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INTRODUCTION

Dear User,
Welcome on board PROXIUSS PROJECT+!

The following user manual willwalk you through each feature of the app with all the relevant
information in one place so that you have a pleasant experience using our produdiVerecommend
that you read it carefully before starting the app ometurning to it if you still require assistance The
application offers various functions, and while some are obvious at first glance, somenight not be.
Hence, this manualserves as a resource to ensure yomaximizeYT D é F¥1 U abnbg) YUk

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

Should you have any questionsplease visit the FAQ section on our websitewww.proxiuss.com
and if you find yourself lost, please contacbur helpdeskat support@proxiuss.com.

However, ifyoucome acrossany error] i UDGNU o6 ¢ Ul D pleage®ropls &nbtd dnghe 6 i
helpdesk Awe will appreciate any feedtack from your side, as it will helps in making relevant changes
to improve your experience and the overall quality of the app.

PROXIUSS PROJECTH+ is ready at your seryared we hope you will enjoy it!

The PROXIUSS PROJECT+ Team
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USERLOGIN

PROXIUSS PROJEETis 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 subscriptiorto PROXIUSS PROJECTFhe beauty of this
approach is that you don't need to go througtthe time-consuming process of engaging inany
additional installations or setups.

If you are an administrator responsible for the initial setupwithin your organization, pleae 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 usingPROXIUSS
PROJECT+As previously mentioned, ifyou encounter any issues duringthe login process, don't
hesitate to refer to the troubleshooting section of this user manual foradditional help.

Once youclick the provided link, you will be redirected to thePROXIUSS PROJE&Togin page. Here,
you will need to enter your Salesforce redentials, 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 'LogIn’ button to proceed. If your credentials are correct
and your subsciption is active, you will be granted access to thePROXIUSS PROJECTtatform.
Congratulations!

In the event that youneed help logging in or if you need to remembeyour Salesforce account
credentials, please refer to the 'ForgotYourPassword? option available on the login pageThis option
will guide you through the necessary steps to regain access to your account.

With this, we conclude the Login chapter of thePROXIUSS PROJECTw#ser 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 choosingPROXIUSS PROJECTWe 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:project+ 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 mesban focus on
their specific responsibilities while maintaining appropriate data privacy and security.

Each user role in PROXIUSS PROJECT+ comes with a default setup that outlines the predefined access
and permissions. However, the application provides tk flexibility for administrators to customize
these setups to meet the unique requirements of each user. This customization empowers
administrators to fine-tune the access levels and permissions assigned to different user roleshereby
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
each role. This will enable you to establish a secure and tailored environment that facilitates seamless
collaboration among team members.

Admin AAs an administrator, you have complete control over the systm 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 apglows youto
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 AEmployees havebasic access to a range 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 employeds 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 A One of the key features available to project managers is access to assigned
projects, including a project team overview, project finances, aml 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 0 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 alloden.
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.

(2 proxiussproject+ 16



Employee Manager AAs an employee manager, you have access to a rangf 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 theioles, 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 remoeenployees
who are no longer with the organization.

Portfolio Manager AAs 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 withyour 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 infomed decisions about resource allocation and
project prioritization. Portfolio managers can gain a deep understanding of their project portfolio and
make data-driven decisions to ensuretheir organization achievesits strategic goals and objectives

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

PM- Employee PM- Project PM- Project

PM- Employee Manager manager Portfolio Manage|  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 Al Read* Read All RW All
lProjects Read/Write* X Read/Write* RW All RW Al
[Resource
Assignment RW All X RW All RW All RW All
[Phases X X Read/Write* RW All RW All
|Project Tasks Read/Write* X Read/Write* RW All RW All
Task Assignment RW All X Read/Write* RW All RW All
[Milestones Read/Write* X Read/Write* RW Al RW Al
|Registered Hours| Read/Write* X Read/Write* RW All RW All
Time Tracking Read/Write* X X X RW All
Approve Time X X Read/Write* Read/Write* Read/Write*
Personal
Resource Plannel Read/Write* X Read/Write* Read/Write* Read/Write*
[Resource Planne X X RW Al RW Al RW All
Acceptance
|Protocol X X Read/Write* RW All 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
(2 proxwssproject+ Page|7



Additionally, there are 4 more Permission sets to choosé&om:

1 PM- Personal Resource PlanneA grants Partial Access to the Personal Resource Planner

1 PM- Approve AbsencesA grants Partial Access to the Approve Absences

1 PM- Invoice Managementh grants Full Access to the Acceptance Protocol and Activity
Report

1 PM- Resource PlannerA 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 other tools 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 connectionwith 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 seamlegslypther Salesforce tools.

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

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

Admin Settings

Installation from AppExchange:

The application PROXIUSS PROJECT+ can be foundlenSalesforce AppExchangeplatform.

