups for my groups" enabled by default you
will land in the "My Visible Workgroups" view as per below where changes can be made to
user’s workgroups by clicking on the edit icon. Additional workgroups can be added by
clicking on the add icon.

Note: My Visible Workgroups cannot be ordered by user which is why the ordering arrows
are removed from this screen.
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Manage Workaroups b

Workgroups

My Visible Workgroups

Name Owner Default View Colour | Calendar | Appointment | f&
Fridays work group Craig Findlater ] &
Mobile team Charlatte Hyvid F &
Mandays Team Greg Manning Day Fi vl &
Greg and Harry Bridget Fairweather WorkWeek - El 5 &
Mobile Team 2 Bridget Fairweather - £l V| &
Craig Bridget Fairweather - Ed &
Mobile Team 1 Greg Manning 2Day El &
All staff Bridget Fairweather Day v &

If looking at a workgroups calendar (instead of your own) the below workgroup icon will
become available along with the workgroup owners name underneath as per below:

‘ My Calendar | Fridays work group ‘ Mobile team | Thursday Team ﬁ Mobile Team 1 All staff __’

.:H'g‘ Monday, 25 September 26 September

Greg Manning Greg Manning [t | Harrison Williams Greg Manning £ ‘ Harrison Williams

5 -

45

09 o0

Clicking this icon will take the user to the workgroup they are currently looking at where they
can quickly make changes if required.
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Workgroup 2

Mobile Team 1 Greg Manning v
Colour: ZFFFFCO = | View: |2 Day View | Resource Type: |Users ¥
Available Users: Waork Group Users:

Greg Mannming
Administrator = | Hamson Williams
Air Compressor 1
Air Compressor 2
Bridget Fairweather
Bruce Bowden
Carmel Hills
Carol Flemming
Charlotte Hywvid
Courtney Sinclair
Craig Findlater

David Cranston

-
| marms Ernoada
W| Show as a tab on the Calendar
Show as a Scheduling Workgroup
Delete Save Cancel

Schedulers or user's who require the ability to make changes to other user's workgroups will
need to be set up as "Group Administrators" or Global Administrators in the TimeTrak Admin
Console as per below.

"Group Administrator" allows them to see users in the same groups as them and make
alterations to their workgroups.

"Global Administrator" allows them to see all users in all groups and make alterations to all
workgroups
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User - Harrison Williams

J General | Settings I Groups | Labour Codes | Disbursements | Stock Locations

User Type: |'I'|n1eTrak. Professional - | Imnage:
Job Resource: |Harrison Wiliams > |

Login Id: \HARRISON |

Mame: |Harrison Wiliams |

Short Mame: |Harrisor| |

Initials:

Email: | support@emsoi’dnet.nz

Passwaord: |

Confirm Password: |

Profile: |Admir1 Profile -

Mo image da
Roster: |Harrisor| Wiliams -
COutlook Profile: |Harrison Williams

Global Administrator || Group Administrator Restricted User
TaskTrak User E Maobile User
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Workgroups in TimeTrak Mobile

In Mobile there has been a lot of changes to workgroups.
Workgroups have been added as an option to the View items list

Login to Mobile

Profile

Tick on workgroups under Home Screen Configuration
Return to Home Screen

As per below Workgroups has been added as an option.

TimeTrak Demo 4 -

,O Search &

Pﬂ Workgroups /

D Taala n %

Clicking this icon will take the user to the Mange Workgroups screen.

Users can still access this screen by clicking on the person icon below (the number indicates
how many other users or pieces of equipment are in the user’s workgroup)

Or clicking Menu and selecting Workgroups from here.
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v} Add Task TimeTrak Demo 4 - Henry Thompson

E} Add Appointment
Tuesday, 26 September 2017 Recorded Hgfirs: 0.00 +

(@ Add Time Entry > 30 |
D Search 08:30 ¢ @ Unscheduled Time

8.50 hours

& Add Disbursement gy. Workgroups

"/f; Add Purchase Order

V| Tasks 0
Map  Satell
= Add Job Quote Appointments 4
«» Add Sub Job Quote Calendar
it Yarrow St Yarrow St
'n' Profile [E5] Hazard Register

15 uoIaAa

(% Time Zone [E5] Knowledge Base

3‘9‘ Workgroups D Appointment Map Spey St

This screen has also been added as a widget to the Home Screen.

Login to Mobile
Profile
Home Screen Widgets

Workgroups
The numbers down the right hand side have been added for the user to index the position of
widgets.

Eg: This User would like the Workgroups widget and Calendar widget at the top of the home screen
with workgroups first, then calendar the user can index this as per below:

Home Screen Widgets

Menu Left 0
Calendar: Top 1
My Jobs: Hidden 0

As you can see from the workgroups widget below the Manage Workgroups screen has also
been re-designed to provide additional functionality - this functionality will be covered later
in the document.
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Menu TimeTrak Demo 4 - Henry Thompson 0 21

Tuesday
) Checkin ¢} %ﬂgﬂ Manage
) checkin [MCIEECEUMN = Manage

Henry Thompson
7.5 unaliocated hours -

locked on at 11:00 AM.

Sarah Mccloud
7.5 unallocated hours - Ciocked on af 11:03 AM

&, Add User
S% Delete Work Group
'1)::3 o Unscheduled Time 8.50 hours

S £

p Search Map  satellite
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Schedule users and equipment in one workgroup

This type of workgroup scheduling is perfect for businesses where the scheduler is almost
certain of the users and equipment that will be used for each piece of work.

The scheduler can see Tuesday’s workgroup which in this case belongs to Greg who is the
mobile user.

In the below case Tuesday’s Team is made up of the below users which are a mixture of
TimeTrak user types.

"Show as a Scheduling Workgroup" should be ticked against the workgroup as per below:

Workgroup 2
Tuesdays Team Greg Manning -

Colour: * | View: |Day View * | Resource Type: |Users -
Available Users: Work Group Users

Greg Manning

e T e

o Harri W
Hydrolic Lift 03 amson Willams

Hydrolic Lift 03
Internet Sales ydrolic Lift 03

Scott Shocks
Jennifer Newperson

Tim Mcintosh

Malcolm Breen

Owen Tree
Samantha Mc'Stacey
Sarah Mccloud

Scott Shocks

Stefan Howden

Tim Mantosh

Todd Thompson

Show as a tab on the Calendar

v
v

[yl

how as a Scheduling Workgroup

Delete Save Cancel

With this setting ticked on, when creating an appointment in a workgroup's calendar the
workgroup and users in this workgroup will load by default.

If in another calendar, the scheduler still has the ability to select the workgroup for the
appointment instead of manually selecting users that make up the workgroup.

