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INTRODUCTION

Dear User,
Welcome on board PROXIUSS PROJECT+!

The following user manual will walk you through each feature of the app with all the relevant
information in one place so that you have a pleasant experience using our product. We recommend
that you read it carefully before starting the app or returning to it if you still require assistance. The
application offers various functions, and while some are obvious at first glance, some might not be.
Hence, this manual serves as a resource to ensure you maximize the app’s benefits.

For better understanding, you can also find the video manual on our website www.proxiuss.com

Should you have any questions, please visit the FAQ section on our website www.proxiuss.com
and if you find yourself lost, please contact our helpdesk at support@proxiuss.com.

However, if you come across any error in terms of the app’s functionality, please drop us a note on the
helpdesk - we will appreciate any feedback from your side, as it will help us in making relevant changes
to improve your experience and the overall quality of the app.

PROXIUSS PROJECT+ is ready at your service, and we hope you will enjoy it!

The PROXIUSS PROJECT+ Team

pproxlusfproject+ Page | 4


http://www.proxiuss.com/
http://www.proxiuss.com/
mailto:support@proxiuss.com

USER LOGIN

PROXIUSS PROJECT+ is a powerful native Salesforce application that leverages the benefits of
Salesforce's Software-as-a-Service (SaaS) solution. To access the platform, you simply need a valid
and active Salesforce account with an active subscription to PROXIUSS PROJECT+. The beauty of this
approach is that you don't need to go through the time-consuming process of engaging in any
additional installations or setups.

If you are an administrator responsible for the initial setup within your organization, please navigate to
the Admin Settings chapter and follow the provided instructions.

Please ensure that you have a stable internet connection before proceeding with the login process.
Having an uninterrupted connection will ensure a smooth experience while using PROXIUSS
PROJECT+. As previously mentioned, if you encounter any issues during the login process, don't
hesitate to refer to the troubleshooting section of this user manual for additional help.

Once you click the provided link, you will be redirected to the PROXIUSS PROJECT+ login page. Here,
you will need to enter your Salesforce credentials, including your username and password. Make sure
to double-check the accuracy of your credentials to avoid any login errors.

After entering your credentials, click on the 'Log In" button to proceed. If your credentials are correct
and your subscription is active, you will be granted access to the PROXIUSS PROJECT+ platform.
Congratulations!

In the event that you need help logging in or if you need to remember your Salesforce account
credentials, please refer to the 'Forgot Your Password? option available on the login page. This option
will guide you through the necessary steps to regain access to your account.

With this, we conclude the Login chapter of the PROXIUSS PROJECT+ user manual. If you have any
further questions or require additional assistance, please refer to the relevant sections of this manual
or reach out to our dedicated support team.

Thank you for choosing PROXIUSS PROJECT+! We are confident that this software will enhance your
project management experience and help you achieve outstanding results.

salesforce

[J Remember me

Forgot Your Password?

Qproxnus:projecu Page |5
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USER ROLES AND LEVELS

PROXIUSS PROJECT+ has been designed to align with the natural division of roles within a project
team. This means that different user roles in the application are granted varying levels of access to
individual functionalities, along with distinct scopes of access and permissions. By tailoring the
access levels according to user roles, PROXIUSS PROJECT+ ensures that team members can focus on
their specific responsibilities while maintaining appropriate data privacy and security.

Eachuserrole in PROXIUSS PROJECT+ comes with a default setup that outlines the predefined access
and permissions. However, the application provides the flexibility for administrators to customize
these setups to meet the unique requirements of each user. This customization empowers
administratorsto fine-tune the accesslevels and permissions assigned to different userroles, thereby
aligning the application precisely with the specific needs of your project team.

The ability to customize user roles allows administrators to optimize the user experience and ensure
that each team member has access to the necessary tools and data. By tailoring the setups,
administrators can create a more efficient and streamlined workflow, enhancing collaboration and
productivity.

In the sections below, we delve into the various user roles available within PROXIUSS PROJECT+ and
provide detailed instructions on how administrators can customize the access and permissions for
eachrole. This will enable you to establish a secure and tailored environment that facilitates seamless
collaboration among team members.

Admin - As an administrator, you have complete control over the system and can perform a wide range
of tasks to manage the app and its users. One of the key features available to administrators is the
ability to start and manage user profiles and accounts. This enables you to create new user accounts,
modify existing accounts, and delete user accounts as necessary. In addition, the app allows you to
manage permissions and access levels for individual users and groups, ensuring that sensitive
information is protected and that users only have access to the information and functionality they
need to perform their jobs.

Standard User - Employees have basic access to arange of useful features that can help them manage
their time and work more efficiently. The Time Tracking feature allows employees to track their work
time on projects with comments. The Personal Resource Planner feature allows employees to plan
their time on projects for the future, making it easier to manage their workload and prioritize their
tasks. The app also provides employees with reports that offer detailed information about their work
on projects, including which projects they have been working on, the number of hours spent on each
project, and any relevant comments added.

Project Manager - One of the key features available to project managers is access to assigned
projects, including a project team overview, project finances, and project progress. This enables
project managers to monitor project performance, track project expenses, and keep their team on
track to meet project objectives. Additionally, the app provides project managers with the ability to
create and assign tasks to project team members and set project milestones and deadlines. The
project management app also provides project managers with comprehensive reporting features,
enabling them to generate detailed reports on project performance, budget, and resource allocation.
By leveraging the app's powerful features, project managers can streamline their project management
workflows and ensure that their projects are completed on time and within budget.

Qproxausxprojecu |6



Employee Manager - As an employee manager, you have access to a range of features that enable you
to manage all employees within your organization. One of the key features available to employee
managers is the ability to view all employees within the organization, including their roles, department,
and contact information. This allows you to keep track of employee information and ensure that your
team is adequately staffed. In addition, the app provides you with the ability to edit employee
information, enabling you to update employee records, add new employees, and remove employees
who are no longer with the organization.

Portfolio Manager - As a portfolio manager, you have access to a comprehensive view of all projects
and all employees within your portfolio. This allows you to monitor the progress of all projects in real-
time, track resource allocation, and ensure that projects are aligned with your organization's overall
goals and objectives. In addition, the app provides detailed reports on project performance, enabling
you to identify areas for improvement and make informed decisions about resource allocation and
project prioritization. Portfolio managers can gain a deep understanding of their project portfolio and
make data-driven decisions to ensure their organization achieves its strategic goals and objectives.

Below is an overview of the permission sets you can find within the application:

PM - Employee PM - Project PM - Project

PM - Employee Manager manager Portfolio Managenn  PM-Admin
Employees Read/Write* RW All Read* Read All RW All
Absences Read/Write* RW All Read* Read All RW All
Absence
Balances Read/Write* RW All Read* Read All RW All
Projects Read/Write* X Read/Write* RW Al RW Al
Resource
Assignment RW All X RW All RW All RW All
Phases X X Read/Write* RW Al RW All
Project Tasks Read/Write* X Read/Write* RW Al RW All
Task Assignment RW All X Read/Write* RW All RW All
Milestones Read/Write* X Read/Write* RW All RW All
Registered Hours| Read/Write* X Read/Write* RW Al RW All
Time Tracking Read/Write* X X X RW All
Approve Time X X Read/Write* Read/Write* Read/Write*
Personal
Resource Planner| Read/Write* X Read/Write* Read/Write* Read/Write*
Resource Planner X X RW All RW All RW All
Acceptance
Protocol X X Read/Write* RW Al RW All
Activity Report X X Read/Write* RW All RW All
Approve
Absences X X Read/Write* RW All RW All
Absence Type
Assignments X X X X RW All
* Partial access to the objects - not all fields are readable or editable
Qproxnus:projecu Page|7



Additionally, there are 4 more Permission sets to choose from:

e PM-Personal Resource Planner - grants Partial Access to the Personal Resource Planner

e PM-Approve Absences - grants Partial Access to the Approve Absences

e PM-Invoice Management - grants Full Access to the Acceptance Protocol and Activity
Report

e PM-Resource Planner - grants Partial Access to the Resource Planner

Qproxlusfprojecu Page|8



BASIC SETTINGS

PROXIUSS PROJECT+ is an application built on the robust Salesforce platform. This means that it can
effortlessly connect with othertools and applications developed within the Salesforce ecosystem. The
integration capabilities of PROXIUSS PROJECT+ enable you to enhance your project management
experience by leveraging the power of complementary Salesforce tools.

To ensure a successful connection with other Salesforce tools, users must have an Essential (or
higher) Salesforce license. This license level grants you the necessary permissions and access rights
to utilize PROXIUSS PROJECT+ and connect it seamlessly to other Salesforce tools.

If you're unsure regarding your Salesforce license level or need assistance in upgrading your license to
the Essential (or higher)tier, we recommend reaching out to your Salesforce administrator or referring
to Salesforce's official documentation for guidance.

By having the Essential (or higher) Salesforce license and a subscription to PROXIUSS PROJECT+, you
unlock the full potential of PROXIUSS PROJECT+and enable a cohesive workflow with other Salesforce
tools. This interconnectedness empowers you to streamline your project management processes and
maximize productivity.

Admin Settings

Installation from AppExchange:

The application PROXIUSS PROJECT+ can be found on the Salesforce AppExchange platform.

salesforce AppExchqnge Home Solutions by Type Product Collections

Q

Simply type the name of the app in the search bar and press Enter. Locate the app on the right side of
the results list.

During the installation of the ProxiussProject+ app from AppExchange into your organization, it's
important to note the following step. Once you've chosen the appropriate environment
(sandbox/production), you will encounter a table labeled “Confirm Installation Details.” If everything
appears satisfactory, proceed by selecting the “Confirm and Install” button. Following this, you will be
prompted to specify the installation scope: admins, all users, or specific profiles. Opt for the "Install
for Admins only" and then click the "Install” button.

Install Proxiuss Project+
W By Proxiuss

2 222 2

Install for Specific
Profiles...

o Install for Admins Only Install for All Users

pprostfproject+ Page|9
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Stepsinyour ORG:

In this section, we will walk you through configuring the essential attributes to facilitate a seamless
user experience within the application. The responsibility for the initial setup primarily lies with the
Admin, but there is also an option to grant standalone admin rights to specific user roles.

Forinstance, the Project Manager role may not have the default privilege to create projects. However,
the Admin can establish a custom rule that enables the Project Manager role to develop projects.
Evidently, the user rights within the application's environment are highly adaptable and flexible.

1. In Setup, type “Custom Settings” in the Quick Find box on the left and click on Custom Settings.
Next to Proxiuss Project+ Settings, click on Manage.

’ search sewp T@marea @

35 Setup | Home

ager
Q Custom Settings E seTwe

Custom Settings
« cusomcode N 9

Custom Settings
-~

Didn't find what you're looking for?

Try using Global Search. Use custom settngs to creste and manage custom data st the organization, profils, and user levels. Custom settngs data Is stored in the appication cache. This means you can access it efficiently, without the cost of repeated quaries. Custom sattings data can be used by formuls fisids,
Visusiforcs, Apex. and tne Web Sarvices API.

Custom Settings e o s Page @

GetUsage,
View: [A1v] Consin tew Vaw

ATBICIDEIFIGIMIISIKILIMINIGIPIGIRISITIUIVIWIXIY|Z| One Il

Aetion Labet + Visiity Settngs Type. Namespace Prefix Description Record Size. Number of Ressrds Total Size.

4. rpvus Proect Sefiogs Pk Hararcry Prowuss 1040 0

2. Click on the upper button New.

. Seaxch Sewp Tmacoa®

3 Setup

Home  Object Manager

serwe
E Custom Settings

Proxiuss Project+ Settings

Q Custom Settings

~ Custom Code

Custom Settings

Didn't find what youre locking for? [l
Try using Global Search Hihe

a_ For example, if your application had = setting for country codes, each set might include the couniry's name and disling code

11the custom satling is a hisrarchy, you can add data for the user, profile, or arganization level. For axample, you may want ifferent vakies 10 display dapanding 6n whelher a Spaciic user is running the app, a Speciic profile, of just a general user

[=]

¥ Default Organization Level Value D\

Setup Owme *

3. Insert number of hours per man-day in the field M0 Hours and click Save.

‘ o S fear2ea @@

P Setup

Home  Object Manager

seTup
Custom Settings

Proxiuss Project+ Settings Edit

B Frovide vaiues forthe fetds you ereated This data is cached wih the applcation /

Edit Proxiuss Projects Settings EI ccccc

Proxiuss Project+ Settings Information

@ Custom Settings

v Custom Code

Custom Settings.

Didn'tfind what you're looking for?
Try using Global Search.

| = Recured mormatan

Lozation
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Create the user account in Setup-> Users-> Usersand click on the New User button.

’ eorch Setp Fee?20a @

33 Setup |Fome| Objecmamger v

a...

Active Users

Q Quick Find

Setup Home
Service Setup Assistant
Multi-Factor Authentication Assistant

Release Updates

Lightning Exp
Assistant

Salesforce Mobile App

ADMINISTRATION

=

Permission Set Groups

Public Groups

Queves

Roles
User Management Settings ai | Logn
41 Login
C=le—o 0 o

Data [ (£dt togm

_’E:m:sﬁ |

5. Fillinthe required information (such as, First Name, Last Name, Email, and Role).

8. Fillin the Manager field. Insert the name of the manager who will be approving absences (for

the correct function of Absence Approvals).

Approver Settings

cuessea | &
| Manager | |CM|/

Receive Approval Request Emails I| OI'I|§|' i1 am an approver v|

Generate new password and nefify user immediately

Save Save & New | | Cancel

When user information is set, click on the Save button.

Open user and add Permission Sets based on user role in the company. “PM - Employee” is the
standard permission set for everyone who will be tracking their time on projects (7/ime

Tracking).

Permission Set Assignments

Action Permission Set Label
Del |PM-Employee | dm——

Del PM - Personal Resource Planner

9. Create an employee record for every user:

i. Insert the Salesforce User field, Last Name, Manager in case the user has one for
approving work activity), and change Ownerto the same user as Salesforce User (you
can do that after the user verifies their Salesforce account).
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New Employee

ii.  "Change Owner”isrequired for the correct functionality of Personal Resource Planner. It
can be found at the bottom of the employee record and changed via button next to the
field Owner.

[ proxussproject+ Q s A me2ea @

Home Empoge v Swencm v Mewebdees v froes v Ptk v fegbliedbows v feporh v Dastboads v Tmelieckng  pproveTme  Persors Reoucs Horer  AoouceFanrer Mo

Mt Geermert: Cees | w
[rr—

@ evaluations 01
[

Evaluations (Supervisor) (0]

FZ Locking for (o)

[} Employee Rates (0)

~ Additional

iii. ~ We highly recommend filling in the Business Hours attribute. This setting allows Time
Tracking to distinguish working days from non-working days, which are indicated with a
yellow box. Although weekends and holidays are marked with a yellow box, you can still
report work on these days if needed. To ensure accurate tracking, it is also advisable to
set up holidays in the Business Hours attribute.

Business Hours

Search Business Hours.., Q

If you consider the steps onward to be done, for example, by employees with Project Manager and
Portfolio Manager, you have to ask the Admin to provide rights to:

10. Create Projects and Project Tasks. On Project Tasks, create Task Assignments-add employee
who is appointed to work on that task. After being added to the task, employee(s) can start
tracking hoursin the 7/ime Trackingtab in the relevant project task.