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,ist
important to note the following step. Once yowe chosen the appropriate environment
(sandbox/production), you will encounter a table labeledEonfirm Installation Details&If everything

appears satisfactory, proceed by selecting thef-onfirm and InstalBbutton. Following this, you will be
prompted to specify the installation scope: admins, all users, or specific profiles. Opt fothe "Install

for Admins only" and then click the "Install" button.

Install Proxiuss Project+
N By Proxiuss

2 222 2

Install for Specific
Profiles...

o Install for Admins Only Install for All Users

Qproxnus.rproject+ Page|9
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Steps in your ORG:

In this section, we will walk you throughconfiguring 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 roge

For instance, 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 ttevelop projects.
Evidently, the user rights within the application's environment are highly adaptable and flexible.

1. A pDUWTQ Ut FD Hhe QuidkJandboxwoiitig et andHdlick on|Ciistom Settings.
Next to Proxiuss Project+ Settings click on Manage

’ Search et Tmarna @

31 Setup  Home  Object Manager

Custom Settings
+ cumem cace '\\

Custom Settings
-~

Custom Settings b or s Page @
Didn'tfind what youre looking for?
Try using Giobal Search. Use custom seftngs ta create and manage custom data &1 the organZation. profle, Bnd user levels. CUSIOM S81engS data i Stored in the appication cache. THS MEanS you can ccass t eficianty, WINGUL he costof repeated quries. CUSIom SEtings data can be used by Tormuls fslds,
Visual Apex. and the Wab Sarvices AP

View: [A1v] Consin tgw Ve

Aetion Labet + Visiiiy SemegsType  Namespace P retn Description Record Size. Number of Ressrds Total Size.
4, Prosuss Projects Seflings o oy Produss Lk v

2. Click onthe upper button New.

. Search Setup N - - W )

% Setup

Home  Object Manager

serwe
E Custom Settings

Proxiuss Project+ Settings

Q Custom Settings

~ Custom Code

Custom Settings

Didn't find what youre looking for?
Try using Global Search Hihe

¥ Default Organization Level Value D\

View: [RI) Compim bin

3. Insert number ofhours per mandayin the field MD Hoursand click Save.

' Search Seup Tmerna

$1 Setup  Home  Object Manager

@ Custom Settings SETUR
Custom Settings

v Custom Code

Custom Settings.

Proxiuss Project+ Settings Edit
Didn't find what you're looking for?
Try using Global Search,

Qproxlus:projecu Page|10



4. Create the user account inSefup-> Users-> Usersand click onthe New Userbutton.

‘@220 a @

5. Fill inthe required information (such as,First Name, Last Name, Emailand Role).

6. Fill in the Managerfield. Insert the name of the manager who will be approving absences (for
the correct function of Absence Approvaly.

Approver Settings

Delegated Approver |

Manager | |CM | /
Receive Approval Request Emails I| OI'I|3|' i1 am an approver

Generate new password and nefify user immediately

Save Save & New | | Cancel

When user information is set, click ornthe Savebutton.

Open user and addPermission Setsbased on user role in the company®MAEmployeedis the

standard permission set for everyone who will be tracking their time on projects fime
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 Userfield, Last Name Managerin case the user has one for

approving work activity), and changeOwnerto the same user asSalesforce User(you
can do that after the user verifies their Salesforce account).

Qproxlus:projecu
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New Employee

i. E:Té&nAD wFnDI( éhe ¢ottectiubctiordlitii dd Cersprmaesource Plannerlt
can be foundat the bottom of the employee record and changé via button next to the
field Owner

[ proxussproject+

@ s Almezea @

fegbteiedbows v feporb v Daskboads v Tmelieckeg  pprove Tme  Persors Reouce Hsmrer  AourceFlanrer M

< Enes v s v e
Y = Wt | enersorte |
- * erersotn | Clone | v
[Ee— -
@ evaluations 01
tane e i

[@ evaluations (Supsrvisor) (0}

FZ Locking for (o)

[} Employee Rates (0)

iii.  We highly recommend filling in theBusiness Hoursattribute. This setting allows Time
Tracking to distinguish working days from noaworking 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 theBusiness Hoursattribute.

Business Hours

Search Business Hours.., Q

If you consider the steps onwardto be done, for example, by employees with Project Manager and
Portfolio Manager, you have toask the Admin to providerights to:

10. Create Projects and Project Tasks. OnProject Tasks create Task Assignmentshadd employee
who is appointed to work on that task. After being added to the t&k, employeds) can start
tracking hours in the 7ime Trackingtab in the relevant project task.

pproxlusfproject+ Page|12



11.[Optional] Enable the countingof Revenue and Cost by assigningrate for each employee:

I.  Enter the Employee profile and scroll down to find theEmployee Ratesattribute .

g Employee Rates (0) New

il. By clicking onNew 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
Recalculatebox. This option triggers a recalculation of the tracked hours during the time
difference using the new rate. By doing so, you'll have correct and ttp-date cost and
revenue data.