Once the workgroup is selected the scheduler can see which users belong to this workgroup
as they are stated in the user field below:
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New Appointment =

‘ Detsils | Serviceable Urits () | Recurrence
i Detal —Dates
Client: Paul Holland Mators Start Time: 26/09/2017 || 12:00 PM
Job: 20,000Km Warranty Service - Spj-040 - 7 {7) End Time: 26/09/2017 ~ || 1:00 PM
E irs' Time Remaining: -20,0 Hours: 1.00 2| [ Fill Day

Contact: Gaylene Wards Show Time As: | Busy

E rp:06-724 5083 No Mobile [=] support@focus. rbdcAppomtnt
Subject: = 20,000KM WARRANTY SERVICE - SP1-040
Location: Oteramika Road Invercargill Rk Foan bl tams
Warkgroup: Tuesdays Team - Job Status: IN PROGRESS

i T i a

User: Enter text to search | e anhics — Job Category:  [COMMERCIAL

[ (Select al) Greg Manning Harrisan Williams

Hydrolic Lift 03 (@ Scott Shocks (@ Tim Mcintosh /@

T Compreseor T (=) T T A Compreseor 2 121 T TEraget Farwesther

[ Bruce Bowden [ carmel Hills [ carol Flemming

[ Charlotte Hyvid [ Courtney Sinclair [ Craig Findlater 2
Status = Maintenance
Category * siaz
Description: ST

Additional users not in the workgroup can be added to this appointment by selecting them.
This user list has been increased to three columns, there has also been a search field added as
well as icons against the user names to indicate what type of user they are as per below.
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New Appointment

Detaile | Sericeable Units (0) | Recurrence

Appointment Details

— Dates
Client 2aul Holland Motors Start Time: 26/05/2017 ~||12:00 PM
Job: 20,00CKm Warranty Service - §pj-04C - 7 (7 End Time: 26/09/2017 - ||1:00 PM
Hours: 1.00 . Fill Day

Contact: Gaylene Wards Show Time Asi | Busy

B ros7245583 (@ No Mobile - support@forus. Lock Appaintment
Subject 20,D0CKM WARRANTY SERVICE - SPJ-040 i
Location: Uteramiks Koad Invercarg UserSearch Box Contractor — Update Associated Ttems
Workgroup: Tuesdays Team - Job Status: IN PROGRESS
Use: .,// | Remove Conflicts Clear Jub Calegory COMMERCIAL

[ (Select Al) Greg Manning Hamson Willams

[*] Hydrolic Lift 03 s Shocks X [#] Tim Mcntosh . lm"“‘or

[ air 1 Air Compress [] Brid weather e

D Oes T

[ cha Courtncy Sinclair Ocr =
Status Maintenance Equipment Y
Category S5LA2 )
Descrigtion: [S]=

® UserSearch Box
Type to search for a user. Great for companies with large user counts.

@ Equipment

T 1
"% _This icon indicates to the scheduler that the "user" is set up as an equipment user type
in TimeTrak.

® Contractor
- This icon indicates to the scheduler that the "user" is set up as a Contractor user type in
TimeTrak.

® Subcontractor

- This icon indicates to the scheduler that the "user" is set up as a Sub-Contractor user
type in TimeTrak.

On Save, the appointment has been created in all of the workgroup users calendars as per
below:
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TimeTrak Demo 4

| Calendar | Alerts | Clients | Jobs | Tasks | Serviceable Units | Contacts | Analysis | User Diary | Client Diary | User Summary |

| TimeSheet Verification By Job | TimeSheet Verification By User |

[«]

Today

[~]>] 26 September 2017 2%

uHE’E:EiE...I.-E

| My Calendar | Mobile team | Thursday Team | Tuesdays Team M Mabile Team 1 | All Staff I :

g}

Grag Manning

Tuesday, 26 September

& K

Greg Manning

| Harrison Williams

| Hydrolic Lift 03

Scott Shocks

Tim Mcintosh

12 oo [|[5] Paul Holland Motors Paul Holland Motors Paul Holland Motors |[Z] Paul Holland Motors |[Z] Paul Holland Motors
15 ||| 20,000Km Warranty Service - 20,000Km Warranty Service - 20,000Km Warranty Serwvice - | 20,000Km Warranty Service - 20,000Km Warranty Service -
-|H Spj-040 (7} Spj-040 (7) H(N Se-040 (7) Spj-040 (7) I Spj-040 (7)
30
45
|
13 00

If users in this workgroup are set up as a Sub-Contractor or Contractor (in this case Tim and
Scott) with a preloaded Purchase Order line like below a Purchase Order will be created on
saving of the appointment.

User - Tim Mdntosh 2

General | Settings | Groups | Labour Codes Stock Locations

Search:

Group: | All Groups -
StockCode Description
@ -
AHL AFTER HOURS LABOUR =
AIRCOMPRESSOR AIRCOMPRESSOR. (PER HOUR)
AIRFILOL OWALCHR.OME AIR FILTER
AIRFILO12PK OVALCHR.OME AIR FILTER
AIRFILOS FRO-STLYE AIR FILTER
AIRPREO1 AIR PRESSURE GAUGE
AIRSUSO01 AIR SUSPEMSION v
Stock Code Description Quantity | Pre Load | roLine
LABOURC STANDARD LABOUR CHARGE 1 i i

If the scheduler has the ability to edit Purchase Orders enabled against their profile they will
be able to edit the Purchase Order that is automatically generated on appointment creation.

On opening of Tim's appointment, the scheduler can see the Purchase Order that has been
created for this appointment.
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Appointment (26142)

=
] Details | Disbursements {2) | Travel Fees (0) | Serviceable Units (0} | Activities (1) | Related Appointments (4) | Recurrence
~ Appointment Details - Dates
Client: Paul Helland Motors Start Time: 26/09/2017 ~||12:00 PM
Job: 20,000Km Warranty Service - $pj-040 - 7 (7) End Time: 26/05/2017 [+][1:00 P
. Hours: 1.00

Contact: Gaylene Wards Show Time As:  [Busy

W r0s-72a5083 | Ho Mabile [ support@focus. Lok Appointment
Subject: = 20,000KM WARRANTY SERVICE - SP1-040
Location: Oteramika Road Invercargil e By DR
e Fim Mantash = ~| Set the default values when converting to a time entry.
Status Maintenance e S
Category staz2 - Labour Code | LABOUR DOUBL
Purchase Order: | [ENNENEG | ] I Cost Group:
Description: A Order Date jketel | Cost Type:

New Purchase Order

103113055 26/09/2017 $50

103112046 13/09/2017 3550 rUndats Assodisted Iteme

103111043 07/0s/2017 Job Status: IN PROGRESS

Job Category: COMMERCIAL
Update Job Manager To Tim Mcintosh
Save
—
- Start Travel Check In Ssve  ivi  Canesl

Clicking the down arrow as per above will show current Purchase Orders against Tim's
Creditor account.

Clicking the three dots as per above or clicking Save & Edit PO, will take the user to the
Purchase order screen in TimeTrak where a Purchase Order header narration can be added.

Purchase Order lines can also be added and amended as well as any attachments that are
required.