Qproxlusfproject+ Page|12



11. [Optional] Enable the counting of Revenue and Cost by assigning a rate for each employee:

i. Enterthe Employee profile and scroll down to find the Employee Rates attribute.

Employee Rates (0) New

ii. By clicking on New, fill in the required information.

New Employee Rate

* = Required Information
Information

Employee Rate Name Currency

EUR - Euro v

*Employee
B b et ) X
*Valid From

19.6.2023

*Cost Rate

*MD Rate

Recalculate

iii. If there has been a time gap between a rate change and the actual update in the
application, you can ensure accurate cost and revenue information by checking the
Recalculate box. This option triggers arecalculation of the tracked hours during the time
difference using the new rate. By doing so, you'll have correct and up-to-date cost and
revenue data.

IMPORTANT: The standard rate for employees is set by entering the MD Rate in their
Employee profile. However, it's important to note that the rate can vary for different
projects or project tasks. In such cases, you can specify a specific MD Rate for the task,
as explained in the chapter Task assignment.

12. [Optional] For reporting absences:

i. Onthe Object Manager AbsencesPage Layoutclick on button Page Layout Assignment.
Click on the button £dit Assignmentand set Long-Term Absence Layoutfor Long-Term
record type and Short-Term Absence Layout for Short-Term record type. Do it for all
Profiles.
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- SETUP > OBJECT MANAGER
Bl Absence

Details

Fields & Relationships
The table belaw shows the page layoul assignments for diflerent record typs and prolils combinations

Page Layouts

e
Lightning Rscors Pages

Buttons, inks, and Actons. Racordifypes) (13013
Compact Layouts

Field Sets

Qbject Limits

Record Types

Related Lookup Filters.
Search Layouts

it View sutton Layoun
Restriction Rules.

Tiggers

Flow Triggers.

Validation Rules

ii.  Create Project and check field Absences.

System Information

Code @

Is Absences @

Cancel Save & New

iii.  Create Project Tasks for absences(e.g., Vacation, lliness, Doctor visit).

iv.  Open App Launcher by clicking on i:i icon, choose Absence Type Assignments, and click
on the button New.

v. Assign Project Tasks to 7ype of Absence.

New Absence Type Assignment

Information

vacation

User Settings

Since PROXIUSS PROJECT+ runs on the Salesforce platform, it is essential for users to have a
Salesforce account. To use PROXIUSS PROJECT+ effectively, a minimal user license level of Essential
is required. The Essential license provides you with the necessary permissions and access rights to
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fully leverage the capabilities of Proxiuss Project+. If you're unsure about the license level associated
with your Salesforce account, we recommend reaching out to your manager, mentor, or Salesforce
administrator for further information.

Inthe event that you don't currently possess the Essential license, please request assistance from your
manager, mentor, or Salesforce administrator. They will guide you through the necessary steps to
obtain the required license. Having the Essential license ensures that you have the optimal user
experience with Proxiuss Project+ and can make the most out of its powerful project management
features.

The following step-by-step instructions provides information on how to acquire PROXIUSS PROJECT+
once you register for the Salesforce account:

1. You will receive an e-mail to verify your account by clicking on the received link.

2. You will be directed to the Salesforce register site, where you create a new password for
your account.

3. After that, you must log onto the Salesforce platform (usually with your e-mail address and
the new password).

4. Click on App Launcher icon :if on the left side, type “proxiuss project+,” and click on its
name that appears on the screen.

(2 proxiussproject+
EEE proxiuss project+ Home  Absencd
NPT N ARSIy
| proxiuss Em'ect+| [}
Apps
—_ |
proxiuss project+
Items
No results
View All -

5. Now, you can see the proxiuss project+ application in the offer list.
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USER MANUAL - BY SECTIONS

1. Home (Landing Page)

The Home screen view in PROXIUSS PROJECT+ may vary for different users depending on the
permissions assigned to them by the administrator. This ensures that each user has a personalized
experience tailored to their specific role and responsibilities within the project team.

More broadly, the Home screen serves as a hub of information and actions for users. For instance, it
displays reminders for events that require user action or recently opened records, allowing users to
stay updated and manage their tasks effectively. This feature ensures that critical events or pending
actions are easily accessible, keeping users informed and enabling timely responses.

Additionally, the Home screen features alaunchpad that simplifies navigation for users. The launchpad
acts as a centralized gateway, providing shortcuts to commonly used tabs or sections within the
application. It streamlines the user experience by offering quick access to frequently accessed
features, thus saving time and effort.

As shown in the screen below, you can see the launchpad with four shortcuts to tabs, providing direct
access to specific areas of the application that users frequently interact with.

Qpromwprojcct+ Q Searc = 2208 @

i3 proxiuss project+  Home Employees \  Absences v  AbsenceBalances v Projects v ProjectTasks v RegisteredHours v Reports v Dashboards v TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner

- - - - T 1
Heresy N
Apprave Time. Time Tracking Resource Planne: Personal Resource Planner
m Projects N Change Owner t | printable Vie H
My Active Projects Project vi
3 items « Sorted by Project Name « Filtered by All projects « Updated pied pir sekundam arch this fist - ¢ 7/

Project Name T~ Project Manager v = Start Date v | Planned End D... | Project... v | Pricing... v | Actual Costs... /  Project Health = Project Heal... -/

Project Project Name

3.07.2023

01.07.2023

01.07.2023

[.] Project Tasks
A4 My Active Tasks
arch this lst .
2 items  Sorted by Project Task Name  Fitered by All project tasks - Status » Updated pied pér sekundami Seard =
Recent Records

Project Task Na... T+ | Project | Hierarchy Code | Start Date v PlannedEndDate v Task Completio... v/ | % HoursSpent m i e

o e : S

By customizing the Home screen view and offering a launchpad with convenient shortcuts, PROXIUSS
PROJECT+ aims to enhance user productivity and streamline navigation within the application.
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2. Projects

The Project object in our project management app is a powerful tool that helps users manage their
projects more efficiently and effectively. It contains essential fields for project budget, standard
project information, project status summary, indexes, and project finances. It is closely connected to
other key components of project management, such as resources, tasks, and phases. By using the
Project object, users can centralize project-related information, plan and track project progress, and
generate comprehensive reports based on project performance.

Each project consists of project tasks (and subtasks) that have linked project task hours (from time
tracking). Please see the example of project hierarchy below:

Project
Phase 1 /

/ N\

Project Task Project Task
Hours per Hours per
Employee Employee

i 1 I
: Main Project Main Project : : Main Project :
I Task 1 Task 2 ! I Task3 | |
ey e ] L=
Project Task Project Project Task
Hours per Subtask Hours per
Employee Employee

To view the complete projects list overview in the application, click on the Projects tab.

For searching, use the filter and a search list(1). With the tabs in the upper right corner, you can create
a new project (2), change the owner of the current project (2), or create a new project by importing a
CSV file(3). For more information about importing data into Salesforce, visit the following link.

To see the printable view, click on the Printable View button (4).
To see the project details, click on Project Name(5).

There is a quick actions button ¥ (6) on the right side of the project line next to each project for
editing, deleting, or changing the owner.
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Qproxmsfpmjecu

$it prowiuss project+  Home Employess v Absences

Absence Balances v

Q, search,

Projects v Project Tasks

Registered Hours v

B

*@a 2
o 0

Reports \  Dashboards v personal Resource Fidwger  Resource Plannel

Time Tracking

Approve Time More ¥

Projects o e
All Projects '« # “ K‘ Mew Change Owne mport printable View
27 items + Sonted by Project Name - Fihtered! by All projects - Updated 2 minutes ago. Search this et #-|B-fC|7e Y
Project Name T | Start Date + | Planned End Date ~ | Crested Date v | Last Modified Date ~ | Project Health Indicator v
21.11.2022 1628 16.2.2023 1728 v -
2 —0 1.1.2023 30.12.2023 18.1.2023 1321 1322023 1527 — o v |
. . . . —_—
3 1.1.2023 2822023 23.1.2023 13:00 23.1.2023 1331 -
it 112023 2822023 18.1.2023 10:58 2222023 1526 -
s 112022 212023 18.1.2023 1243 25.1.2023 1637 — v
s 2112022 13:30 8122022 13:48 -
7 112021 31122023 23122022 839 17.2:2023 1307 — v
& 1102022 31922022 2122023 1529 — -
s 1102022 31122022 8122022 1424 -
0 192002 31122022 41,2023 1340 — v
" 1122022 31122023 9.122022 1242 512023757 v
12 16.11.2022 830 16.11.2022 830 -
13 1122022 31122022 15.12.2022 1350 15.12.2022 13:50 v
" 2762022 612023 3112022 1314 8122022 1424 — v

Project Creation

Projects could be created by clicking on a New Project within the tab Projects:

Q proxiussproject+

e
sse
- Home

proxiuss project+

Employees

Projects
Recently Viewed v 1

2 items » Updated 2 minutes ago

Project Name
1 Absences
2 Project v1.0

Q, search..

v~ Absences

Absence Balances

N

==

xI- @

Reports

208 ®

Projects ~ Project Tasks -~ Mare ¥

-+ Mew Project
Mew Change Owner
Recent records
- c| s

Absences
Project v1.0 W

v
Recent lists

v
All Projects

Additionally, you will be asked to create a new project in case you try to create a New Project Task by

using the tab Project Task:

Task Information

*Project Task Name

New Project Task

Parent Task

Search Project Tasks..

Complete this field,

Task Owner

Search Employees...

“Project

Ultimate Parent Task
This field is calculated upon save

Status

--None--

Search Projects...

Planned End Date

Recent Projects
Absences.
Project v1.0

+  MNewProject

Pricing Type
~-None--
Phase

Search Phases.

Cancel

Billable

Milestone

Search Milestones...

Agile

Depending on the path you choose, you will either be shown your new project’s details or project task

details.
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Project Details

Click on the name of the project to see the project details, including project tasks (1), phases(2), and
assigned employees(3).

Below in the Files section (4), you have the flexibility to upload your own files or find previously
uploaded documents, such as project files, deliverables, invoices, and any other relevant records. This
feature ensures easy access to crucial documents and serves as evidence for documentation and
invoicing purposes.

Here, you can edit the project, clone, or delete it (5), change the owner of the project, create a new
Acceptance Protocol or a new Activity report (8).

The quick actions buttons ¥ (7 onthe right-side help with creating, editing, or deleting the project
tasks and resource assignments (employees who are assigned to the project).

[ proxws.sproject+ a e H@ma2na @3

ook v More ¥

385 proxiuss project+  Home  Emplojess o  Absences v AbsenceBalances v Projects v ProjectTasks v RegisteredHours v Repors v Dashboards v ApproveTime  Sersonal Resource Planner  Resource Planner  Acceptans

Projct
B Brosiuss Project-

Stan Daze Flanned tne
0101.2023 31122003

w Project Information (] Profect schedule

(-] o] s

_— ~ | TaskComp...
Fix Price

“ Project Status Summary

i

v Remsining.. v | TakComp.. w |StartDate v  Plan

§7500¢ 9300% 112028 0.4
210000¢€ 1000% 1.7.2023 R

¥ Time Hapsed
B
—
I 6400% 1807203
|

v Personnel

| EndData ~ | Bilsble v | SubSumm...

@- ?] e |
s Absences @) [] Acceptance Protocol... »+  Subjectofde... »+  Contract(.. - Asofthed.. ~ Dsteofissue v | ReportedS..
1 [ sez0zsersicizsisT Subject of delivery el
[£] activity Reports o) [Cew |
— o

10 Fites (@) ngdries |

In terms of time tracking, you have the flexibility to record time on tasks at all levels of the hierarchy.
To enhance clarity, we suggest organizing the tasks by hierarchy in the Gantt Chart. You can achieve
this by simply clicking on the column headers in the Main Project Tasks / All Project Tasks table:
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2 items » Filtered by Is Main Task « Updated a minute ago

\:|| Project Task ... ~ | Hierarchy ... »» | Total Sum... » | Total Sum... “~ | TotalRema... »» | Task Comp... v | Start Date |
1 [ Implementation 5.1 3350,00 € 247500 € 875,00 € 93,00 % 1.1.2023
2 [ Realization 52 210000€ 0,00 € 210000€ 10,00 % 1.7.2023
4 »
View All
All Project Tasks (2)

2 items - Updated a minute age

|pmim Task Name v | Hierarchy ... \+ | Total PlannedC... v | Total Actual... »»  RemainingCost ~ | Task Comp... v/ 4

1 Implementation 5.1 335000 € 247500€ 875,00 € 93,00 % 1

2 Realization 5.2 210000 € 0,00 € 210000 € 10,00 % 1

4 3

View All

By now, you may have observed two distinct attributes: Project Owner and Project Manager. Both roles
provide an overview of the project and possess the ability to create project tasks. However, thereis a
fundamental difference between these roles.

Project Manager Project Owner

The Project Manager role is automatically assigned as the owner of tasks created within the project -
it'sa pre-filland could be changed within the task creation window or task details. This individual holds
direct responsibility for managing and overseeing the project's execution. On the other hand, the
Project Owner role isintended for an employee who serves as the primary stakeholder, monitoring the
project's development and progress.

Resource Assignment

Within Resource Assignment, you can view the details about a resource (employee) who is assigned to
a certain project. Additionally, in this section, you can edit, clone, or delete the resource assignment

().

By clicking on the quick actions button ¥ (2), you can change the owner of the resource assignment,
or open the printable view.

@promusrprcﬁec& Q sewch T Ea o a "f

H1 proxiuss project+ Home Employees ~  Absences w  AbsenceBalances »  Projects v  ProjectTasks ~  RegisteredHours v Reports v Dashboards ~  TimeTracking ApproveTime  Personal Resource Planner  ResourcePlanner  More v

[T Resource Assignment T
Eh’ RASG-01890 Edi Clone | Delete | w

End Date
31122023

red By Last Medified By

IMPORTANT: To ensure efficient tracking of work within the project, it is crucial to assign employees
to each relevant task utilizing Task assignment. When employees are assigned to a project as
Resource, they will not be able to track any work within the individual project tasks created under that
project. It will only allow the manager to allocate their hours in the Resource Planner.
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Phase

Phase serves for grouping the project tasks that start at the same time for a certain project. In this
section, you can edit, clone, or delete phase (1). From the related list for project tasks, you can create
anew project task for the actual phase. In order to do that, you need to go to the app launcher (i icon).

The Gantt chart represents phases with a default black color, which cannot be customized to any other

B N )
pproxmsxprqech [ seaen ] r@ma2ace @
232 proxiuss project+ Home Employees v  Absences \,  AbsenceBalances v  Projects \  ProjectTasks v  Registered Hours v/  Reports v Dashboards \  TimeTracking  Approve Time  Personal Resource Planner  Resource Planner

Phase
Phase One
Phase Name SubSummary Personnel Costs Proi
roject Tasks (0)
Phase One 2
Bilable SubSummary Hours
Description SubSummary Personnel Revenues
Status
To Do
Start Date
01.01.2023
End Date
31.07.2023
Project
Proxiuss Project+
Created By Last Modified By
P8 User User. 18.07.2023 10:23 B User User. 18.07.2023 10:23

Created phases could be edited or deleted from project details, where you have to click on View A/,
which will list all phases per given project.

Phases (5) & | New
Sitems « Updated 3 minutes ago
Phase Name | Status ~ | Start Date ~ | End Date ~
1 Qpen 1.6, 2022 31.12, 2022
2 Qpen 1.1, 2023 30, 6, 2024
3 Open 1.7, 2024 30, 8. 2025
4 [ Open 1.6, 2022 31.7. 2025
5 ] Open 1.10. 2024 31.7. 2025
< >

Clicking on any of the column's phase names will display the view from the first screenshot in this

subchapter.

Projects >

Phases e

Sfarso i nfeyesmisnrs - |C]Y

Phase Name ~ | Status ~ ‘ Start Date | End Date ~ | Billable ~ | SubSum... | SubSumm... v | SubSum... v

1 Open 1.5.2022 31.12.2022 [+ = v
2 Qpen 1.1.2023 30.6.2024 [v) ] ] LR v
3 =m QOpen 1.7.2024 30.6.2025 v A
4 Open 1.6.2022 31.7.2025 O ] = ] v
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Project Status Change

In the PROXIUSS PROJECT+ application, it is possible to choose one of the following statuses for the
project:

* Status

[ Active v

--None-- ~

Proposed

Approved

Declined

v Active

On Hold

Completed

Canceled

When the project status is marked as Proposed, Approved, or Active, assigned team members retain
the ability to record their time for the respective project. However, if the project status is indicated as
Declined, On Hold, Completed, or Canceled, time tracking within the project is not permitted.
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3. Project Tasks

Onceyou click on Project Task you will see the overview of project tasks that belong to a given project.
In this section, you can create a new project task manually (1), or you can change the owner of the task

(2).

There is also a quick action button A

project task(3).

available which can be used for editing/deleting the selected

You can also filter the data based on a specific criterion to gain a better view of all the assignments
that belong to you or your team members.

Qproxlusxproj@ch Q Search x[+) a2 A f\

830 proxiuss project+  Home Employees v Absences -  AbsenceBalences v Projects v ProjectTasks v RegisteredHours v Repors v  Dashboards v TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

) Project Tasks
q o New | Change Gwi
Recently Viewed v ¥ 6 —>| New ange Owner
1 item » Updated a few seconds ago Q. search this list B | B / *
Project Task Name v | Project > v ‘
1 Implementation Proxiuss Project+ > v
| 3] -

Project Task Creation

Project tasks can be created in two ways: either from the Project details overview or by navigating to
the Project Tasks tab and clicking on the relevant option.

cts v Project Tasks “  Registered Hours v

[
-+ New Project Task

Regardless of the method you choose, a new window will open to create a task. The essential
information required to create a task includes filling in the Project Task Name(1), selecting a Project
from the provided list (2), and clicking Save(3). Additional details can be modified at a later stage, as
explained in the Project Task details chapter.

New Project Task

Task Information

*Project Task Nameo Parent Task

[ Search Project Tasks...

Task Owner Ultimate Parent Task

Search Employees... This field is calculated upon save

Status.
*Project e

--None--
Search Projects..

Planned End Date
Hierarchy Name @

Billable
Hierarchy Code

Milestone

Search Milestones...

A

Start Date Agile

Cancel Save & New ﬁ
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Project Task Details

By clicking on a project task name, you can see the project task details, including assigned employees
in 7Task Assignments table, Subtasks, and Project Task Hours.

Inthis section, you can edit the project task, clone or delete it(1), or obtain the printable view by clicking

¥ licon(2).

onthe
Click on the quick actions button ¥ at the end of the line in order to edit or delete the entry, or,
additionally, click on the button New on the Subtasks, Task Assignment (employees which are
assigned to the project), Costs & Revenues or Registered Hours (3)to create a new entry.

Inthe 7ask Information section, there is a Billable checkbox. If the Billable checkbox is checked on the
task, all registered hours that are reported under it will have a calculated revenue amount based on the
MD rate of person(s) reporting their hours for the task. If Billable is unchecked on the task, then the
registered hours will have only the cost rate calculated.

Additionally, please note that when the Task Status attribute is set to 'Done,' assigned employees will
no longer retain the ability to track time for that specific task. Shall the task have assigned status To
Do'or'In Progress,' employees are able to track their work within the task.

ppro)auu-projcct+ [(Q seara | A @a20a @

231 proxiuss project+ Home  Employees \  Absences v  AbsenceBalances v  Projects v  ProjectTasks \  Reports v  Dashboards -  ApproveTime  Acceptance Protocols v Activity Reports v

;;;];;entation Edit | Clone [ Delete _v‘

me Start Date Planned End Date % Hours S
uss Project+ » Implementation 01.01.2023 30.06.2023 3% 3200% e

v Task Information Subtasks (0) [ newsubusk |

Project Task Name Parent Task
Implementation

3 Task Assignments (1)

1 item + Updated 4 minutes ago

[ TaskAssig.. v  Resource v | Start Date v | EndDate

31.7. 20

1 O 71as6-000004 Employes One 1.1.2023

roxiuss Projects » Implementation
Hierarchy Code Ll F2Y Registered Hours (4)

51 ta 4 items « Updated 4 minutes ago
Pricing Type ierione
. [} Registered Hours Code /| Resource Comments

Phase Agile 1 0O

smated @ [ costs & Revenues (0)
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IMPORTANT: To ensure efficient tracking of work within the project, it is crucial to assign employees
to each relevant task. When employees are assigned at the project level, as demonstrated below, they
cannot track any work within the individual project tasks created under that project.

The New Project Assignment button enables the assignment of a reservation for a specific employee.
This reservation is made for a task or project where the employee is currently out of work. As a result,
the employee cannot directly track their time for the assigned task. However, the Project Manager can
allocate the employee's hours in the Resource Planning section. This serves as a backup plan in case
of a sudden loss of a regular employee working on the project, reducing the likelihood of resource
constraints impacting the project's progress.

- =
Qproxms.rpro;ect+ [ seoen rE@z2c0a®
231 proxiuss project+ Home FEmployees v  Absences v  AbsenceBalances v  Projects v  ProjectTasks v  Reports w  Dashboards v  ApproveTime  Acceptance Protacols v Activity Reparts v
Project
Proxiuss Project+ Edit | Clone Delete New Acceptance Protocol New Activity Report | v
Project 1D Start Date Planned End Date Project Health Indicator Status
s 01.01.2023 31122023 — Active
v Project Information Project Schedule
Project Name Customer -
Proxiuss Project+ Proxiuss Proxiuss Project
Project Manager @ Project Owner @ Phase One
Project Manager i
Realization —
Priority Status T T T T T
viorty @ s @ 3 1) B & & @ & 2 & e
Standard Active é E & E E § £ & E F
Objectives @ Description .
Start Date @ Planned End Date @
01.01.2023 31.12.2023 @ Project Tasks (2)
Project Type @ As of the date Zitems - Updated a few seconds ago
Hybrid
—— [ Project Task Name v | Hierarchy... | TotalPlanned C... | TotalActual... v | RemainingCost ~ | TaskCom
vicing Type
Fix Price 1 [J Implementation 51 335000 € 800,00 € 255000 € 93%
) 2 [J Redlization 52 210000 € 000€ 210000 € 10%
v Project Status Summary . R
Project Health Indicator @ Project Health @ View All
— 15238 %
Actual End Date @ Delivery Index @
™ .
Time Elapsed % @ T - 1 item - Updated a few seconds ago
54,40 % 1
° [[] Resource Assignme... \» | Resource v | Role ~ | Start Date ~ | End Date v
34.02% 1 [] _RASG-00003 Emploves O 112003 31122023 [z

Waterfall/Agile Approach

With PROXIUSS PROJECT+, you have the flexibility to assign a project approach per task, allowing for
a Hybrid type project. By default, each project task is created as a Waterfall type (if the box is
unchecked). However, you also have the option to apply the Agile approach by checking the Agile
option either during task creation or within the task details section.

Search Employees.. Q This field is calculated upon save
Status
*Project
--None-- v
Search Projects... Q
Planned End Date
Hierarchy Name @
@
Billable Project Task
Hierarchy Code Test SubTask
Milestone
Pricing Type
Search Milestones...
Y Q Story Points
Currency
Start Date Agile .
EUR - Euro Agile
& Phase -
Pricing Type
--None-- v
Currency
EUR - Euro v
Phase
Search Phases, Q
Count Baiactad
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When applying the Agile approach, several attributes within the task details are modified:

e The Start Datefield is hidden, and the Planned End Dateis replaced with Due Date.
e The Milestonefield is hidden, and Story Pointsare introduced as a replacement.

This distinction allows you to tailor the project approach and utilize the appropriate attributes based

onyour requirements.

Task Assignment

Click on the name in 7ask Assignments to see the details of an assignment assigned to a particular
employee working on the given task. This also enables employees to track their time within the Time
Tracking tab.

[ proxissproject+ Q searh FHaa’2aa®

21 proxiuss project+ Home Employees v  Absences -  AbsenceBalances v  Projects v  ProjectTasks v  Registered Hours ¢  Reports v  Dashboards v  ApproveTime  Acceptance Protocols o  Activity Reports v

Project Task .
4] Implementation

Higrarchy Name Start Date Planned End Date Task Completion Estimated % Hours Spent
Proxiuss Project+ » Implementation 01.01.2023 3006.2023 93% 3200 %

 Task Information Subtasks (0) \
roject Task Name Parent Task
1oject Manager

[ Task Assignments (1)
1 item « Updated a few seconds ago.

Ultimate Parent Task

Implementation

Stotus [] TaskAssig.. | Resource | StartDate v | EndDate ~ |MDRate v |Bilable v
In Progress 1 [ TASG-000004 Employee One 1.1.2023 21.7.2023 v ®
Planned End Date
30.06.2023
View All

Description

Here, you can edit, clone, or delete the 7ask Assignment(1).

Click onaquickactions button(2)to change the owner of the project task or to open the printable view.

. e
pprost.rprqccu Q search.. (%] 2?7 4
i3 proxiuss project+  Home Employees v Absences \  AbsenceBalances »  Projects s  ProjectTasks \  RegisteredHours +  Reports \  Dashboards TimeTacking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Task Assignment
TASG-003616 Edit Clone Delete I‘
Project Task Start Date Endl Date Currency Resource Billable W
Implementation 11.2023 31122023 EUR - Euro Proxiuss Admin B (1] (2]
Tostc Assgnment Code Resource
TASG-003616 Proxi

18
Start Date
1.1.2023
End Date
31.12.2023
Billable

Comment ts

Created By Last Modified By

Additionally, it is worth noting that the M0 rate, which stands for Man-Day rate, can differ from the
standard rate per employee and can be customized on a task basis. However, if the MD rateis modified
after employees have already tracked their time, the reported hours must be manually adjusted to
ensure accurate cost and revenue calculations. The process for making this adjustment is thoroughly
explained in the Billable flag change chapter.

To illustrate, here is an example showcasing different M0 rates per employee for a specific task. The
blank field represents the standard employee rate recorded in their Employee details.
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Task Assignments (7) [ - ] l Mew Task Assignment URL l I
7 items « Sorted by Resource » Updated a few seconds ago
[[] Task Assignme... - | Resource t ~ | Start Date ~ | End Date ~ | MD Rate ~ | Billable e
1 [[] TasG-0p4212 1.3, 2023 31,12, 2023 ; E]
2 [] TASG-D03657 = 1.3.2023 31.12. 2023 §30,00 - E]
3 [] TASG-003656 ] 1.3, 2023 31,12, 2023 570,00 ; E]
4[] TASG-D03653 n 1.3.2023 31.12. 2023 B50,00 ’ E]
5 [ TASG-003658 1.3, 2023 31,12, 2023 530,00 ’ E]
6 [] TASG-003853 o 1.3.2023 31.12. 2023 §20,00 ’ E]
7 [] TASG-004079 1.3, 2023 31,12, 2023 520,00 ’ E]
Milestone

A project milestone is a significant event or achievement that marks a specific point in the timeline of
a project. It represents a critical stage, the completion of a major deliverable, or the attainment of an
important objective within the project. Milestones serve as reference points to track progress and
evaluate the project's overall success.

Under Milestone, you can add multiple tasks which have to be completed in a certain time (have a
specific End Date).

When a project task is set as waterfall (Agile field is unchecked)(1), it can be mapped under a milestone
through the field Milestone(2). If you want to see all milestones, you can also search for them through
the App Launcher(3).

N el
[ proxivssproject+ Q search FH@aar2ea®
3% proxiuss project+ Home Employees ~  Absences ~  Absence Balances v Projects ~  ProjectTasks v Reports v Dashboards ~  ApproveTime  Acceptance Protocols v Activity Reports v

Pidect Task " ] ;
Y Implementation Edit | Clone | Delete
Hierarchy Name Start Date Planned End Date: Task Completion Estimated % Hours Spent
Proxiuss Project+ » Implementation 01.01.2023 30.06.2023 93% 3200%
v Task Information Subtasks (0) New Subtask
Project Task Name Parent Task
imleertar ) sk ignments () e —
Task Owner Ultimate Parent Task 1 iem  Updated 8 minutes ago
Project Manager Implementation
oot — [] TaskAssig.. » | Resource  ~ | StartDate v | End Date v |MDRate v |Billable
Proxiuss Project+ In Progress 1 [0 1ASG-000004 Employee One 1.1.2023 31.7.2023 v 2]
coort Date Planned End Date g b
01012023 s 30062023 View all
Hierarchy Name @ pescription
Proxiuss Project+ » Implementation
. e =
5.1 7 4items - Updated 8 minutes ago
Frerg e e (2] Registered Hours Code v | R v | Dat v | TrackedH.. v | C ts
. M1 —— [] Registered Hours Code esource e racke H... omments
Phase 1 [0 RH-00000003 Employee One 17.7.2023 80 Work )
Phase One 0 2 [J RH-00000005 Employee One 18.7.2023 80 work 53]
3 [0 R:-00000006 Employee One 20.7.2023 80 Work 52}
4[] RH-00000007 Employee One 14.7.2023 80 werk ™

+ Task Status Summary

Project Task Overview

While the Project task overview is a standard feature in Salesforce platform applications, we would
like to highlight its importance in enhancing your work efficiency. You can access the overview by
navigating to the Project Taskstab (1) and selecting a list from the Recent lists(2). To customize the
display, simply click on the table = ¥ jcon and choose your preferred option.
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The Displaybutton offers three view options: 7able, Kanban, and Split View(3). By default, the project
tasks list will typically open in the 7ab/e view, as shown in the screenshot below.

Qpromwproject+ Q search x[- a7 a®
en 1
$1 proxiuss project+  Home Employses v Absences v Abssnce Balances v Projects v Regitiessd Hows v  Repons v Dashboards v TimeTiacing  More ¥
.
R New | Change Owner | Printable View
Recent records.
S0 items » Sarted by Project Task Name » Fitered by All project tasks « Updated a few secands ago - Searenhis e - ®- ¢ S €7
Project Task Name T v Pro| . | Hierarchy Code Display as
LR R L - | e — + Table E|-~
Kabsn | v
N _ 2 splitview §ll | T
i -
5 - - Recent lists. ' 1 -
6 a 2 v
7 L A1 Open/Werking Tasls -
e ™ copyot Lo "
“ Kanban ! -
0 -

Kanbandisplay shows the tasks based on their status:

Project Tasks
New Printable View
Allv #

earch this list. - - s
200 items « Sorted by Project Task Name + Updated a few seconds ago Search this lis & W~ C B8 €Y
Open (44) Working (11) Closed (60)
- - =
v
v
v

The Split View feature provides a convenient way to navigate tasks while accessing Project Details

information. By clicking on any task in the list, the corresponding details will be displayed on the right
side, as depicted in the screenshot below.