A Custom Purchase Order report that can be made to fit your requirements can then be run
from the reports tab of the Purchase Order.

Purchase Order

| Details ‘ Purchase Order Lines (1) | Attachments (0) ‘ Repurtsr

Search

Name
v_General

PurchaseOrder
—

Once saved as a PDF, there is the option to send the Purchase Order via email through to the
Sub-Contractor or Contractor:

© These files have been compiled by Exosoft and may not be reproduced without our express permission.

Page | 20



Home Tools PurchaseOrder (2).. *

@B XRQ G
| B3 send File..

—»-- Send & Track

D OO » - BEBE@A P

Purchase Order

Delivery Details

oteramika road

invercargill
Order to: Date: Tuesday, 26 September 2017
CROWN MOTORS ENTERPRISES Phone: (65) 2951182
75004, BEACH ROAD, SUITE 08-31 Email: jimmytoo@crownmotors.example.com
THERLAZA Reference: 7
SINGAPORE 199591
Product Code QOur Code Description Qty Price Total

When the scheduler creates another appointment that conflicts they are able to see this
immediately as per below:
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New Appointment 2

J Details ‘ Serviomable Urits (0) | Recarrence

— Appoi Detai — Dates
Client: Health And Wellbeing - Start Time: 26/05/2017 T|[12:30 PM =
Job: Lite Se - 10144 (10144) End Time 26/09/2017 ¥ ||2:30 P =
0 Time Remaining: -2.00 hours Clear Hours: 2.00 N Fill Day Set next available time
Subject ite se ! ity Conflict: 12:00 - 13:00 Paul Holland Motors - 20,000KM |}
" T WARF RVICE - SP1-040
Location: Remove Conflicts
€ able time slot is at 13:00

Workgroup: Tuesdays Team \ h o1 e As: Busy -
us Enter Remove Conflicts Clear Lock Appointment

O (select ally @ Greg Manning @ Hoari

~ Update Associated Items

@ Hydrolic Lift 03 @& @ Scott Shocks @ @Tm >, ‘

[ Air Compressor 1 (@) [ Air Compressor 2 @) [ ridget Fainweather /| Corflict 12:00 - 13:00 Paul Holland Motors - 20,000KM WARRANTY SERVICE - SP)-040 |

[ Bruce Bowden O carmel Hills [ carol Flemming Job Category: DOMESTIC

[ Charlotte Huvid [0 Courtney Sinclair [ craig Findlater, .
Status * Maintenance
Category * SLA 2
Description !

FR User Conflicts

® Set next available time

Set next available time looks for the next available time slot in the user’s calendar which in the
above case is Tpm.

Clicking this icon will change the appointment start time and end time (while keeping the
appointment duration) as per below:

New Appointment =2

| petails | serviceable units (8) | Recurrence |

Details ~Dates
Client: Health And Wellbeing Start Time: 26/09/2017 [+][1:00Pm
Job: Lite Service - 10144 (10144) End Time: 26/09/2017 | |3:00 PM
E 3.0 Time R Hours: 2,00 5 Fill Day

Subject: * Lite Service Show Time As:  |Busy
Location: Lock Appaintment
Workgroup: Tuesdays Team
User: = = — Update Associated Items

Enter text to search Remove Conflicts Clear

Job Status: NEW 10B

[] (select All}) Greg Manning Harnson Wilams

Hydralic Lift 03 @ Scott Shocks @ Tim Mcintosh @ Ty Cabeiiory: DOMESTIC

[[] Air compressor 1 8 [[] Air compressor 2 |8 [[] Bridget Fairweather

® Remove Conflicts
Removes all users that have conflicts only, leaves users that do not have conflicts ticked on.

Clear
Clears all users from the appointment.

® User Conflicts

Hovering over these users you are able to see what the appointment conflict is.

If the user's profile, as per below, allows overlapping in their calendar then you can continue
to select the user even if it will cause a conflict and create an additional appointment for
them.
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Profile

Mame: | Another Profile

[ Coordinates Required

Alerts | MYOB Exo | Post & Invoice | Chedk In | Knowledge Base | Form Layout | Customisatic

Allow Overlapping in Calendar

Convert Appointment to Time Entry

Copy Appointment Details To Marration

|| Enable Appointment Acceptance

|| Disbursement Marration Required

[7] Allow Task Motifications To Be Sent To Self

[] Email Contact On Task Completion

In Mobile when Greg logs in he is presented with the below screen where he can select which
workgroup he is working with.

Workgroups that appear in this list are based on the workgroup owner and it is
recommended that a mobile user only has one workgroup to prevent any confusion.

Select Workgroup

Select the workgroup you are using today:

None (V)

hursday Team
uesdays Team
Mobile Team 1

Manage Workgroups

Selecting the workgroup that applies the user can see who is meant to be in there workgroup
for the day:
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Select Workgroup

Select the workgroup you are using today:
Mondays Team 0

Greg Manning, Harrison Williams,
Hydrolic Lift 03, Scott Shocks, Tim
Mcintosh

Ok

If clock on is enabled for your database and you have selected a workgroup for the day, when
the clock on pop up appears by default "Clock on all Workgroup users" will be enabled by
default.

Clock On

Do you want to clock on for today?

Clock On Note

Clock On All Work Group Users

Ok Cancel

This information is now available in Professional to the scheduler, as per below when users
have clocked on a “C" will appear beside their name.
Hovering over this, users can see what time the user clocked on.
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TimeTrak Demo 4

| Calendar | Alerts | Clients | Jobs | Tasks | Serviceable Units | Contacts | Analysis | User Diary | Client Diary | User Summary |

| TimeSheet Venfication By Job | TimeSheet Verification By User |

[¢] teday [-[>] 26 September 2017 2% SERELT

17910 BB 2 ) o X%

My Calendar | Mobile team | Thursday Team ‘ Tuesday ‘ Tuesdays Team [ MMM\ Mobile Team 1 | All Staff |WMW’:. >
Tuesday, 26 Septembs
Greg Manning (& ‘ Harrison Williams [ | Hydrolic Lift 03 [c¥ | Scoit Shocks [© ‘ Tim Mcintosh [

| Clocked an at 26/09/17 11:27

Back in Mobile against the appointment there is now an additional widget "Related
Appointments" so the Mobile user can quickly see who was scheduled to attend the
appointment with them. If for some reason a user was scheduled to attend and hasn't arrived
the mobile user would be able to quickly identify this as per below:

Appointment Details Jobld: 7 Check In To Appointment

Client: Paul Holland Motors
Start Travel CheckIn

Job: 20,000Km Warranty Service - Spj-040
Subject: 20,000KM WARRANTY SERVICE - SPJ-040 .05 Users:
fogauan OtsramilkerRoad Invercargil Greg Manning, Harrison Williams, Hydrolic Lift 03, Scott Shocks, 5
User: Greg Manning Tim Mcintosh
Date: Tuesday, 26 September 2017