Furthermore, Split Viewallows you to select specific projects by checking the boxes(1)and, if your user
rights permit, change the assigned tasks' owner. This enables you to manage ownership
responsibilities within the project tasks efficiently.

Q proxiussproject+

[qs;m x- @22 &8
Home Employees v  Absences v  AbsenceBalances v Projects v ProjectTasks v  Registered Hours v Reports v  Dashboards v TimeTacking Approve Tme  Personal Resource Planner  Resource Planner  More ¥

At E mpl Tinik -
Y Implementation Et | Clone | et
2items seected (@) New

[ Q Search this s, T Chrange Ouner Hierstchy Name ) Start Date Planned End Date Task Completion Estimated % Hours Spent
Proxiuss Project+ » Implementation 01.01.2023 30.06.2023 93 % 32,00 %

::S proxiuss project+

! t
Project Task Name T mpot

Printable View || ] ‘
Implementation P + Task Information Subtasks (0) e Subtack
51 01.01.2023

Proiuss Project~

Project Task Name Parent Task.
Realization N
= resl] LS ) res asignments 1
Task Owner Ultimate Parent Task

1 item - Updated a few seconds ago

Broject Manager Implementation

o Project Status. [J Task Assignment Code | Resource ~ | Start Date ~ | End Date
Proxiuss Project+ In Progress 1 O 1Asc-000004 Employee One 1.1.2023 31.7.2023
oot Date Planned End Date 3 s

If you encounter any issues where displaying a Kanban view is not feasible, or if you wish to customize

the existing view, you can utilize the List View Controls button (1) and access the Clone option(2)from
the provided list.
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1
Q. Search this list... f]

LIST VIEW CONTROLS

Closed (5)

- Working (1)

In order for this Kanban view to load, the list view's owner has to configure Kanban Settings for it.

As the owner of your personalized overview, you have the flexibility to modify the displayed fields (1)
according to your preferences, refine the data by applying filters(2) to streamline the information, and
even print the view, if necessary (3).

3

list.. - m-| G B 0@
LIST VIEW CONTROLS
New

Clone

Rename

Edit List Filters

o Select Fields to Display I

Delete

Kanban Settings
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4. Registered Hours

The Registered Hours tab provides a comprehensive overview of project task hours entered by
assigned resources (employees) for relevant project tasks. This tab serves as a centralized hub,
enabling you to conveniently view all completed tasks in one place, as recorded in the 7ime Tracking
feature. The Registered Hours tab also offers filtering options, allowing you to refine the displayed
tasks based on your chosen criteria.

It is important to note that project task hours data is directly connected to the 7ime Tracking
feature. For optimal accuracy and consistency, it is recommended to utilize the 7ime Tracking tab
for entering project task hours based on the actual time spent on each task.

In this section, you can manually create a new project task manually (1), change the owner, and

download a printable view of this list (1). Click on the quick actions icon ¥ (2) for editing or deleting
selected project task hours.

[ proxiussprcject+ Q s A Ee?sa

i proxiuss project+ Home  Employees o Adsences s AbsnceBslances v Projects v ProjettTwks w  FegiteredHours o Reports w  Dashboands w  TmeTracking  ApproveTime  Perscrdl Resource Planner  Rescurce Planner  More ¥

§ e « Scrted by g Ml regisserect hours - Remcurce, Project Task, Diabe « Updated 2 mimdes aga

v Project Name | Praject Task v Stams v | Date | Hours

[ (4] (4 4 4

Registered Hours Details

To access detailed information about registered project task hours, simply click on the name of the
respective project task. This will provide a comprehensive overview of registered project task hours
details, including approval status, costs, revenues, and more. In this section, you can edit, clone, and
delete project task hours as needed (1).

It is important to note that project task hours data is interconnected with the 7ime Tracking
feature. For optimal efficiency and accuracy, it is recommended to utilize the 7ime Tracking
functionality for logging, editing, and submitting registered project task hours.

[ proxiussproject+ (@ seren ] Fi@e?ea®

i1 proxiuss project+ Home Employees v+  Absences \ AbsenceBalances ~  Projects v~  ProjectTasks »  Registered Hours » Reports v Dashboards v ApproveTime  Acceptance Protocols v Activity Reports -

Y Riac000003 i bame

Registered Hours Code. Tracked Hours
RH-00000003 80

Personnel Cost
200,00 €
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Reported Hours

Reported Hours is complementary to Registered Hours, with a key distinction, whichis that Registered
Hours capture the actual work logged by employees. In contrast, Reported Hours track the number of
hours entered in the Activity Report. This value provides a more precise overview of costs and revenue
from a business perspective.

To access this attribute, navigate to the Registered Hours tab (1) and select A/from the Recent lists
(2). The main overview cannot be edited directly, so you must create a copy by clicking the List View
Controls button (3)and choosing the Clone option (4).

pproxlus!prqect+ Q search.. (]~ ]
1
“E proxiuss project+ Home  Employees Absences v Absence Balances Projects v Project Tasks Registered Hours v Reports v Dashboards v Time Tracking Approve Time More Y
+ New Registered Hour
Registered Hours New Change Owner
Ally # e . P
ent records
. Q search this list... |-
50+ items - Sorted by Registered Hour Code - Filtered by All registered hours - 4 more filters applied - Updated pred par sekundami
RH-00091967
Registered Hour Code T Resource ~ | Project... | Project Task voStatus e + | Hours LIST VIEW CONTROLS
N RH-00087349 . . I Approved ] 80 New 23
RH-00091965
2 RH-00087350 ra Approved 3 80 4_ h23
RH-00091964
3 RH-00087351 ] Approved '3 80 123
RH-00091963
4 RH-00087790 = Approved 123 80 2023
5 RH-00087791 el Approved Recent lists 123 80 2023
6 RH-00087792 ra AppmvS 80 2023
7 RH-00087793 . z Approved 23 80 2023
8 RH-00087794 ) 1 Approved earned23 80 2023
9 RH-00087795 z = Approved 24.11.2023 80 Reset Column Widths 5553
10 RH-00087796 i i Approved 27.11.2023 80 -

In your newly cloned overview, click the List View Controls button again and choose Selected Fields to
Display. A new window will appear, displaying the available fields for your overview. Locate the
Reported Hours Attribute in the left column (1) and use the arrow (2) to move it to the right column (3).
You can also use the left-oriented arrow to remove attributes from the right column. To customize the
order, use the arrows (4) to move the attribute up or down within the overview. More importantly,
remember to click Save (5)to apply the changes.

New Change Owner

st -

LIST VIEW CONTROLS ments

Select Fields to Display

New off meeti

Available Fields Visible Fields
~
Clone ng Conta Rejection Reason Date
ar weekl! 1 Reported Hours Hours
Rename 4
ing Reported Revenue 3 Reported Hours

ging emy Reporting Manager Name Comments
Edit List Filters

it case al Resource Role Created Date
Select Fields to Display .
ly meetin| Last Modified Date

Revenue

Delete . v
ar daily n|
Reset Col Width .
eset Column Widths smenting Cancel ﬁ
20 Sand ncol

After saving, a revised overview, including the Reported Hours attribute, will be displayed. To edit an
entry, hover over the attribute's value and click on the penicon (1) that appears. Enter the new value(2)
and utilize the checkboxes (3) to select multiple entries if they share the same value. To apply the

pproxlusfproject+ Page | 31



changes to the selected entries, check the relevant checkbox (4) and click the 4pp/y button (5). Once
you are satisfied with the modifications, click Save(8). You can also refine the entries by using the
filtering option (7).

IMPORTANT: It is crucial to note that changes made to Reported Hours are only retained if the status
of the corresponding Registered Hour is either 'Submitted' or '‘Approved.’ If the status is 'Saved,' the
value will remain the same as the Hours attribute.

Registered H
@ c?;;if AD;JITS' » New Change Owner Printable View

21 item: cted Search this list... o3 = eI ')
Registered Hour Code + | Resource ~ | Project.. | Project Task ~ | Status * v | Date ~ | Hours + | Reporteg. v | Comments

1 RH-00086720 = Approved 2132023 10 .

H RH-00087166 = Approved 2832023 20 20

3 RH-00087845 - Approved 542023 15 15 - —

4 RH-00088445 - Approved 1842023 20 20 o

s RH-00088470 - Approved 17.42023 40 2‘
RH-00028603 - Approved 2442023 20

RH-00088626 .- Approved 2542023 40 4
RH-00088949 - Approved 252023 10 Cancel &
RH-00089495 .- Approved 1552023 20 30 - -

RH-00089798 i Approved 1852023 10 30 — e
RH-00090445 5 Approved 2952023 10 10 —_

RH-00091296 5 Saved 1262023 60 60 . — -

RH-00091862 E Saved 1662023 1.0 1.0 - e FE—

RH-00090493 L Submitted 2452023 08 30 -

A RDRD R R R R R R R R R R[] R [R

RH-00090478 L Submitted 1052023 15 30

< >
Coneel &

Billable Flag Change

l

As mentioned earlierin the Project Task Details chapter, when the Billabl/eflag is checked, it indicates
that revenue is being generated by employees tracking time within the specified project task based on
their MD rate.

Project Task
|

Hierarchy Mame

FIaNnea Ena Uate
31.12.2023

Billable
Hierarchy Code

1.2

However, if the flag is accidentally left unchecked, or there is a change where a billable task needs to
be marked as non-billable or vice versa, a special workaround must be followed to ensure accurate
cost and revenue reflection. To accomplish this, follow the steps below:

1. Gotothe Registered Hours tab (1).
2. Select the 'All'option(2) from the Recent Lists.
3. After the page refreshes automatically, the Registered Hours overview (3) will be displayed.

By accessing the Registered Hours tab and reviewing the overview, you can ensure that the cost and
revenue are accurately reflected based on the Billableflag status.
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Qproxlus.rprojecu Q Search...
1
1ii proxiuss project+  Home Employees w  Absences w  AbsenceBalances w  Projects w  Project Tasks Reports v
3
-+ Mew Registered Hour
Registered Hours
All
v . Recent records
21 items - Sorted by Registered Hour Code - Filtered by All registered hours - 4 more filters applied » Updated a few seconds ago - 2108
Registered Hour Code T | Resource « | Project... v | Project Task v | Status  pppoogisat
1 RH-00087790 Approved pu oovosise 3
0008779
2 RH-00087791 5] Approved o 06T 3
3 RH-00087792 . Approved 3
RH-D0091966
4 RH-00087793 Approved 3
5 RH-00027794 = Approved Recent lists 3
T RH-00087796 ol Approved  Copy of All 3
RH-00087707 o Approved 2811200

The Registered Hours overview is designed as a read-only display, meaning you cannot directly edit or
modify the shown attributes. However, if you wish to create a copy of the overview, follow these steps:
click onthe List View Controls button(1)and select the Cloneoption(2)from the menu. This action will
generate a copy of all Registered Hours entries, denoted as 'Copy of All Registered Hours'(3).

To refine the attributes shown in the copied overview, navigate back to the L/st View Controls menu
(4)and choose the 'Select Fields to Display' option(5). This will open a window where you can customize
the attributes displayed within the overview.

. = Registered H
Sesrch this list... 1 = | c & il New Changa Owner | Printable View
LIST VIEW CONTROLS 32 items » Sorted by Registered Hour Code = Filtered by Al registered - _ .
hours - Project Name « Updated 3 minute ago Search this list... g-JE-||C|75] €T
Mew
Registered Ho... T~ | Resource ~ | Project Name ~ LIST VIEW CONTROLS v | Date ~ | Hours
2 1 RH-00026720 s New red 21.3.2003 10"
2 RH-00087166 - Clone red 28.3.2023 20
3 RH-00087345 [ L . Rename red 542023 15
4 RH-00088445 ™ o m red 18.4.2023 20
5 RH-00088470 - " red 17.4.2023 40
Edit List Filters
6 RH-00088603 = ed 2442023 20
:
7 RH-00028626 - o ed 25.4.2023 40
Delete
Reset Col Width
eset elumn Widths 5 RH-00028249 [ L . red 252023 10
Reset Column Widths
9 RH-00083435 ™ m red 15.5.2023 20

To ensure that both Cost Rate(1) and MD Rate(2) are displayed in the 'Visible Fields' column, follow
these steps:

1. Inthe'Available Fields' column, locate Cost Rate and MD Rate(1).

2. Click on eachfield to select them (1), and then use the arrow buttons(3)to move them to the
'Visible Fields' column (2).

3. If desired, use the up and down arrows (4) to adjust the positioning of the fields within the
overview. Click on Save(5)afterward to reflect the changes.

Select Fields to Display

Available Fields 3 Visible Fields 4

~ ~
Activity Report Reported Hours
AR Name I Comments l
Cost Created Date
h Last Modified Date
Cost Rate Helper Billable

Created By eMD Rate @ I
™ v
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Ensure that Cost Rate and MD Rate(1) are included in your overview. They should appear as the two
rightmost columns if they were at the bottom of the 'Visible Field list. To work specifically with the
relevant Registered Hours entries, it is crucial to refine the displayed records by applying filters. Click
on the filtering option(2) to access this functionality.

Additionally, you can add additional filters within the filtering options by selecting the 'matching filter'
(3) button. In the provided example, the Project Name field (4) is chosen with the operator 'does not
contain'(5) based on the value specified. It's worth noting that the value does not need to be an exact
match. Forinstance, if your project is named'RandomThought FXS,'entering 'Rand, 'thoug,' or 'FXS'as
the Value will still result in a match. After configuring the desired filter, click Jone(6) and Save(7)to

New Change Qwner Printable Ja
Search this list... B || E- G| €
pdified ... | Billable vI Cost Rate + MDRate - I
Cancel A
s 13:3 q
b3 13,2 Field %
Filter by Owner
P tN
16:07 reeet ame All registered hours
16:07
Operator Matching all of these filters
16:01
does not contain f *
16:07 Project Name'
does not contain [ -
16:02
Velue Add Filt Remove Al
g ilter emove
P312:2 Add Filter Logic
8:48 b COT 3, Uw CUTS UIU, o -

Your Registered Hours overview may now resemble the example shown below. If you find some
attributes missing, please refer to the earlier step in this subchapter to select the desired fields for
display.

Now, let's discuss how to handle the Billable flag and MO Rate within the Registered Hours entries.
When the Billablebox is checked, the MO Rate will be listed for that specific entry. Conversely, the MD
Rate should be left empty when the Billable box is unchecked. This distinction is crucial for accurately
tracking billable and non-billable tasks.

& F:g;‘;’:dﬁ:‘ﬁ”v - Mew | ChangeOwner | Printable View
168 items - Sorted by Registered Hour Code - Filtered by Al registered hours - Project Name » Updated § minutes ago Search this st s-j|E-[e|sfeT
Registered Hou... * | Resource v | ProjectName | ProjectTask | Status | Date | Hours v | ReportedHours v | Comments | CreatedDate v | LastMod... v | Billable | CostRate v MDRate v

142 HH-DUSEOUS [P e Aapproved maes 20 20 - B4R 3520281 o EUKSU00 EURBIW v

143 RH-00082626 E = Approved B42023 40 50 - 254203125 6620231 5 EUR3000  EUR63000 | (v

144 RH-00082943 .- Approved 252023 10 10 e 252023 16:31 962023 7 EUR34000  EURGI000 | v

145 RH-00020405 e - - Approved 155208 20 30 " 15520231515 1962023 9 EUR3000  EUR630,00 | v

145 RH-00088708 - Approved 185203 10 30 1852031542 1962083, | (v EUR000  EURGI0 | v

a7 RH-00090445 & [ Approved 252053 10 10 - 2052031820 9620238, 5 EUR3000  EURG3000 v

148 RH-00090476 = Submitted 952023 05 05 052031033 9620239, EUR 250,00 v

149 RH-00090477 .- Submitted 1052023 02 06 - 30520231033 9620239, £UR 250,00 v

150 RH-00090478 - - Submitted 1052023 15 30 052031033 1962023 5 EUR250,00  EURS2000 v

151 RH-00090473 E Submitted 1252023 10 20 - 052031034 196203 7 EUR2000  EURS2000 v

To make changes to the Billableflag or MD Rate, simply hover over the respective attribute (1) to reveal
apenicon. Click onthe icon to edit the value (2). Additionally, you can utilize the checkboxes on the left
(3) to select multiple entries and apply the same value for all by checking the Update selected items
checkbox (4). This ensures uniformity across the chosen records. Finally, click Save(5) to save the
changes.
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150 ||| | RH-000S0478
1 | | RH-00090479
1 3 | || RH-00090480
153 | [/} RH-D00S04E1

154 RH-00090482

Submitted 105.2023 15 30 ] 30.5.2023 10:33 2262023 % °/ EUR g —_ ]

s

Submitted 1252023 10 20 Eollm (X 305202310:34  19.6.2023... v EUR Il

Update 4 selected item:
Submitted 1552003 05 05 - 305202310:37 9620239 EURJ = =
Submitted 155203 05 10 - I 30520231037 1962023 EUR 58 Cancel

Submitted 18.5.2023 20 20 e 30.5.2023 10:39 962023 9.

Ii-l':l

- |

EURfmm -

0O R

IMPORTANT: It's important to note that this workaround for changing the M0 Rate can also be applied
in situations where the actual M0 rate for a specific project task differs from an employee's standard
rate listed in their Employee details. If an employee has already tracked their time for the task and a
different MU rateis applied later, the revenue and cost information won't be adjusted automatically.
Therefore, a manual correction is required to ensure accurate calculations.
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5. Reports

The Reports tab provides a comprehensive list of all available reports within PROXIUSS PROJECT+.
Reports are designed as spreadsheet-like tools that enable users to access and analyze the required
data in a format that suits their needs. With reports, you have the flexibility to rearrange and
manipulate data based on project types, specific periods, employees, and other relevant criteria.

By leveraging reports, you can gain valuable insights into various aspects of your projects and
effectively track and analyze key metrics. These reports offer a user-friendly interface allowing you to
efficiently navigate and extract the desired information.

To find reports, use filters (1) or search lines(2).

To create a new report, click on New Report(3). The creation of a new report is described below as a
standalone subchapter.

You can select the requested fields to be displayed in the report or reset the column width when
clicking on a gearicon(4).
Clickon the ¥ 'icon (quick actions button) to mark the selected report as a favorite or check which

employees can see/edit the report (5).

You can find all available folders in this view (8) - folder access rights can be managed by the admin
and/or project manager only.

pproxlvsrprqect+ Q search H@a2?2aca@®
3%% proxiuss project+ Home  Employees \  Absences .  Absence Balances \  Projects v  ProjectTasks \  Registered Hours \  Reporis \  Dashboards «  TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Reports “
All Folders > Proxiuss Project+ 9 ——— Q searchall folders.. NewReport | NewFolder | v | gy~
31 item:

REPORTS Name ~ | Description ~ | Folder ~ | Created By ~ | Created On v | Subscribed /
Recent Project Finance - Budgeting per Task Proxiuss Project+ User User 12.7.2023 11114 =
 Absence Bal Proje ) 2.7.2023 11 (4] -
Created by Me Employee - Absence Balance Proxiuss Project+ User User 12,7.2023 11:14 e
Employee - Remaining Vacation Days Proxiuss Project+ User User 12.7.2023 11:14 v
Private Reports
Employee - Key Figures(Revenues & Cost) Proxiuss Project+ User User 12.7.2023 11114 -
Public Reports
e Project Finance - Budgeting Detailed Proxiuss Project+ User User 12.7.2023 11:14 e —_—
All Reports Project Finance - Budgeting Summary Proxiuss Project+ User User 12.7.2023 11:14 v
- Budget Overview Project+ ) 2 311 -
FOLDERS Project Finance - Budget Overview Proxiuss Project: User Usar 12.7.2023 11114
PM - Project Timeline Report Proxiuss Project+ User User 12.7.2023 11:14 v
Al Folders
t ing Proxiuss Project+ User User 12.7.2023 11:14 -
Created by Me
PM - Resources on Project Tasks Proxiuss Project+ User User 12.7.2023 11114 -
Shared with Me  gime Tracking - Time Registratian Proxiuss Project+ User User 12.7.2023 1114 -
FAVORITES Resource Planner - Project/Week Proxiuss Project+ User User 12.7.2023 11:14 -
Pr— Time Tracking - Time Registration - WEEK Proxiuss Project+ User User 12.7.2023 1014 v
Time Tracking - Time Registration - SUM Proxiuss Project+ User User 12.7.2023 11:14 v
PM - Project Completion Proxiuss Project+ User User 12.7.2023 11:14 v
PM - Project Health Report Proxiuss Project+ User User 12.7.2023 1014 v

Reporting Details and Options

To access a report, simply click on its name, and a report window will open below, displaying the
report's contents.

Qprostzprojecu Page| 36



(D proxiussproject+ Q searen. 22952 ®

§3% proxiuss project+ Home Employees ~  Absences \  Absence Balances Projects - ProjectTasks ~  Registered Hours ~  Reports \  Dashboards v TimeTracking  Approve Tme  Personal Resource Planner  Resource Planner  More ¥

Report: AND - Projects, Project Task, Project Task Hours
Project Tracking

Q
Total Records  Total Hours T

569 14785
el | |

Sum of Hours Project Name

10 ‘

1.5«

Cloud Implementation @
Consultancy Advices @
CloudCare Solutions

Service Cloud One @
Marketing Cloud

Service Cloud @

Sales Cloud Consultation @

Advertise Consultation
Pardot Implementation @
Senvice Cloud Consultation @

Senvice Cloud Implementation
Consultancy Advicce @
Consuitancy Advice

Project Name T ~| Resource Role T ~| | Resource: Employee Name * [~| | Date ~| Hours [~| Comments ~| | Project Task Name:

Advertise Consultation (14)  SAP Consulting SK Employee (5) Horace Hammond (1) 07/03/2022 05 Collaborated with cross-functinal teams to gather requirements and Implementation
implement new functionality based on user feedback.

Subtotal 05
Stanley Eliott (4) 1510212022 10 Implemented version control best practices using Git for efficient code Implementation
management and collaboration.

11/04/2022 25 Assisted in migrating the application to a cloud-based infrastructure for Implementation

improved scalability and relizbility.

1413019 1n il tmd b e bimine ndd Antimization n i anlication Moot ot iiee

.
Row Counts Detail Rows Subtotals Grand Total

Buttons description:

Q Search button (1) for full-text search in open report.

G

Chart view button (2).

04 Change the chart view and/or properties.

Y Filter section button (3).

Collaborate function button (4) opens internal app. that you
[ ) can use for chatting and for sharing information across your
team.

C' Refresh button (5).

Edit Edit button (6) to edit the open reports.
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By clicking on this button (7) you can choose whether you
wish to edit an open report, save it as a new one, or

v
overwrite the existing report. It's possible to export opened
report to XLS or CSV format.
# Enable Field Editing Edit values for some fields in records(8).

New Report Creation

After clicking onthe New Report button, as demonstrated earlier, anew window will appear, prompting
you to select a category for your base report. In our example, we selected Registered Hours(2) from
the available options. Upon clicking the Start Report (3) button, your newly created report will be

displayed.
Create Report
Category Select a Report Type Details X
Recently Used Search Report Types...
careh Repert pe Registered Hours
Standard Report Type
o Report Type Name Category -~ P P
Activities with Milestones Standard v
Accounts & Contacts
Activities with Task Assignments Standard v
Custermner Support Reports .
Collaboration Group Report Standard v @ Details = Fields (47)
Activities Collaboration Group Feed Posts Report Standard v
Administrative Reports Content Report standard M Created By You
Library and User Report Standard v No Reports Yet
File and Content Reports
File and Content Report Standard v
Created By Others
Other Reports Employees Standard - Mo Reports Yet
Employees with Manager Standard v
Objects Used in Report T
Employees with Business Hours Standard v ) in Report Type
Employees with Absence Balances Standard v u Owner
Employees with Absences Standard v u Registered Hour
Employees with RP Weeks Standard v
. B User
Employees with Employee Rates Standard A
Employee History Standard v
ppalF =g stered Hours Standard v
Registered Hours with Project Task Standard v
Registered Hours with Resource Standard v

Note that in Registered Hours, only one attribute is initially displayed as column values, which is the

Registered Hours code(1). By clicking on the ¥ licon next to its name, a menu for the attribute will

expand, allowing you to delete it if desired. In this example, we selected the Billable attribute (2)to
group the rows, creating a visual split of the data and providing subtotals for each section. Similarly,
you can group the records by chosen columns. If you prefer not to have subtotal information shown,
you can uncheck the option in the menu(7), along with other choices.

To add more attributes as columns, such as Project Name and Hours(3), to view an overview of
tracked hours per project, simply add them using the search bar.

On the left side, there is an option to enable Update Preview Automatically(4). Selecting this option
will automatically update your report as you add or remove attributes. Additionally, you can undo or
redo actions or even add a chart to your report (5), for example, to visualize tracked hours over time.
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To save or close the report, select one of the options from the menu (6). Choosing C/ose will cancel
the report without the possibility of returning to it while selecting Run will generate the report but
not save it - you will need to save it separately afterwards.

REPORT v e =
New Registered Hours Report #  Registered Hours o & Add Chart || Save & Run
> = Qutline ¥ Fiters @ @ Freviewing a limited number of records. Run the report to see evenything. Upaate Preview Automatically @)
8
=z Billable + 7| | Registered Hour: Registered Hour Code | ¥/ Project Name || Hours |7
= &
O s RH-00083321 “; Sort Ascending &0
RH-00088322 & Sort Descending &e
Ritonosezs E Grovp Rows by ThisFieia | 0
RH-00088323 80
MM Group Columns by This Field
M cRouP coLumns RH-00050633 80
G Busket This Column
Add group.. RH-00090634 80
[ show Unique Count
RH-00090635 80
RH.00087345 50
RH.00087346 &0
=+ Move Right 8
RH.00087347 &0
RH.00087345 X Remove Column 80
RH.00088384 == &0
RH.00088561 - PR &0
RH.00088317 - = 60
RH.00088315 — = =" 80
RH.00088319 - = 50
Subtotal 1230
@ RH.00090454 i &0
RH.00090465 o 50
RH.00090456 a 120
RH.00090457 —— = 40
Subtotal 320
Total (20) 1600
Row Counts @) _Detail Rows @) suvtotais @D Grand Tota @D

If you decide to save your report, a new window will pop-up asking you to enter a new Report Name
(1). Report Unique Name (2) is generated automatically; hence no change has to be made there. You
can also describe your report (3). Then it is important to Select Folder(4).

The Select Folder window will ask you to choose any of the folders in the list (4a). Once you pick your
preferred folder, click on Save(4b). It will return you to the prior window, where you must also click on
Save(5).

Select
~
Public Reports
Q Search folders...
All Folders »
Crested by Me »
Shared with Me >
Private Reports »
Public Reports »

Save Report
“Report Name

New Registered Hours Report o

Report Unique Name @
New_Registered_Hours_Report AYU e

Report Desaription

© Nothing here yet
This folder has no subfolders.
A4

;
Private Reports Select Folder
.

Your report should now be created and ready for use.
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Sharing A Report/Folder

There are two ways to share a report: the Collaboration function or by creating a new folder to save
the reports.

To share a report using the Collaboration function, the report must be saved in the 'Public Folder’
hence it must be available to everyone. Private reports cannot be shared.

Open the report you wish to share and click the Collaboration button (1). A menu will appear; ensure it
is set to the Post tab (2). Enter your update in the textbox (3) and tag your colleagues by typing "@"
followed by their name. Select the correct names from the list that appears. Once you have tagged your
colleagues and included a message, click on the Share button (4). The update with the tagged
employees will be displayed below (5), and an email notification will be sent to those who were tagged.

Report: Project Task Hours-and P
#' Enabie Field Editing || Q|| % Addchart || T ¢ Edit | v
m L N
~ ~
Total Records  Total Hours 2
. . R

Billable 4 [*| Resource: Employee Name 1 [ | Date ~| | Project Task: Project Task Name || Hours [¥| Comments
Share an update...

& mg ~r L 15 b e w -

50 = —

| Sort by:

re ra = Most Recent Activity w | (. Search this feed. I
20 e —

23— - - 0 Wednesday, 2023, April 5 at 9:23

25 -

[Pl B e mentioned you in a post

-]

R p—— (O] SRy | & reowan | > romas
To © peaa w— st5. 4. 2023 9:24)

(@) If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Bl e i Sy i
de

(@nlmion B ol | Co "o ™

Ve EL IS or reply to this email

If you are managing multiple reports and find sharing through the Collaboration function to be tedious,
it isrecommended to create a new folder. Go to the Reports tab (1) without clicking the arrow next to
its name. Regardless of which Reportoption you are in(2), you will still see the New Folder button (3).
Click oniit to open a pop-up window to enter a 'Folder Label.' Then click Save(4)to create the folder.

Create folder

*Folder Label

| TeatFolded
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Your newly created folder will be accessible in the ‘Created By Me' option (1) within the report list. Click
the arrow at the end of the record line (2) to reveal the folder options. From there, select the Share

Reports
Created by Me Q Search folders created by me... MewReport | NewFolder || gt =
1item
REPORTS Name ~ | Created By ~ | Created On ~ | Last Modified By v | Last Modified Date v
Recent M TestFolder 27.6. 2023 9:25 27.6. 2023 9:25 h

Created by Me
Private Reports
Public Reports
All Reports

FOLDERS

All Folders

Shared with Me

FAVORITES

All Favorites

In the new pop-up window, you can choose whether to share your folder with specific users or public
groups (1) within your organization. The search bar (2) will adjust accordingly. Adjust the Access
settings (3) for the individuals or groups you share the folder with - 'View' allows them to only see the
folder, 'Edit' enables them to make changes, and 'Manage' grants the ability to share and delete the
folder. Click the Share button (4)for each user or group you want to share the folder with.

The list of recipients can be managed in the 'Who Can Access' section below. Once you are satisfied
with the changes, click Done(5). The users will receive an email notification about the shared folder.
The folder is now ready to be populated with reports of your choice, either by creating new ones or
editing existing reports.

Share folder

These sharing settings apply to all subfolders in this folder,
Share With
I Users n M ]

Mames Access

| Search Users... E " View a 'I

v View

4

Manage
~ Who Can Access

-
E Users Manage X v

IMPORTANT: The report's content may vary depending on the user rights, as certain attributes are only
visible to specific roles. For instance, employees may not have access to the financial information
within the project.