Summary Total
Duration: 1.00 hours
Show Time As: Busy Dishursaments
Status: Maintenance Travel Fees
Category: SLA 2

Purchase Orders
Contact: Gaylene Wards
Phone: 06-724 5983

Related Appointments
Mobile:
site Address: oteramika road invercargill parsoniiians Zo/03201Tu 200 N

: ¢ 7 - 20,000KM WARRANTY SERVICE - SPJ-040

Created by Bridget Fairveather on Tuesday, 26 September 2017 at 9:42 A Hydrolic Lift 03 26109/2017 12:00 PM

7 - 20,000KM WARRANTY SERVICE - SPJ-040
Edit

Scott Shocks 26/09/2017 12:00 PM
Delete 7 - 20,000KM WARRANTY SERVICE - SPJ-040
Change Job Tim Mcintosh 26/09/2017 12:00 PM

7 - 20,000KM WARRANTY SERVICE - SPJ-040
Convert to Time Entry

Get Directions [% Add Appointment

In the Check In widget, It again clearly states the users that are in the
workgroup:
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Check In To Appointment

Start Travel Check In

H -
fe ) Users:

Greg Manning, Harrison Williams, Hydrolic Lift 03,
Scott Shocks, Tim Mcintosh

If, for some reason, a user is not going to work on this appointment the mobile user has the
ability to un-tick them prior to start travel or check-in.

At which point, when the time entry is saved they will need to save and manage users to
un-tick this user again or a travel/ time entry will still be created for them.

Check In To Appointment

Start Travel Check In
Select Users/Resources: Clear All
Greg Manning Harrison Williams
Hydrolic Lift 03 2 Scott Shocks

' Tim Mcintosh .

The user can then start travel, or check in directly to the job and complete any checklists
required depending on their business process.

In Professional, the scheduler can see that the workgroup is traveling to the appointment.
This is indicated by the truck icon against the appointment.
There is also additional calendar settings available in professional as per below:
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Calendar Settings

Workgroups General | Users |

Refresh Calendar: lu | 2] minutes.
Refresh Position: Istart of Day | '_|
Group By: |Date | -

[¥] 24 Hour Calendar Time Display

| Group Work Groups Together
|¥] Open Create Time Entry/Appointment Screen After Selection
[E] Print Scheduler for 24 Hours

[#] Show Future Days in Two or Three Day View

[F] show TimeTrak Groups

[¥] Show Tooltips

[¥] Unpin Task/Job After Time Entry/Appointment Creation

[#] Show User Time Remaining/Duration and Appointment Start Time

[#] Show User Estimate Time of Armval

In order for the data to appear in these calendar settings, the TimeTrak Maps window must be
running (this can be minimised down but needs to be running to allow for accurate up to
date data).

Logged in as: Bridget Fairweather (Switch User | Logout)

Lz B Al ey | s S| ME&E G 65 & @ | [5elect a Report] v | co|
| What's New in Tumﬁ;ﬂl ent Map | Get Directions |Hazard Register | Knowledge Base |

(% mwy ms gl ety fmiy plmly pmly g = [
G B R E) [T 5[5 (7] ) [ = (5] R || Jobs BmxO

iC_|

e Mondays Team J Jobs _ Serviceable Units Queue B ‘ Jobs Due Tomorrow KT | - o]

Monday, 7 August |

[Enter text to search || search

[ Hydrolic Lift 03 | Scott Shocks | Tim Mcintosh |

As per below this map will show the location and current status of users.
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AR

T Waverley Park. D"

fard
o

GLENGARRY

s
Surrey Park
ILT Stadium Southland

+ | Ascot Community School

Garry Froude -8

willer St
s g.Southland Girls n
¢ |Err—Srmrseioo— T

.
Hydrolic Lift 02 o

3:19 pm

a

In order for users to appear on the above map they must have "show user on map" ticked on

against their user in the TimeTrak Administrator Console.

You can also stipulate the colour of their map indicator here by setting the background

colour.

User - Harrison Williams

General | Settings | Groups | Labour Codes | Disbursements | Stock Locations

I | Show User On Map I

ERFP Settings

TimeTrak Settings

Time Units: 15 - Foreground Colour: | (]

Start Date: 3/03/2015 - I Background Colour: [ I 240, 0,0
Last Checked: 30/04/2016 - Calendar Colour: | T Transparent
Wage Cost: 45| - || Daily v

Show user Time Remaining/Duration and Appointment start time.
If this calendar setting is ticked on, the checked in or travel icon will appear under the users

name depending on their current status.

The figures are “Time remaining if traveling” or “Current duration if checked in/ Appointment

Start Time”.
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TimeTrak Demo 4

| Calendar | Alerts | Clients | Jobs | Tasks | Serviceable Units | Contacts | Analysis | User Diary:| Client Diary | User Summary |

| TimeSheet Venfication By Job | TimeSheet Verification By User |
[T o ~[>] 13 September 2017 O @ m 5 5
| My Calendar | Fridays work group ‘ Mobile team | Mondays Team _ Mobile Team 1 | All Staff |

Wednesday, 13 September
(?;‘ Greg Manning (€ Harrison Williams [ Hydrolic Lift 03 €l Scott Shocks (€ Tim Mcintosh &
e} 0:08 / 14:50 fi= 0:08 / 14:50 fi= 0:08 / 14:50 &} 0:08 / 14:50
15| [
a| |
a5 | Paul Holland Motors [l f# Paul Holland Motors | [{f% Paul Holland Motors || % Paul Holland Motors
i5 oo | 20,000Km Warranty Service - 20,000Km Warranty Service - 20,000Km Warranty Service - 20,000Km Warranty Service -
| Spj-040 (7) | Spj-040 (7} Spi-040 (7) Spj-040 (7}
15
3| |
435 |
16 oo Paul Holland Motors
13| 20,000Km Warranty Service -
1 Spj-040 (7)
30 |
45 |
17 ool |

Show User Estimate Time of Arrival
Having both of these calendar settings ticked on will switch between the two options.
Clicking on this field in Professional will show the scheduler the user on google maps as per

below:
/ Checked in to Paul Holland Motors 20,000KM WARRANTY SERVICE - SPI-040 L

| PAUL HOLLAND MOTORS
E - : w Yarrow 5t Yo =
&
= =
52
raill
it
need >
g = Taviot §1
) =)
% Bawmant St
0 Srinan St
=3 Earm St
a7 . ar
& Baimoral Dr
0 et STRATHERN A
-4
Scandrett 5t E
GO gle Mzp da’.a“-‘élim'."_ﬁaqgls Temmsz of Us= | Report & map emmor
E H Close

The scheduler now also has a Check In Activities Report Available in Professional as per below:

© These files have been compiled by Exosoft and may not be reproduced without our express permission.