Qproxuuszproject+ Page| 41



6. Dashboards

The dashboard serves as a graphical user interface that offers concise and visually appealing views of
key performance indicators (KPIs) pertinent to specific goals or business processes. Often referred to
asa'progressreport'or'report,'a dashboard represents a form of data visualization that presents data
in a user-friendly and easily understandable format.

Within PROXIUSS PROJECT+, you can create and customize up to 20 dashboards, also known as
reports. These dashboards provide a comprehensive overview of various aspects, such as tasks,
projects, or other relevant data. By leveraging dashboards, you can gain valuable insights and
effectively monitor your projects' or processes' progress and performance.

Click on the Dashboards tab to open the section.

[ proxiussproject+ Q search X @224 *‘j

:::  proxiuss project+ Home  Employees w  Absences v  AbsenceBalances v  Projects v  ProjectTasks v  Registered Hours v  Reports v  Dashboards v  TimeTracking  Approve Time  Personal Resource Planner  Resource Planner More

Dashboards

All Folders > AND PM App @ e——r Q Search all folders... New Dashboard | New Folder | v || @&~

3 items / \ /v
DASHBOARDS | Deseription | Folder v | Created By ~ | Created On | Subscribs o

Name
Recent people Capacity Dashboard AND PM 4pp Admin Admin 31.1.2022 12:36 v

oard AND PM App Admin Admin 7.7.2022 14:03 @ —_—

Created by Me
Project Factor Dashboard v2 AND PM App Admin Admin 18.5.2022 15:07 v
Private Dashboards

All Dashboards

FOLDERS

All Folders

Created by Me
Shared with Me
FAVORITES

All Favorites o

On the left panel, you can see all available dashboards and folders (1).

Use the search field to find the requested dashboard according to name (2) or use the filters (5).
To create a new dashboard, click on New Dashboard(3).

Click on agearicon(4)to select displayable fields in a filtering row (4) or to reset the column width.

By clicking on the arrow button(8), you can mark the requested dashboard as favorite, subscribe to the
dashboard, schedule dashboard refreshes, and receive results.

To open a certain dashboard, click on its name.

Below, you can see an example of a dashboard view:
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mexlus:projec& Q search..

i1 proxiuss project+ Home

ces \  Projects \+ ProjectTasks \s  Registered Hours \v  Reports v  Dashboards v  TimeTracking  Approve Time

Fl@ma22a @
.

Personal Resource Planner  Resource Planner

Dashboard
People Capacity Dashboard
As 0f 13.3:2023 12:25Viewing as Admin Admin

Date

0—» + Follow || @ || Refresh

Managers Team e

Al

Total Hours Tracked - by Employee @ _—x Total Hours Tracked - by Project

Sum of Hours (%) Resource: Employee Name
20% 40% 60% 20%

Resource: Employee Name
Sum of Hours,

C
Oy

View Report (Project Tracking)

]

I_l§

LN ]
Project Nam

LN NN )
| |

Il Ill
ssessm

View Report (Project Tracking)

Total Hours Tracked by Projects Total Hours Tracked by Project Tasks

Project Name T Project Task Name 1 Project Task Name 1 Resource: Employee Name T Sum of Hours,

| Sum of Hours

Use Followbutton (1) to follow/unfollow certain opened dashboards.

When you click the button(2), you will activate the collaborate function. Co/laborate is an internal
chat app that you can use for sharing information and for a chat with your team.

Click on the refresh button (3) to refresh the opened dashboard.
Click on an arrow button (6) to download the report in PNG format.

To see the dashboard source, click on View Report(7).

KA
For the full-screen expansion of a given dashboard window, click on the ¥ % icon (8).
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7. Time Tracking

Time Tracking within PROXIUSS PROJECT+ offers an automated and efficient approach to monitoring
working hours on a weekly basis. This feature allows team members to accurately record and track the
time spent on projects while providing the flexibility to add detailed task descriptions or request
absences as needed.

Once a week is completed, team members can submit their recorded working hours. Managers then
have the ability to review and assess the work completed by each employee. The manager can choose
to either approve, reject, or reassign the approval request based on their evaluation. For a
comprehensive understanding of absence management, please refer to the dedicated Absences
section.

To track the work time, you must click on the 7ime Tracking tab (1).

[2 proxiussproject+ Q search.. - @a2ea @

I proviussprojects  vome mplojees v Abwnces v Abwnceflonces v Projds v Pojectlsks v Regsteredbous v Repors v Doshboods v TmeTmding  ApproveTime  PersonalResouce Planner  Resource Plaver  More ¥

& DATE FROM - TO

«

( Add Project > )

The next step is to click on the drop-down arrow (1) and choose the correct period for time tracking.
You can pick the week by clicking on side arrows(2), or you can also choose your desired date range by
using the calendar(3). Per default, the date is set to the actual week every time you visit this tab.

ﬂpmxluwprojccu Q searct - @e?20a S
HI proxiuss projects  Wome fmployess v Abseeces v AbwceBalincas v Procts v ojecisks v RegiedMous v Repos v Dabbowds v TmeTackng  ApproveTime  Persons Resource Paer  Rasource ammer | More v
& DATE FROM - TO :‘ \ A
& | 27-Mar-2023 [ 31-Mar-2023 s »” o
4 » 0;
addi o
£ 8 1
3 14 15
0 21 2
o-

To select the required project and task, click on 4dd Project button (1) and then select the project (2)

(2 proxiussprojects Q searh @220 a @
31 proxiuss project+  Home Employess »  Absences - Absencefalances w  Projects w  Projectlasks v RegistersiHours o Reports o Dashbomds v TimeTracking  ApproveTime  Personsl Resource Planner  Rescurce lanner  Mors ¥

«

DATE FROM - TO

Mon, 27 Mar Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar

000 0.00 000 000 000

o

Add Project - ._______o il | 0 hours 0 hours 0 hours O hours 0 hours
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In case you need to choose more than one project/task, you have to click on Add Project button (1)
again to add another project and task.

Please, always check whether the dates and days are correct. Now you can fillin the number of working
hours (1) for each project/task and write a short description(2).

Then click on the Save button(3)to preserve your changes.

If you want to send your tracked work hours to your manager for approval, click on Submit button (4).
Your inputs can be edited at any given time before they are submitted to your manager. However, if
you want to edit your records after submission, you must ask your manager to unlock them.

[ proxiussproject+ Q sesn - @a? e @

HP produssprojects  Home Employees v Abances v ADMOCRTINNCH v PR v PRI v RegUeMdWGUS v RO v DMASOWGH v | TimeTading | ApproveTine  Puonsl Reiuce Hanoer  ReiuceFioner  More @

«

§§ DATE FROM - TO

PRCJECY /845K Mon, 27 Mar Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar
500 250 000 000 000

Work / Test
- o T~ s

"\e

300 550 /{ 000 000

Implemantation Update gistem

Add Project Tetal | 8 hours 8 hours 0 hours 0 hours 0 hours

oD on—°

To log the absences (e.g., vacation or illness), click on Projects, choose project for absences (1), and
then choose the needed task (2). Also, here you have to fill in the working hours and description (3).
Click on the Savebutton to save the changes(4).

(2 proxivssprojects q search @ar2aa @

131 proxiuss project+  Home Employess v Abssnces v AbsenceBalances v Projscts o ProjectTasks o Aegistersd Mours o Reporis o Damshbomrds o TmeTracking  ApproveTime  Personl Resource Flamner  Resource Planner  More ¥

«

#§ DATE FROM - TO

Mon, 27 Mar [ Tue, 28 Mar | Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar

000 000 ,>0

000 000

Teusl | 0 hours | 0 hours 0 hours 0 hours 0 hours

0/40 Hours

Toerasetheinsertedrecords, click on the 7rash binicon(1)next to the project you want to delete. This
will delete the whole selected row for the chosen period. Click on the Save button afterward(2).
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(O proxssprojects Q sor @e?ea @

I proxiuss projectt  Home Gmpioess v bsences v Absence Saances v Projecs v PojectTasks v fegsteredbours v Reports v Daboards v TimeTrading | ApproveTme  Fersonsl ResourcePlamer  SescurcePlamer  Nare ¥

E DATE FROM - TO ¥
Mon, 27 Mar Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar
200 700 080 000 000
~ Proxiuss Project+

work Test

Implementation o

[ . 000 000 00 .00
Implementation Update system

| - informat ¥

Totsl | 8 hours 7 hours 0 hours 0 hours 0 hours

You can change the data in working hours/description columns even after saving and before
submitting them to your line manager. To do so, simply set the 0 (1) to the hours column and click on
the Save button(2).

By setting O hours for the entire hour's line, the project will be deleted from your list automatically.

. el
Qproxlusxprqecti- Q search ma2eca@®
i3 proxiuss project+ Home Employees v  Absences v  AbsenceBalances »  Projects v  ProjectTasks v/  Registered Hours v  Reports v  Dashboards v  TimeTracking ApproveTime Persona I Resource Planner Resource Planner  More ¥

«

#§ DATEFROM - TO

IFEREETTRE S Mon, 27 Mar Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar
800 700 000 000 000
- Proxiuss Project+
Work Test
Implementation \
/ .o . 4
000 000 000 000 000
Selecta project -
Update system
[ Select a task. - l information
o
7 y 7 y P
(_ Add Project - ) Total | 8 hours 7 hours 0 hours 0 hours 0 hours

15/40 Hours

After saving your projects, tasks, and working hours for the chosen period, click on the Submit button
in order to close the week and submit the working hours for approval to your line manager. The
submitted column with information about the week becomes gray afterward.

Recommendation:

It is highly recommended to log, save and submit your working hours on a regular basis (i.e.,
daily/weekly).

The underlying rationale for the recommendation lies in its ability to facilitate efficient monitoring
and control of the project through the utilization of key performance indicator (KPI) metrics.
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Submitted/Approved Hours Change

Once the logged time is 'Submitted' for approval or becomes 'Approved,' the data becomes locked for
editing. In the case where the hours are incorrect, the change follows the steps as shown in the
chapter Reported Hours.

Switching Tracked Hours to A Different Task

Ideally, employees are responsible for changing their tracked hours within the 7ime Tracking tab. If
any changes need to be made, employees can edit their hours accordingly upon being notified about
anew task, unless the tracked hours are already in a 'Submitted' or 'Approved' status.

However, if the tracked hours are in a 'Submitted' or '‘Approved' status, the Registered Hours overview
can be utilized. The detailed instructions for setting up a Registered Hours overview are outlined in the
Billable Flag change chapter. In the overview, you will need to switch the status of the selected records

to Saved.

Here, in the overview, you will have to switch the status to 'Saved'for the chosen records:

&

g

Registered Hours

Copy of All v #

6 items selected

o

v

Registered Hour... T~ Resource
PTH-00014749
PTH-00016215
PTH-00016275
PTH-00016406
PTH-00016620
PTH-00017126
PTH-00018220
PTH-00018323

PTH-00018453

“ | Project Name

“ | Project Task

v | Status

Saved

v Date

Update 6 selected items

Approved
Approved
Approved
Approved

Approved

1.4.2021

16.4.2021

12.5.2021

14.5.2021

18.5.2021

“ | Hours v | Reported Hou

6,0

4,0

This change will allow modifications to be made for each unlocked Registered Hours record.

IMPORTANT: To switch the tracked hours, avoid modifying the project task to a new one, as this will
not unlink the original hours from the old task.
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8. Absences

IMPORTANT: For the absences to work properly, you must have the Professional version of Salesforce
or higher. You also need to set up the Approval Process for full functionality of absences.

The Absences tab provides a comprehensive view of all absences logged by you and your team
members, assuming you possess the team leader role. This tab is a centralized hub for managing and
tracking absences within your team.

Additionally, you can request a new absence by simply clicking on the NMew button (1). This feature
enables you to easily initiate the process of requesting time off and provides a streamlined way to
manage and track absences.

To request an absence, you need to:

1. Click on New(1).

2 proxiussproject+ Q search - @Ea? a @

$i  proxiuss project+  Wome Employsss v Absences o Absenceslancss v Projects v Projectlasks »  Registersd Mours o Reports v Dashboards o TmeTmcking  ApproveTime  Personsl Resourcs Planner  RescurcePlanner  More v

& New | Printable view
4 items + Sorted by Absences Name » Fitered by All absences + Updated & few seconds ago. searh s e / B-|C¢ /|8 |T
al Status

Absences Name T | Type of Absence | Record Type v | End Date v StartTime | End Time | Employes v

4 4 44

2. Select whether the absence is Long Term or Short Term and click Next,

3. Insertinformation about your absence - Employee, Type of Absence, Start Date, and based on
your choice in the step before, you get End Date or Start Time with End Time. Field Additional
Informationis optional. Then click on the Savebutton.

New Absence: Long Term

Information

Absences Name *Start Date

Complete this field.
Absence Request Date *End Date
162023

13
i3

*Employee Record Type

Search Employees... Q Long Term

*Type of Absence Additional Information

--None-- hd

Cancel Save & New Save

After your absence is complete and saved, your manager should acknowledge it via notification in their
e-mail, on the Salesforce platform, and in the Salesforce mobile application.

The picture below shows the absence entry details:
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[ proxissproject+ Q sexr @22 a r_\

333 proxiuss project+  Home Emplojess v  Absences v  AbsenceBalances v  Projects v  ProjectTasks v RegisteredHours v Reports v Dashboards v TimeTracking ApproveTime  Personal Resource Planner  ResourcePlanner  More ¥

Absence
(=48] A-000404

Approval History (2) @-| @ approve Reject  w |

2 items « Sorted by Is Pending, Date « Updated » minute sg0

Step Name v | Date & v Status v | AssignedTo | Actual Appr... v | Comments v

Pending v

Submitted Automated Approvalsub.. v

Approve Absence

When an absence request is submitted for approval, the respective manager is promptly notified
through multiple channels, including Salesforce notifications, email, and the Salesforce mobile app.
This ensures that managers are promptly informed of pending absence requests and can take
appropriate action.

The manager holds the authority to review and respond to the absence request by either approving,
rejecting, or reassigning the approval request as necessary. This allows for efficient and timely
decision-making, ensuring that the absence management process remains streamlined.

Once an absence request is approved, a corresponding record is automatically created in both the
Time Tracking and Project Task Hours tab. This integration ensures accurate and comprehensive
tracking of the approved absence, facilitating seamless coordination between absence management
and time-tracking processes.

[2 proxiussproject+ Q search., Fr@ma? &l ,-:\"

231 proxiuss project+  Home Employees v Absences v AbsenceBalances v Projects v ProjectTasks \  RegisteredHours v Reports v Dashboards v TimeTacking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Approval Request
PI:rp g | Approve | Reject | Reassign
Absence Approval [T

Submitter Date Submitted Actual Approver Assigned To
i 213.2023

Details Submitter Comments

approalDetais 2]

Absences Name Approval Status
A-000404. Pending

Automated Approval submission.
213.2023 94545

IMPORTANT: If an approved absence needs to be modified for any reason, the employee should reach
out to their local administrator to request deletion of the absence. The administrator shouldn't edit
the absence - the change wouldn't be reflected in the system.

Absence Calendar

Managers are encouraged to make use of the calendar feature in the application. By reviewing their
subordinates' absence hours, they can improve resource allocation and stay informed about their
team's availability. The calendar provides a quick overview of upcoming deadlines, phases, and more.

Employees can also utilize the calendar to track their important tasks, which will be displayed on the
Home page under the 7oday's Events section when they log in:
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pproxlus.rproject+

L3l . -
222 proxiuss pI’OJECt+ Home Employees ~v Absences

Q, Search..

Absence Balances v Projects Project Tasks Registered Hours v Reports s Dashb

Today's Tasks

Nothing due today. Be a go-getter, and check back soon.

View All

Today's Events

Looks like you're free and dear the rest of the day.

View Calendar

To access the Calendar, click the dots menu(1)to reveal adropdown menu. Then, type "calendar”in the
search bar(2)and select the Calendar item (3) displayed below.

Q proxiussproject+

1
proxiuss project+ Home  Employees
99\ ca\sl gl

Apps
TUE 27

No results

Items

3

View All

A calendar will open, and the most important buttons are located on the left side. The hamburger menu
(1)allows you to toggle the calendar controls. Use the arrows to navigate between weeks and the 7oday
button(2)to return to the current day.

The Refresh button(3)updates the calendar(s), and the calendaricon(4)allows you to switch between
different calendar views.

The control button (5) enables you to create a new calendar, and the arrow next to each calendar (6)
provides options to prioritize or share the calendar with other users. To create a new event(7), click on
the respective button or simply click anywhere on the calendar to open the prompt window.

Availability

b 2023
Day

A Mon  Tue ¥ Week sat  Sun
Month

Table 10 n

My Calendars

My Events

@ F

Show Only This Calendar

Other Calendai

Share Calendar
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If you want to create a dedicated calendar for absences, click on(5)as shown in the screenshot above
and select the Absence object as the first step:
I ¥ Select... A

Absence

Create Calendar Absence Balance
Step 1of2
Absence Type Assignment

Acceptance Protocal

Create a froma d or custom object.

Account
*Object

Activity Report

Select.. v | e

MNext
Next

After completing the first step, you will be prompted to name your calendar, select the start and end
fields, apply a filter, and choose a field name to display. Here is an example of basic settings for listing
absences that will be shown with their type:

Create Calendar
Step 2 of 2
* Calendar Name

Absencie
Start and Duration of Calendar Items @
*Field for Start @ Field for End @

Start Date (Date) - End Date (Date) h
Apply a Filter @@ * Field Name to Display @

My Absences - Absences Name v

Back Save

Once you click on Save, your newly created Calendar will be displayed. If you have already created
absences, as mentioned earlier in this chapter, you will see them listed with the color corresponding
to your calendar(1). Hovering over arecord will provide additional information about it. Clicking on More
Details (2) will take you to the Absence detail overview. You can also directly edit or delete a record
using the provided buttons (3).

5] june | = |
= N Event
D June 2023 <> <=~ m
MON TUE WED THU FRI SAT SUN < JUNE » 2023
mai-29. =0 31 jan 1 z 3 4
Mon  Tue Wed Thu Fri Sat Sun
A-000415
[rah] 29 30 31 1 2 3 4
Type of Absence Approval Status 5 6 7 8 9 10 1
Vacation Pending
5 7 8 9 10 1"
Start Date Start Time Y . i3 B H e © w &
Jacation
7.62023 d
19 20 21 22 23 24 25
End Date End Time
17.6.2023 26 27 28 29 30 1 2

2 ] 14 15 16 17 18

{ | More Details Edit Delete

12

My Calendars =

19 20 21 22 23 24 25 My Events v
q. Absence -

Other Calendars &

26 27 28 29 30 jart 2
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To create a new event, you have two options: click on the New Event button or select any blank space
on the calendar. A pop-up window will appear, prompting you to enter the necessary information.

New Event
Calendar Details
*Assigned To Related To
E L % [ - Eearch Absence Balances... Q

+  New Absence Balance

*Subject
Q I

Your private event details are also visible to your Salesforce admin
and users with the View All Data permission. For more information,
contact your Salesforce admin.

|AII-Day Event

*Start

16.6.2023

=i

*End

16.6.2023 ]
[* Activity Currency

EUR - Euro v

Other Information

Location
Show Time As

Busy -

Description Information

Description

Y

Cancel Save & New m

After clicking Save, the event will be added to your calendar. Additionally, you can integrate other
employees' calendar information into your own. To do this, click the control button next to Other
Calendars and select Add Calendars. At this stage, enter the user's name, choose it from the list, and

click Save.
Add Calendars
Select Calendar Type
le Kearch People... Prm— Q ]
O =
Other Calendars E . ‘

B -
Add Calendars I E . — I
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This will merge the employee's calendar with yours, and you can further customize it by clicking the
arrow next to its name (1). In the pop-up menu, you can change the calendar's color or choose to show
only this calendar(3). Alternatively, you can click the color (4) on the left side of the calendar's name to
filter your calendar view to display only the records per desired employee(s).

e Show Only This Calendar

Add Event
My Calendars

Remove Calendar

My Event: a -

. Absencie l ......
(I I 11 1]

ther Calenda hoose Custom Color

IMPORTANT: Note that the ability to view other employees' calendars is contingent upon user rights
and the employee's decision to share their calendar.

To shareyour calendar, select the arrow next to the My Events calendar and choose the Share Calendar
option. A pop-up window will prompt you to select the person you wish to share your calendar with and
customize their accessrights. Once you have made the desired adjustments, click on Joneto confirm.

Share Calendar

Share With * Access

Search People... Select an Option v

Show Details and Add Events

~ Who Has Access

My Calendars o)

E Gabriela Tothova Owner v
My Events v

. Absende Show Only This Calendar

I Share Calendar

Other Calenda

Share Calenda
lin Potris v
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9. Personal Resource Planner

This section focuses on effectively managing employees who work on projects, including their time
availability and allocation on a weekly basis. The human resources planning section provides a
comprehensive platform for visualizing and organizing employee resources. It allows project
managers and team leaders to efficiently allocate resources based on individual projects'
requirements. By planning employee availability on a weekly basis, it ensures optimal utilization of
workforce capacity while aligning with project timelines and goals.

One of the key advantages of the Personal Resource Planner tab is its ability to provide a clear
overview of resource availability for a period of 12 weeks ahead. This long-term visibility enables
effective resource planning, allowing project managers to identify potential resource constraints and
make informed decisions regarding project timelines and resource allocation.

To facilitate seamless planning and execution, the responsibility of filling out the human resources
planning section rests with the employees themselves. This empowers them to provide accurate
information regarding their time availability and ensures that the planning process is collaborative
and reflects individual constraints and commitments.

1. Tostart, click on the drop-down arrow (1).

2. Choose the first day of the period(2).

3. Click onthe Show Projects button(3).

4. Fillinyouravailable work time for the projectin column EMP (Employee) (4)for individual weeks.

5. To save changes, click on the Save button(5).

[ proxssproject+ Q serch A @225a @

222 proxiuss project+ Home Employees v  Absences \  AbsenceBalances \ Projects v  ProjectTasks \  Registered Hours v Reports \ Dashboards v TimeTracking Approve Time Personal Resource Planner  Resource Planner More ¥
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10. Accounts

The Accounts section is a standard feature in Salesforce, specifically designed for managing client-
related data, which serves as a central repository for storing client information. For more context, it
provides a dedicated space to store and organize essential information about your clients, ensuring
easy access and effective client management.

Within the Accounts section, there are three additional fields that play a crucial role in generating
Activity Reports and Acceptance Protocols. These fields include:

e (Customer Id number (1): This field captures a unique identifier assigned to each customer,
enabling streamlined tracking and identification.

e Customertaxld number(2): This field stores the tax identification number associated with each
customer, facilitating compliance and financial reporting.

e Company Register (3): This field records the registration details of the client's company,
ensuring accurate and up-to-date information about their legal entity.

It is the responsibility of the project manager or the designated individual responsible for maintaining
client information to fill in these fields. By populating these fields with the relevant data, you ensure
that Activity Reports and Acceptance Protocols are comprehensive and accurate.

prxluupmjzch Q sear *[- araa @

331 proxiuss project+  Home Employees - Absences v AbsenceBalances o Projects -  ProjectTasks c  Registered Hours ¢ Reports v Dashbosrds \  TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Related Details News Activity Chatter

et started by sendi

v Additional Information
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11. Employees

The Employees section (managerial section) serves as a comprehensive tool for managing all
employees involved in projects throughout the entire company.

Open the section by clicking on the Employees tab (1).

You can sort employees using the list views(2)and pin your favorite list to show up every time you click
on the tab or use the search list (3).

To add a new employee, click on the button New (4). If you click on the quick actions ¥ licon(5), you

can edit the selected employee’s details, or you can delete the employee or change the manager of an
employee.

[ proxws.sproject+ Q search. 2?2548 @
333 proxiuss project+  Home Employees v Absences v  AbsenceBalances \  Projects v  ProjectTasks \  Registered Hours »  Reports v  Dashboards \  TimeTracking  Approve Time  Personal Resource Planner  Resource Planner More w

@ Employees
All Employees v = #

1 item « Sorted by Employee Name - Filtered by All employees » Updated a few seconds ago
Employee Name T v‘ Employee Role v‘ Email Work | Business Hours | Office Loeation | Manager v‘ Owner First Name v‘ Owner LastName v ‘ Active v‘

1 Proxiuss Admin Admin admin@proxiuss.com Bratislava Remote v v

: —

Employee details

Clicking on an employee's name grants you access to a comprehensive overview of important details,
such as assignments, tasks, absences, notes, and more.

[2 proxiussproject+ Q search (%[~ a?22na @

i proxiuss project+  Home Employess v Absences \  AbsenceBalancss v Projects v ProjectTasks v RegistersdHours v Repoms w  Dashboards v TimeTracking  ApproveTime  Personsl Resource Planner  Resource Planner  More ¥

@ employee N ~ oe N
Proxiuss Admin Edit | Generate P Clone | ¥
Email Work Mobile Wark Office Location Saiestorce User Departrment Employee Role.

admin@proxiuss.com Remote B Admin Admin Management Adrmin

w

Employes Ham FD Resource Assignments (1) @ O new
P Adi =

'roxiuss Admi » 1 item - Updated a few secands ago
actve Department

- Management Resource Assignmen... | Project | Start Date ~ | EndDate v | Role -

Employee ok 1 RASG-01890 Proxiuss Projects o1/01/2023 322023 admin
Admin
View Al
@ Task Assignments (1) @ O New
1 tem « Updsted a few seconds age
Task Assignment Code ~  Project Task ~  MD Rate | Start Date ' End Date '

Weekdy Working Hours 1 TASG-003616 mplementation o01/2023 311272023
40
~ Personal Information View All
[ . Bith P

s - 5 Absence Balances (0) New
Ing.
Gender Birth Number @
Male X Absences (0) New
Mastal Status » Numb
Sir ied
Mationality Diiving (] Files (0) Add Files
v _Contact Details &, Upload Files
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12. Approve Time

The Approve Time section is specifically designed for managers to oversee and approve the working
hours of their team members. Within this section, managers have the flexibility to selectively approve
or reject the submitted working hours as per their review.

Additionally, managers possess the capability to Lock user submissions (2) until a specified date. This
feature temporarily restricts the ability to log time and submit hours, ensuring better control and
alignment with specific time-tracking periods. Once the designated period is reached, the submission
process reopens, allowing team members to resume logging their working hours.

By utilizing the Approve Time section, managers gain a comprehensive and transparent view of all the
work performed by their team. This tool aids in monitoring and maintaining a clear overview of the
team's activities, facilitating effective time management and resource allocation.

1. Tostart, click on the drop-down arrow (1).

2. Choose Date From and Date To(3) to show working hours from the selected period - you can
also choose the week by clicking on Previous Week | Next Week(4).

3. Select the employee (5) whose working hours require approval.
4, Select working hours(6) to approve/reject.

5. Click on the button Approvel Reject(7).

[2 proxwssproject+ Q Sesrch.. - @a?aa @

133 proxiuss project+  Home Employees o  Absences v AbsenceBalances v Projects v ProjectTasks v RegisteredHours v  Reports v Dashboards o TimeTracking  ApproveTime  PersonalRescurce Planner  ResourcePlanner  More ¥

DATE FROM - TO

DATE ‘ PROJECT ‘ TASK COMMENT HOURS STATUS
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13. Absence Balances

The Absence Balances tab provides a comprehensive view of employee absences. Within this section,
you can access detailed information about the total, used, and remaining hours for a specific absence

(1).

In addition, the Absence Balances section allows you to view absence-related details specific to
individual employees(2)and set an overview time frame using the Start Dateand End Date(3)and Type
of Absence(4).

It'simportant to note that the information displayed in this tab pertains to the absences available to an
employee within the current year. This ensures that you have access to up-to-date and relevant
absence-related data.

pproxlus.rprojec& Q search a2 A Q

i1 proxiuss project+ Home  Employees v  Absences ~  AbsenceBalances v  Projects v  ProjectTasks v  Registered Hours ~  Reports v  Dashboards ~  TimeTacking ApproveTime Personal Resource Planner  Resource Planner  More ¥

Absence Balance ) Clone | Edit | Delete
E¥3 Proxiuss Admin - Vacation

Dedicated Time () @
160,00

Dedicated Time (Days) @
20,00

Start Date Used (h) @
1.1.2023 24,00

End Date -; Used (Days) ©
31.12.2023 300

Type of Absence Remaining () @
vacation +———— @ 13500

Remaining (Days) @
17,00

Created By st Modified By

# Admin Admin. 22.3.2023 10:04 8 Proxiuss Admin- 22:3.2023 1032
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14. Resource Planner

Resource Planning (RP) is a crucial process that involves assigning tasks to team members based on
their capacity, skill sets, and suitability for the job at hand. By optimizing resource allocation, RP
enhances efficiency, enabling teams to effectively manage utilization rates, track capacity, and
monitor project progress to ensure projects stay within budget and on track.

Within PROXIUSS PROJECT+, the Resource Planner tab is specifically designed to cater to the needs
of project managers. This tab provides a comprehensive overview of resource planning, offering
valuable insights into task assignments and resource allocation.

By utilizing the Resource Planning Scheduler, project managers can effectively visualize and manage
the allocation of resources. This empowers them to make informed decisions, optimize workforce
utilization, and ensure the successful execution of projects. You can see the resource planning
overview below.

[ proxiussproject+ Q searh i ma? a®

i3 proxiuss project+ Home Employees \  Absences v  AbsenceBalances -  Projects \  ProjectTasks ~  Registered Hours »  Reports \ Dashboards \  TimeTracking ApproveTime  Personal Resource Planner  ResourcePlanner  More ¥

& DATEFROM-TO

20.3.2023 & 11.6.2023 n

|
& EMPLOYEE SELECTION e

All Selected
0O .o rimin -]

| ° ° N
—o °
(5] pate B 203263 EA‘ m 3.4.94. E 10.4.-164. m 17.4.-234. 244304 m 15.75. m 85.-145. m 15.5.215. m 225.-285. m 205.46. E 5.6.-11.6.

TYPE| PM EMP DISP | PM EMP DISP [ PM EMP DISP | PM EMP DISP| PM EMP DISP| PM EMP DISP ( PM EMP DISP | PM EMP DISP | PM EMP DISP| PM EMP DISP| PM EMP DISP | PM EMP DISP

0% 40 |70% 0% 40 0% 32 0% 32 0% 40 |40% 0% 40 | 0% 0% 32 | 0% 0% 32 | 0% 0% 40 | 0% 0% 40 | 0% 0% 40 | 0% 0% 40

To modify the anticipated hours for each employee, follow the steps listed below:
1. First, openthe top bar using the arrow (1) on the right.