Page | 29



Logged in as: Bridget Fairweather (Switch User | Logout]

iiceable Units | Contacts | Analysis | User Diary | Client Diary | User Summary | HEFANES o @ [Select 3 Report] M S
rification By User | | What's I In| Check In Activities || Client Map | Get Directions [Hazard Register | Knowledge Base |
“ imtn wmty simty pimty pmis plmis plmin pmte i o g = =
17 G S BB N5 51171 %1 =5 57 # || Jobs BRxS
swork group | Mobile team | Mobile Team 1 _ Mondays Team _ Jobs | Current Jobs ‘ Serviceable Units Queue B | Jobs Due Tomorrow F ‘ Western
Monday, 7 August ‘ ______

The report can be run by group and shows users and their current activity as well as their next
activity.

There is the option to view the report on a black background if preferred by clicking the Invert
icon the arrow is pointing at below:

User Check In Activities %
Wednesday, 13 September 2017 3: M
Current Activity Next Activity
Status Time to Arrival ETA Time Client Appointment Time Client Appointment

Bridget Fairweather
Bruce Bowden
Carmel Hills

Carol Flemming
Courtney Sinclair
Craig Findlater

David Cranston

Garry Froude

i § . HEALTH AND
Greg Manning 04:00pm e ieEiNG Lite Service
Harrison Williams 04:00pm PAUL HOLLAND 20,000KM WARRANTY

-00P! MOTORS SERVICE - SPJ-040
Henry Thompson
Hydrolic Lift 02
3 . HEALTH AND

Hydrolic Lift 03 04:00pm i eEING Lite Service

Internet Sales

Jennifer Newperson

On check out of the appointment, the Mobile user completes their time entry as per usual and
they are advised of the users in their workgroup as per below.

They then have the below options.

Save - Save time entry for themselves and the users in their work group that is specified.
Save & Manage Other Users - Save time entry and manage other users in your workgroup.
Save & Add Disbursement - Save time entry for all users in the workgroup and add
disbursement(s) that were used.

Save & Add Disbursement From Quote Line - Save time entry for all users in the workgroup
and add disbursement(s) from the job quote lines.
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Narration: 20,000KM WARRANTY SERVICE - SPJ-040

Work Verification

o Your work group members are Harrison Williams, Hydrolic Lift 03, Scott Shocks, Tim Mcintosh.

Save
Save & Manage Other Users
Save & Add Disbursement

Save & Add Disbursement From Quote Line
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Schedule users and equipment in separate workgroups

This type of workgroup scheduling is perfect for businesses where the scheduler is not certain
of the users and equipment that will be used for each piece of work.

Many of the settings from the above scheduling method 'schedule users and equipment in
one workgroup' still apply and will be referenced throughout this process.

In this scheduling method, workgroups are generally set up for schedulers as a selection of
users as per below.

“Show as a Scheduling Workgroup” is not enabled as user(s) will be manually selected for
appointments.

Workagroup 2
Southland Bridget Fairweather v
Colour: . ZF00FFOD v | View: |Day View * | Resource Type: |Users ¥
&vailable Users: Work Group Users:

. ) | Harnson Williams
[ ATy T rOOuE
) _| Greg Manning
Greg Manning
. N _| Henry Thempson
Harrison Williams
| Malcolm Breen
Henry Thompson
X | Owen Tree
Hydrolic Lift D2

Hydrolic Lift 03
Internet Sales
Jennifer Newperson
Malcolm Breen
Owen Tree
Samantha Mc'Stacey

Sarah Mccloud

W] Show as a tab on the Calendar

Delete Save Cancel

The same will apply for equipment which can be its own workgroup if required.
The benefit of this would be that you could go to the "equipment" calendar to see when
equipment is not scheduled.
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Workgroup

Equipment
Colour:

Available Users:

~| Administrator

[7] Bridget Fairweather
[7] Bruce Bowden

[T] carmel Hills

[7] carol Flemming

[7] charlotte Hvwid

[E |- Courtney Sinclair
| Craig Findlater

~| Dawvid Cranston

| Garry Froude

g | Greg Manning

| Haroeon (&lilliamac
T Chow = - - M=lagnd
|W| Show as a tab on the Calendar

nnnnn

-| Show as a Scheduling Workaroup

Delete

Bridget Fairweather -

B =33CCCC | View: |No Change * | Resource Type! |Users |

Work Group Users:
| Hydrolic Lift 02
= | Hydrolic Lift 03

-

o

Save Cancel

The Mobile users profile will have the below setting enabled which removes the ability to
Save a time entry - they will be forced to save and manage other users.

Profile

Name: | Another Profile

Check In

| Enable Check In
Enable Start Travel [¥] Enable Travel Home

Default Appointment Duration

[#] 5ave and add time for other users only on chedk out

Clock On

| Enable Clock On

Down Time:

TimeTrak | Config | Alerts | MYOBExo | Post&Inveice | CheckIn | Knowledge Base | Form Layout | Customisations | Checklists | Users | Queues

1 Hour

¥| Automatically create travel time entry when arriving at destination

Internal Systems

When an appointment is created the scheduler selects the user(s) and equipment that they
believe will be required to complete the job by selecting them from the user drop down field.

As mentioned in the first scheduling method, if there are appointment conflicts the scheduler

will be notified of these.
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If the users profile has "Allow Overlapping in Calendar" enabled this can be over written.

Again, if any of the users selected are set up in TimeTrak as Contractors, Sub-Contractors or
Sub-Contractors (schedule only) their individual appointments can be opened and Purchase

Orders amended and emailed if required and permissions allow.

New Appointment

‘ Details ‘ Disbursements (1) | Travel Fees (0) | Serviceable Units{0) | Recurrence
~ Appointment Detai - Dates
Client: Comfort Automotive Services Pte Lid Start Time: |28/09/2017 |~||2:00pm
Job: Maintenance Work - 10149 (10148) End Time: 26/09/2017 [][3:00Pm
00 hours.  Time Re: Hours: 1.00 3 Fill Day

Contact: Lee Jones Show Time As: | Busy

@ r:(s5) 752 ooso No Mobile [ support@exosof 7] Lodk Appoirttmient
Subject: = Maintenance Work

~Time Entry Default:
Location: 176 Spey Street Invercargill PSSR
Workaroup: 3 Set the default values when converting to a time entry.
s [ Courtney Singiair o Status:
Garry Frouds

o i Labour Code

[ tnternet Sales Cost Group:

[] owen Tree i Cost Type:

Scott Shocks @k [ Tim Mcintosh @

[ Todd Thompson ~ Update Assooiated Ttems
Status * Maintenance Job Status: NEW.J08
Category * SLA 2 Joh Catenotys DOMESTIC
Destription: Sl Update Job Manager To Harrison Williams
Description

In Professional when opening this appointment in one user’s calendar, there is a related
appointments tab which shows the other appointments that relate to this appointment.

Appointment (26145)

‘ Details ‘ Disbursements (0) Travel Fees (0) Serviceable Units (0} Activities (1) Related Appeointments (3} ﬂecurrence

Reassign To: | Sele Reassign Delete A Show Occurrence:
Subject Start Time Hours | User I &
Maintenance Work 26/09/2017 14:00 1.00  Greg Manning RIS
Maintenance Work 26/09/2017 14:00 1.00 | Hydrolic Lift 02 HIBE
Maintenance Work 26/09/2017 14:00 1.00 | Scott Shocks ey

Ticking on "Show occurrences" includes any recurring appointments in the selected date
range as well as the appointment you currently have open (in this case Harrison Williams

Appointment).

Appointment (26145

‘ Details ‘ Disbursements (0) | Travel Fees (0)

Serviceable Units (0) | Activities (1) REIatEdAppmr‘tments[E){urrence |

Date Range: |1/09/2017 ~||31/10/2017 Refresh Reassign To:|Select A User To Reassign |~ Reassign Delete Al | Show Occurrences
Subject Start Time Hours fUser [
Maintenance Work 26/09/2017 14:00 1.00 | Harrisen Williams S
Maintenance work 26/09/2017 14:00 1.00 | Greg Manning =i=]=]
Maintenance Work 26/09/2017 14:00 1.00 | Hydrolic Lift 02 =)=
Maintenance Work 26/05/2017 14:00 1.00 | Scatt Shocks )=
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In Mobile when logging in the user will have the option to select their current work group or
go to the Manage Workgroups screen as per the first scheduling method to manage the users
in their workgroup for the day.

In this scheduling method the Mobile user has more control of his workgroup as this could
change rapidly and the scheduler may not always be aware of the changes prior to the event.

4= Back = Menu Manage Workgroups x4 4§ 4 f Home

Manage Workgroups +

Tuesdays Team

Greg Manning

7 -20,000KM WARRANTY SERVICE - SPJ-040 (11:30 - 1 hours) 3% ) CheckIn ® %Ig:rlu(ug = Manage
7.25 unallocated hours - Glocked on at 11.48 AM .

Hydrolic Lift 02 = I

1014 - Maintenance Work (14:00 - 1 hours) 0% '+ CheckIn

7.5 unallocated hours - Clocked on at 11:51 AM Choose an action

Fill Day
Harrison Williams

7 - 20.000KM WARRANTY SERVICE - SPJ-040 (12:00 - 1 hours) 3% ) ChecklIn Manage Calendar
7.25 unallocated hours - Clocked an at 1148 AM

Remove from Workgroup

Clear Today's Appointments

|~

Scott Shocks
7 - 20,000KM WARRANTY SERVICE - SPJ-040 (11:30 - 1 hours) 3% 2 Check In
7.25 unallocated hours - Clocked on at 1148 AM

& Add User

&% Delete Work Group

If Clock On is enabled the Clock On button will be visible against users.
Again by default Clock On All Workgroup Users will be ticked.
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Are you sure you want to clock on?

Clock On Note

Clock On All Work Group Users

Ok Cancel

Against the appointment the users included in your workgroup are available in the Check In
widget:

Check In To Appointment

Start Travel Check In

i} -
Sie Users:

Greg Manning, Hydrolic Lift 02, Harrison Williams,
Scott Shocks

There is also the Related Appointments widget which shows appointments for other users or
equipment that relate to your appointment - another related appointment can be created in
this widget also.
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Related Appointments

I

Harrison Williams 26/09/2017 2:00 PM
10149 - Maintenance Work

Hydrolic Lift 02 26/09/2017 2:00 PM
10149 - Maintenance Work

Scott Shocks 26/09/2017 2:00 PM
10148 - Maintenance Work

E’l Add Appointment

Start travel, or check in to the appointment depending on your business process.
Once the work is completed Check Out.

You will be advised of the users currently in your workgroup as per below but only have the
option to Save & Manager Other Users:

Narration Maintenance Work

Work Verification

|0 Your work group members are Hydrolic Lift 02, Harrison Williams, Scott Shocks.

Save & Manage Other Users/

You will be taken to the Add Time Entries for Other Users Screen as per below where you can
amend users in your workgroup'’s cost type, start time and duration.

If one of the users was not onsite you can un-tick them and a time entry will not be created for
this user (In the below case Harrison).

If additional users or equipment were used these can be added on this screen also by clicking
Add user/ resource and searching and selecting additional user’s by TimeTrak group.
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4= Back = Menu Add Time Entries For Other Users *4 43 A Home

Add Time Entries For Other Users +

o Your time entry was saved successfully. You can now add time entries for other users

User Cost Type Start Time Duration

Related Appointments

Harrison Williams
10149 - Maintenance Work

Hydrolic Lift 02 Labour 26/09/2017 12:00 PM 1
10149 - Maintenance Work :

Scott Shocks Labour 26/09/2017 12:00 PM 1

10149 - Maintenance Work
Add User/ Resource /

Save
Save & Add Disbursement
Save & Add Fixed Travel Charge

Close

In the below case an additional Hydraulic Lift was used but only for half an hour - this has
been added and shows under the "Other Users" heading on this page where the cost type
and start time and duration can be amended.
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Add Time Entries For Other Users +

o Your time entry was saved successfully. You can now add time entries for other users.

User Cost Type Start Time Duration

Related Appointments

Harrison Williams
10149 - Maintenance Work

v Hydrolic Lift 02 Labour 26/09/2017 12:00 PM 1
] 10149 - Maintenance Work

Scott Shocks Labour 26/09/2017 12:00 PM 1
10149 - Maintenance Work

Other Users

Hydrolic Lift 03 Misc Costs 26/09/2017 12:00 PM 0.5
10149 - Maintenance Work

Add User / Resource

Save

The user then has the below options:

Save - Saves the time entries for all users specified in the list (ticked on)

Save & Add Disbursement - Saves the time entries for all users specified in the list (ticked on)
and allows the user to add disbursements to their time entry.

Note: Disbursements will only be added to the logged on user's time entry not all users in the
workgroups time entries.

Save & Add Fixed Travel Charge - This option will only appear if you have Fixed Travel
Charge disbursements set up in your TimeTrak database.

Close - Does not create time entries for any other users other than the logged in user.

Back in Professional the scheduler can see that Harrison is checked in but his appointment
has not been converted to a time entry like the rest of the users in Greg’s Workgroup.
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5}‘ Tuesday, 26 September |
iridget Fairweather Harrison Williams [ Greg Manning [ J Hydrolic Lift 02 € Hydrolic Lift 03 Scott Shocks € J
——————— e —————————
1240 [[][= CONMISIT ANTOMOTIVE SE & LOMION ALNTOMOTIVE SErVi( 9 LOMTON ALTOMOIVE Servi _ -
15 ||| Maintenance Work (10145) Maintenance Work (10143) Maintenance Work (10143) Maintenance Work (10145) Maintenance Work (10143)
Description Maintenance Work (| Maintenance Work = = Maintenance Work
30
45
13 o0 [ﬂ Paul Holland Motors [ﬂ Paul Holland Motors H Paul Holland Motors [ﬂ Paul Holland Motors
15 || 20,000Km Warranty Service - 20,000Km Warranty Service - 20,000Km Warranty Service - 20,000Km Warranty Service -
Spj-040 (7) Spj-040 (7) H Spj-040 (7) Spj-040 (7)
30
45 Il

Against Greg's time entry on the related items tab the scheduler can see the other time
entries that relate to this one including the additional time entry for the Hydrolic lift 03 that
was used "on the fly" it was not scheduled and did not have an appointment for this work.