2. To assign or remove employees from the resource planner, you need to click on the employee
name, followed by the arrow button(2), and then on the Show Projects button (4).

3. Select the dates for project planning by clicking on the calendar icon (3) and then on the Show
Projectsbutton (4). Please note that you can select Date Fromonly. On the other hand, Date To
is automatically determined as 12 weeks from Date From.

4. In order to check which projects are assigned to which employees, you need to select one of
the employees by clicking on an arrow icon (5). If the project is assigned to a certain employee,
then you will be able to see the project name.

Qproxuuszproject+ Page |59



A project manager should allocate estimated project working hours for a relevant employee by
filling in working hours in the column PM (6). In fact, a project manager can fill in estimated working
hours for up to 12 weeks ahead.

IMPORTANT: Please be cautious when scheduling project work during the week when an employee is
absent. In such cases, the usual percentage in the PM column will be replaced with "N/A" (not available).

| T

ENEN -

After working hours are allocated, you need to save them by clicking on the Savebutton (7).

Abbreviations used in Resource Planner (8):

e PM = PROJECT MANAGER - allocated working time defined by the project manager for the
employee in % for the chosen project.

e EMP=EMPLOYEE - allocated working time in percentage defined by the responsible employee
for the chosen project.

o DISP=DISPONIBLE TIME - the total disponible working hours for a certain week. Working hours
are defined automatically by the system. Working hours are counted based on the weekly
calendar and planned vacations for the certain employee (meaning that the working time is
reduced in case of bank holidays or planned vacations).
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15. Confirmation of Work

The PROXIUSS PROJECT+ application incorporates two distinct work confirmations: the Acceptance
Protocol/and the Activity Report. These confirmations serve different purposes within the project
workflow.

The Acceptance Protocol is primarily utilized to confirm the completion of work milestones
throughout the project. It provides a structured framework to validate and acknowledge the
achievement of specific project milestones.

On the other hand, the Activity Reportis used to confirm work on a time and material basis within
agreed timeframes. This report verifies work completed within specified periods, which can be
repeated until the entire project is concluded. It offers transparency and tracking capabilities for
monitoring project progress and resource utilization.

Acceptance Protocol

The purpose of this section is to create a document for the client to validate the order’s pricing. Each
acceptance protocol includes all basic information related to the project.

Use the fields for inserting the relevant information, including project name (1), client name(2), date of
creation of the acceptance protocol(3), date of creation/requirements(4), order subject(5), additional
information for the client (6) and link to invoice (7).

Use the Print Acceptance Protocol button(8) to generate the acceptance protocol.

[® proxs.rproject+ Q search | T @a20a @

8% proxiuss project+ Home Employees Absences ~  Absence Balances s  Projects o  ProjectTasks ~  Registered Hours ~  Reports ~  Dashboards ~  TimeTracking  Approve Time  Personal Resource Planner  Acceptance Profocols ~  More

tie Name
ACCEPTANCE PROTOCOL

v Additional Customer Information

ted By Last Modified By
B Jan Petras. 19.07.2023 15:23 B9 Jan Petrss. 19.07.2023 1608

Activity Report

The Activity Report summarizes the reported hours that will be billed to the client. The activity report
contains the following fields that are to be filled:

1. Project(1) for which the activity report is being generated.

2. Name of the Customer(2)for whom the activity report is issued.
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3. Name of the Contract(3) and Date(4) of that contract.

4, Status(5)of the activity report, whether it has already been sent to the customer, approved by
the customer, orinvoiced.

5. Onthe bottom of the work field are the 7ransactions (6) with the reported hours counted in the
activity report.

To assign a transaction to an activity report, click the Mew button (7).

To generate the activity report, click on the Print Activity Report button (8).

ppromuprojecm @ search - @a2oa @
i1 proxiuss project+  ome Emplopees Absences ~  AbsenceBalances v PrOjECts e PrOjECtTasks v REGISIErEdHOUIS o Repoms ~  Dashboards o TimeTracking  ApproveTime  Personal Résource Plannér  Activity Repoms o More ¥

[F]) ichiysaron B - — |! ‘ '"l“'l
2047200000HShxz nt Activity Report itinReport | Ecit | Clone | Delets
Activity Repart Name Customer o
a047Z00000H8 iz Manager Customer
Project o Contract 9
Manager Project Conracttamevt  ——— @
Reported Status Asof the date
-_—
Send to Customer [5) 11.07.2023 (4]
Title Name Subject
ACTIVITY REPORT SCOPE OF WORK
Show Costs weice URL
-
Show Hours Graup by Tasks.
v
Show MD Rate Group by Employees
Cranted By Last Madified By
B8 Test Manager. 06.07.2023 15:53 B8 Jin Petrss. 19.07.2023 1645
Reported Tasks (1) ew | Change Owner
1 item « Updated § minutes ago )
[] Reported Task Name ~

[0 Moanager Main Task 2

(6]
Transactions (1) 4 [®-][e][ new |

1 item « Updated a few seconds ago

|_| Transaction Name v Registered Hours. ~ | Reported Hou... v MD Rate v Acceptance Revenue v Acceptance comment Reported Status ~
[] rH-T-000020 RH-00000011 160 EUR 100,00 EUR 200,00 RH MT2 send to Customer =
ew Al
() Expenses (0) Naw
[ Fites (0) Add Files
Or drop files
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16. Transactions

Transactions is an object used to link the reported hours from the Project Task Hours object to the
Activity Report object. It displays information about a specific reported time.

{2 proxwssprojects (o seon- ] oe?2ece®

31 proxiuss project+  Home Employees n  Absences v  AbsenceBalances v Projects v  ProjectTasks v RegisteredHours v Reports v Dashboards v TimeTracking  ApproveTime  Personal Resource Planner  Transactions v More ¥

RH-T-000020

Transaction Name
RH-T-000020
Registered Hours
Rebnonoott

Registered Hours Code
RH-00000011

Date
06.07.2023

Test Manager
Reported Hours (h)

160

Reparied Persannel Revenue
200.00

Activity Report
2047Z00000HBhxz
Reponed Status

Send to Customer
Reported Task
Manager Main Task 2

Created By Last Modified By
3 Test Manager, 06.07.2023 15:53 B} Test Manager. 06.07.2023 15:53
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17. Budget Control

In this chapter, we will discuss the financial controls that are essential for effective project cost
management. These controls will give you a comprehensive view of your project's finances. You can
easily access all the attributes mentioned in this chapter on your project's main page within the
application.

Specifically, you will find the following attributes within the Project Status Summary:

Project Health Indicator

o Project Health Indicator is a color representation of

Pricing Type €@ ; . i : )
Delivery Index, Timeline Index and Cost Index. When

two indexes are under 90% then indicator is red. When

all three indexes are 100% or more, then indicator is

green. In every other combination is indicator yellow.

v Project Status

Project Health Indicator €

Project Health Indicator is a colored bar representing the project’s overall health. This attribute only
considers data from the Project Health attribute.

Actual End Date

Vv Project § The Actual End Date in a project is the date when the
project is completed, closed, or terminated, indicating
EETERSeE Y  that the project has ended.

Actual End Date €
4

The Actual End Date is considered for Time Elapsed calculation. It is editable by clicking on the pen
icon once you hover over the icon with your cursor.

Time Elapsed %

v Project

This refers to the total duration that has elapsed
N adarEllny between the Start Date and End Date of project,
expressed as a percentage. If an Actual End Date s
specified, the calculation is based on that, but if not, it
RS LSIRE i< based on the Planned End Date.

Time Elapsed % €
58,33 %

Time Elapsed is an automatically counted attribute; its value changes depending on the Start Date and
End Date of the project.
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Completion Rate Auto-Calculated

] - Estimated Project Progression by PM (based on Main
Time Elapsed % @ Task Progression estimate)

58,33 %

Completion Rate (Est) @ Do Mot Count Task Completion Estimated i ]

Completion Rate is calculated automatically as the average for all Completion Rates entered by the
Project Manager for each of the main tasks in a project. If a main task contains subtasks, the
completion rate of those subtasks will not be considered for the calculation.

Every main task has an option for its Completion Estimated to be not counted toward the Completion
Rate Auto-Calculated.

Completion Rate Manual

Time Elapsed % @ Estimated Project Progression by PM. Completion Rate
58,33 % Manual has a higher pnonty than the automatic

_ @ calculation of Completion Rate (Est) and overwnites the
Completion Rate (Est) EEEARERTS Completion Rate field.

Completion Rate Manual €@

*

This attribute serves as a manual override for the automatic Completion Rate (Est.) when disparities
exist between system data and actual data.

Completion Rate Estimated On

Added Value Index @ Date of last estimated Project Progression by PM

Completion Rate Estimated On )

#

This serves for the Project Manager to mark the last date they updated the Completion Rate.

Delivery Index

As of the daig

Delivery Index is a project performance metnic that
measures the ratio of completed deliverables to
planned deliverables, indicating how well the project is
progressing in terms of meeting its objectives. It is

comparison of Completion Rate with the percent of
Project Heal

spent hours from the total budget.

Delivery Index @

This attribute operates through automated calculations based on the Completion Rate and Hours
Spent % ratio. When the index registers at 100%, it signifies that the project is adhering to the
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planned schedule. If the index falls below 100%, it indicates a schedule delay, whereas a value
exceeding 100% signifies that the project is ahead of schedule.

Timeline Index

redieE 'meline Index is a project performance metnic that
) measures the progress of the project based on the ratio
of completed work to the planned work based on
Delivery Inc - ST

Timeline Index €

Timeline Index is calculated automatically as the ratio between the Completion Rate and Time Elapsed.
When the index shows 100%, we go as planned. If the index reads less than 100%, we are behind
schedule, whereas above 100% indicates that we are doing better than schedule.

Cost Index

) 1
Delivery Index € ~ Project Finances

1,072.5§

Timeline

Budget Revenue

€37,800.00 €360.00

61.25% Planned Costs Total Actual Costs Total
€22,000.00 €115.00

Cost Index o Planned Personnel Costs Actual Personnel Costs

2,869.57% €115.00

Cost Index is a field that calculates the completion

estimation of a project with the actual cost spent.

For automatic calculation of the Cost Index, it is imperative to populate the Completion Rate
attribute and input the associated costs within the project. Failure to do so will result in the Cost
Index remaining uncalculated. Costs are manifested through the Planned Costs Total and Actual
Costs Total attributes. The latter is automatically computed per employee as they log their hours
within the project task, contingent on the employee having an assigned cost rate.

Added Value Index

NELTARTEVE i Added Value Index is a project management meinc that
measures the project's performance by comparning the

budgeted cost of the work completed to the actual cost
of the work completed, expressed as a ratio.

Timeline Index

Added Value Index €

To calculate the Added Value Index automatically, you must populate the Budget attribute. Actual Cost
is calculated automatically based on the tracked hours entered in the application by the employee(s).
When the index shows 100%, we go as planned. If the index reads less than 100%, we are behind
schedule, whereas above 100% indicates that we are doing better than schedule.
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Personnel Section

Personnel contains the attributes related to budget and shows how much of budget has already been

spent:

~ Personnel

Planned Hours
160,00

% Hours Spent
20,00 %
Remaining Hours

128,00

Actual Hours
32,00

Spent Indicator
| —
Reported Hours
32,00

Please note that the data in Personnel attributes is automatically calculated based on the information
entered in the project tasks (Planned Hours) or the hours tracked by the assigned employees (for the
remaining attributes).

Project Finances Section

v Project Finances

Budget

11 100,00 €

Planned Costs Total
465000 €

Planned Personnel Costs

4 700,00 €

Planned External Costs

750,00 €

Planned Material Costs

Planned Other Costs

Revenue
13 000,00 €

Actual Costs Tota

800.00 €

Actual Personnel Costs

800,00 €

Actual External Costs

Actual Material Costs

Actual Other Costs

In this section, Project Managers can efficiently plan their costs by adjusting two key attributes -
Budget and Revenue. All other cost-related attributes are automatically calculated based on the
information provided in the main project tasks. It's important to note that costs entered within
subtasks won't be considered in the overall calculations.

Project Status Report

ﬂu— B

it
tatus - Rates&indexes Extended

—0
o

Delivery Index Indicator (1) provides a visual representation of the Delivery Index. It employs a color-

coded system to indicate the status:

Qproxnuszprojecu

Green: When the percentage is 100% or greater.
Yellow: When the percentage ranges from 90% to 100%.
Red: When the percentage falls below 90%.
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Hours Forecasted (2)is a terminology utilized to denote the projected or expected number of labor
hours necessary to accomplish a particular task or project activity. This metric aids in estimating
resource allocation and project planning.

% Hours Change (3) quantifies the percentage variance between the projected hours needed for
project activities and the originally allocated hours.

Project Duration (4) signifies the complete time span required for the entire project's execution,
commencing from initiation to conclusion.

Time Elapsed (5) represents the cumulative time duration that has transpired between the project's
Start Date and the current date (TODAY). It is expressed as a percentage. If an Actual End Date is
specified, the calculation is based on that date. However, if no Actual End Date is provided, it is
calculated based on the Planned End Date.

Timeline Index Indicator (6) serves as a visual representation of the Timeline Index. It employs color
coding to convey information. When the Time Index percentage reaches 100% or surpasses it, the
indicator is displayed in green. When the percentage falls within the range of 90% to 100%, the
indicator appears in yellow. If the percentage drops below 90%, the indicator is shown in red.

Duration Forecast (7) represents an approximation of the anticipated time required to finalize a
project. This estimation is grounded in the project's advancement and the existing work rate.

Duration Change (8) signifies the variation, expressed as a percentage, between the initially planned
or budgeted timeframe for a project or task and the predicted duration.

% Cost Spent (9) denotes the proportion of total allocated funds that has been disbursed or
consumed in percentage terms up to a specified point in the project's timeline.

Cost Index(10)is a field that calculates the completion estimation of a project with the actual cost
spent.

Cost Index Indicator (11) serves as a visual representation of the Cost Index. It employs a color
scheme, appearing green when the percentage is equal to or exceeds 100%, yellow when the
percentage falls within the range of 90% to 100%, and red when the percentage is below 90%.

Cost Forecast (12) functions as a predictive metric for estimating the final project cost. This estimate
is based on the current project progress and expenditures and is utilized to anticipate the eventual
project cost.

% Cost Change (13) quantifies the variance, typically expressed in percentage terms, between the
originally planned or budgeted cost for a project and the actual or revised cost.
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Useful Links

Main Company & Product page: https://www.proxiuss.com/

Youtube: Proxiuss Project+ Channel

LinkedIn: https://www.linkedin.com/company/proxiuss/

Troubleshooting / Haven’t found what you were looking for?

As Proxiuss Project+ is a native application built on the Salesforce platform, it is possible to get help
from the user guides and manuals regarding the basic functions and navigation from their official
site.

In order to get the Salesforce official manuals, please head over to their main page:

https://www.salesforce.com/

In case you miss any information regarding the PROXIUSS PROJECT+ application within this User
Guide, oryou find a bug, please contact us at:

e Reportaproblem:support@proxiuss.com

e Request Sales/Marketing information: sales@proxiuss.com
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