Time Entry (31558)

g
‘ Details ‘ Disbursements (1) | Activities (9) | Related Items (4) | Articles (0) | Serviceable Units {0) | Reports |

User Narration Entry Date Quote Option Time Hours Cost

Scott Shocks Maintenance Work 26/05/2017 DEFAULT OPTION 12:00 - 13:00 1.00 ssas (B (S

Hydrolic Lift 03 Maintenance Work 26/09/2017 DEFAULT OPTION 12:00 - 12:30 0.50 s1s.61 (3@

Hydrolic Lift 02 Maintenance Work 26/09/2017 DEFAULT OPTION 12:00 - 13:00 1.00 sse.84 @

Greg Manning Maintenance Work 26/09/2017 DEFAULT OPTION 11:45 - 12:00 0.25 sn.o0 3@
275 $137.29
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Mobile Workgroup Management

As mentioned earlier, the Manage Workgroups screen has been re-designed to provide
additional functionality to the Mobile user in charge of a team of users.

New workgroups can then be created, renamed and users can be clocked on and off as per
below:

= TimeTrak Demo 4 - Greg Manning * 14 83 Create newWorkgroup
=
Edit selected workgroup name
Tuesdays Team 3

CEreg Manning

== 10149 - Maintenance Work (0.25 hours) 10% Check In © Clock Off Manage

7 - 20,000KM WARRANTY SERVICE - SPJ-040 (11:30 - 1 hours) 0.23 hours

6.75 unallocated hours - Ciocked on at 1148 AM

Clock Off
Hydrolic Lift 02
10149 - Maintenance Work (0.25 hours) 1% Check In @ Clock Off iarage

0.18 hours
6.25 unallocated hours - Clocked on at 11:51 AM

Harrison Williams ¢l Off
7 - 20,000KM WARRANTY SERVICE - SPJ-040 (12:00 - 1 hours) 3% Check In (C] "d‘ Manage
7.25 unallocated hours - Clocked on at 11:48 AM 023 hours

Scott Shocks

10149 - Maintenance Work (0.25 hours) 20% Check In ® Clock Off
7 - 20,000KM WARRANTY SERVICE - SPJ-040 (11:30 - 1 hours) 23 hours
6 unallocated hours - Clocked on at 11:48 AM

Manage

II

&% Add User

&% Delete Work Group

®* Edit selected workgroup name

® Create new Workgroup

® Clock Off
This will only appear if clock on is enabled against the users profile as per below:
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Profile

Mame: | Another Profile

| TimeTrak | Config | Alerts | MYOB Exo | Post & Invoice | Check In | Knowledge Base | Form Layout | Customisatior

Chedt In

Enable Chedk In
Enable Start Trawvel Enable Travel Home

Default Appointment Duration 1 Hour

Automatically create travel time entry when arriving at destination
Save and add time for other users only on chedk out

Clodk On

Enable Clodk On

[ Down Time: ' |Interna| Systems

Clicking clock off against a user if they have left early prompts the below box to appear where
the user can enter a clock off note which can be reported on.

Clock Off

Are you sure you want to clock off?

Clock Off Note

Ok Cancel

Clicking clock off against the logged on user prompts the below icon which by default will
tick on "Clock Off All Work Groups Users"
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Clock Off

Are you sure you want to clock off?

Clock Off Note

Clock Off All Work Group Users

Ok Cancel

Mobile users now have access to more information about users in their Workgroup than ever
before via the Manage Workgroups screen as per below:

TimeTrak Demo 4 - Greg Manning

TimeTrak Demo 4 - Greg Manning +

Tuesdays Team Next Appointment Details o o
Current Time Entry

CheckIn

~) CheckIn @ Clock Off e Manage

0.72 hours

ereg Manning
= 10149 - Maintenance Work (1 hou

7 - 20,000KM WARRANTY SERVICE - SPJ-040
6 unallocated hours - Ciocked on af 11:48 AM

Next Appointment

| Users unallocated hours for the day and clocked on time (if clocked on is applicable).

Hydrolic Lift 02

i e Clock Off = Appoint +
== 10149 - Maintenance Work (1 ho#r/s;/ - = e — lanage ppointmen
6.25 unallocated hours - Clocked on at 11:51 A EEO TN

Next Appointmen
TimeTrak Status Colour

Hydrolic Lift 03 ) | Job
7-20,000KM WARRANTY § - SPJ-040 (13:00 - 1 hours} Appointment ClockOn (&) Manage

6.75 unallocated by Task
! as
Job

Clock Off

0.72 hours

Harrison Williams

== 10149 - Maintenance Work (0.75 hours)
7 - 20,000KM WARRANTY SERVICE - SPJ-040 (13:00 - 1 hours)
6.5 unallocated hours - Clocked on af 11:48 AM

&) Manage

Scott Shocks

10149 - Maintenance Work (1 hours) 0 Check In ® Clock Off e Manage
7 - 20,000KM WARRANTY SERVICE - SPJ-040 (13.00 - 1 hours) 0.72 hours
6 unallocated hours - Ciocked on af 11:48 AM

Users Day Completed
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® Current Time Entry

The first line in larger font is the user’s current time entry details.

If the time entry is assigned against a job the job icon will be displayed as per below:
= 10149 - Maintance Work (1 hours)

If the time entry is assigned against a task the task icon will be displayed as per below:
v 10125 - Special May Deal (1 hours)

® Next Appointment Details

The second line of information under a user is the next appointment details for that user in
the below format:

Job number, Job Title, Appointment Start Time, Appointment Duration.

® Users unallocated hours for the day and clocked on time (if clocked on is applicable).
The third line of information under a user is the user’s current allocated time for the day and
their clock on status if applicable.

® TimeTrak Status Colour
This is the colour to indicate the status of the user’s time entry.

This colour is set against billable statuses in the TimeTrak Administrator Console as per below:
File View Setup Postto MYOBExo Help

Billable Status Setup
Setup the billable status options that will be available in TimeTrak.

TimeTrak Setup
Status Export Non-Prod. Active
ﬁ Global System Setup i ]
@ Awvating Client Y N Y
Web Configuration -
Biflabie TimeTrak Status Z
C?:: Users & Resources Billable - Time a|
{5, Profiles Mo Charge General  M¥OB Exo Job Statuses
Rosters s -
Write Off Status: |Wrrte off
Ropainipents Wirite OFf Time | |
== Queues Vieb Invoiced i
Groups MNon Productive Status Colour: . Change Colour
€ Bilable Statuses Nosi:BilblePro Export to MYOB Exo

® CheckIn
Against each user in the Manage Workgroups screen there is a new Check In button which
will pop the below actions for the user to select from.

© These files have been compiled by Exosoft and may not be reproduced without our express permission.
Page | 44



Choose an action
Next Appointment
Appointment

Task

Job

® Next Appointment

Next appointment will only appear if the user you have selected "check in" against has a
future appointment in their calendar.

In the below example for Harrison Check in, Next appointment

Hydrolic Lift 02

10148 - Parts and Service (16:00 - 1 hours) }
6.5 unallocated hours Choose an action

ext Appointment

Appointment

Task

This takes the user to Harrison's next appointment which is for job 7, Warranty Service.
In the Check In widget by default Harrison is already selected, check in
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Appointment 5 2 4 #& Home

Job id: 7 Check In To Appointment

Start Travel Check In
i = SPJ-040
i - SPJ-040
P;% Users:

T,

Harrison Williams ‘%’:5)

If the appointment has related appointments, the user will be taken to the Manage Check In
screen as per below where they can see other users/ resources in their workgroup with
related appointments as well as other users/ resources that have related appointments not in
their workgroup.

Note: Other users/ resources with related appointments do not need to belong to one of the
logged in users TimeTrak group(s) to be visible.

However if the user/ resource does not belong to one of the logged in users TimeTrak
groups they will be unable to action the user’s appointment in anyway.
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4= Back = Menu Manage Check In *5 2 4 A Home

Manage Check In

o Some users / resources may need to be manually checked in

Workgroup users / resources

Greg Manning =
7 - 20,000KM WARRANTY SERVICE - SPJ-040 ) Check In

Hydrolic Lift 03
7 - 20,000KM WARRANTY SERVICE - SPJ-040 ©) Check In

Scott Shocks .
7 - 20,000KM WARRANTY SERVICE - SPJ-040 © Check In

Non-workgroup users / resources

Tim Mcintosh

7 -20,000KM WARRANTY SERVICE - SPJ-040 ©) Check In
Continue (>

The user can now see that Harrison is checked into job 10149 and has the option to check
Harrison out once he has completed his work.

6 unallocated hours - Clocked on at 12:51 PM
Scott Shocks
= 10149 - Maintenance Work (1 hours) 20% £% Check In o Clock Off =) Manage
7 - 20,000KM WARRANTY SERVICE - SPJ-040 (13:00 - 1 hours) o 0.40 hours -
G unallocated hours - Clocked on at 12:35 PM

@ Appointment
This will divert to the user’s appointment list

Harrison Williams
o Check Out Clock Off =
10149 - Maintenance Work (1 hours) { B e O i & Manage

® Task
This will divert to the user’s task list

e
Job

This will take the user to the job search screen where they can search by job and check

directly into a job, if permissions allow.

® Users Day Completed
This is the percentage of the day that is completed for this user based on their roster.
Clicking on this button will take the logged in user to that user’s calendar where they can
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complete their time sheet for the day.

The workgroup can be deleted, additional users or equipment can also be added and
removed from the workgroup as per below.

= Menu TimeTrak Demo 4 - Greg Manning * 6 &4

TimeTrak Demo 4 - Greg Manning +
Tuesdays Team Manage User

Greg Manning /
7 -2 000KM WARRANTY SERVICE - SPJ-040 (13.00- 1 huurs) 20% Check In c] culf"c:‘ off Manage
& unal ozated hours - Glocked on at 1249 (I 71 hours

Hydrolic Lift 02 : ol - Fill Day
10745 - Full Servize 113:30 - 2.25 hours) 17% Chack In 3
f 25 unalin=ated heurs - Clacked an at 12:35 Pl Choose an action ____,_———"’

cc
Fill Days— Managa Calendar

I-_|ydrolic Lift 03 . -——
%7 - 20,000KM WARRANTY SFRVIGF - SP.L040 (1 hours) Ll sl Vanage Calendar
B /5 Unallozated RCUrs - GIOCKed on at 12:30 I - = Femove fromWorkgroup

Remove from Workgroup

— 0 |
Zlear Teday's Appointments
Harrison Williams ¢ out Clear Today's Appointments,
7 - 20,0001M WARRANTY SCRVICE - 5FJ-040 (1 hours) 20% | ¢ CheckOn I ‘—
G unalozated hours - Ciocked on af 12.91 FM ) -
Add user or equipment to selected workgroup

Scott Shocks
o - Check Out o Clock Off
E| SP.L040 (1 houre) € "3 hours O eanoms Manage

=1 20,000KM WARRANTY SERA
M

6 unalocated houre - Clocksd on af 122

‘U Add User

Delete selected workgroup

&‘-{5 Delete Work Groupy,

® Add user or equipment to selected workgroup
Allows user to add additional users or resources to the selected workgroup.

® Delete selected workgroup
Deletes the selected workgroup.

@ Manage User

Clicking Manage against a user will pop the below options.

© These files have been compiled by Exosoft and may not be reproduced without our express permission.

Page | 48



Choose an action

Fill Day
Manage Calendar
Remove from Workgroup

Clear Today's Appointments

*® Fill Day
Fill day takes the user to the time entry screen and allows them to create a time entry for the
user’s entire day.

4= Back = Menu Create Time Entry 5 424 #& Home

Add Billable Time Entry

From Client

From Job

From Task

Add Non Billable Time Entry

From Non-Billable Productive

From Non Productive

® Manage Calendar

This option will only appear if the logged in user does not have the below profile setting
"Hide Other Users Calendars (TimeTrak Mobile)” enabled.

If this is not enabled and Manage Calendar is selected the logged in user will be redirected to
the selected users calendar.
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Profile

Mame: |Another Profil

Alerts | MYOB Exo | Post &Invoice | CheckIn | Knowledage Bi

Coordinates Required
| Allow Overlapping in Calendar
Convert Appointment to Time Entry
Copy Appointment Details To Marration
[] Enable Appointment Acceptance
[] Disbursement Marration Reqguired
Allow Task Motifications To Be Sent To Self
Email Contact On Task Completion
Allow Timesheet Verification
Allow Job Budget Motifications
Allow Reguest PO Mo,
Allow Customer Approval
Restrict Job Visibility By User
Restrict Job Visibility By Group
Restrict Job Visibility By Branch
Limit Job Visibility to Job Manager (mabile anly)
Enable Task Acceptance
Edit Providers
| Show Appointment Statuses
| Show Appointment Categories
COrder Job Search Results In Mobile By Due Date | Azcending
| Redirect After Time Entry Created Job -

| Hide Other Users Calendars (TimeTrak Mabilz)

® Remove from Workgroup
Removes the selected user from the selected workgroup.

® Clear Today's Appointments

This option will only appear if the user has scheduled appointments for today and the logged
in user has the ability to delete appointments.

On clicking Clear today's appointments all today's appointments for this user will be deleted.
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