IMPORTANT The standard rate for employees is set by entering the MD Rate in their
Employeeprofile. However, it's important to note that the rate can varyfor different
projects or project tasks. In such cases, you can specify a specific MD Rate for the tgsk
as explained in the chapterTask assignment

12.[Optional] For reporting absences:

i.  On theObject ManagerAbsencesPage Layoutclick on button Page Layout Assignment
Click onthe button Edit Assignmentand set Long- Term Absence Layoufor Long-Term
record type and Short- Term Absence Layoutfor Short-Term record type. Do it forall
Profiles.

Qproxnus:project+ Page|13



- SETUP > OBJECT MANAGER
Bl Absence

Details

Fields & Relationships

Page Layouts
Uightning Recors Pages
Buttons, Links, and Actions.
Compact Lajouts

Field Sets

Qbject Limits

Record Types

Related Lookup Filters.
Search Liyouts

st View 8utton Layout
Restriction Rules.

Tiggers

Flow Triggers.

Validation Rules

ii.  Create Project and check fielddbsences

System Information

Code @

Is Absences @

Cancel Save & New

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

iv.  Open App Launcheby clicking on::: icon, choose Absence Type Assignmentsand click
on the button New.

v. Assign Project Tasks to7ype ofAbsence

New Absence Type Assignment

User Settings

Since PROXIUSS PROJEETruns on the Salesforce platform, it is essential for users to have a
Salesforce account. To usePROXIUSS PROJECEffectively, a minimal user license level of Essential
is required. The Essential license provides you with the necessary permissions and @ess rights to

Qprost:projecu Page|14



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.

In the 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 licase 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 kegister for the Salesforce account:

1. Youwill receive an email 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 email address and
the new password).

4. Click on App Launchericon i 6 YT D tDgy U] CDQ.eUTIC RAEJ Al
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 theproxiuss project+ application in the offer list.

Qproxuuszprojecu Page|15



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 hasgersonalized
experience tailored to their specific role and responsibilities within the project team.

More broadly, theHome screen serves as a hub of information and actions for user§.or instance, it
displays reminders for events that require user actim 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 Hone screen features a launchpad 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 fequently 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.

ppromwprojcct+ Q et v 22542 @

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

! Heresy
¢ 2
Approve Time cking Resource Planne: Personal Resource Planner 2
&
&
2
Y Projects e - - g
m My Active Projects New hange Owner port intable View &
y ) Project v1
3 items + Sorted by Project Name « Filtered by All projects « Updated pied pir sekundam brch this ft. $-|C|7/
ann

Project Name © - Project Manager D..v | Project.. v | Pricing... v | Actual Costs... v | Project Health v = Project Heal... v/

Items to Approve

tasks
e Tasks
ed by Project Task Name » Filtered by All project tasks - Status « Updated pled pér sekundami B |7/

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

ol

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

Qproxuuszproject+ Page| 16



2. Projects

The Project object in our project management app is a powerful toothat 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 isclosely connected to
other key components d project management, such as resources, tasks, and phases. By using the
Project object, users can centralize projectrelated information, plan and track project progress, and
generate comprehensive reportshasedon 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 / \ Phase 2
| — T i E— Ha — 1
I ! I
: Main Project Main Project | : Main Project | |
I Task 1 Task 2 ! I Task3 | !
I | I |
(——— i ————————— o o ] e o] pp———
Project Task Project Project Task
Hours per Subtask Hours per
Employee / \ Employee
Project Task Project Task
Hours per Hours per
Employee Employee

Toview the complete projects list overview in the application, click onthe Projects tab.

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

To see the printable view, click on thePrintable Viewbutton (4).

To see the project details, click onProject Name(5).

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

Qproxnuszprojecu Page|17
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pproxmsfprojecu

$it prowiuss project+  Home Employess v Absences

Absence Balances v

Projects v

Projects o e
All Projects '« # “ X‘ 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
202 220 23.1.202 202 s

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 — v
s 2112022 13:30 -
7 112021 31122023 23122022 839 — v
& 1102022 31922022 02022 1222 2122023 1529 — -
s 1102022 31122022 5.10.2022 1608 8122022 1424 -
0 192002 31122022 22 16:08 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 Tasks v

Registered Hours v

Reports

Dashboards

Time Tracking

Approve Time

A @2 e
o

24 o

Personal Resource Pidager  Resource Planne}  More ¥

Project Creation

Projects could be createdby clicking on aNew Projectwithin 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..

~  Absences

~  Absence Balances

Projects ~ Project Tasks -~

-+ Mew Project
Recent records

Absences

Project v1.0

Recent lists

All Projects

N

==

x]-]

Reports

~

208 ®

Maore ¥

Change Owner

¢

Additionally, you will be asked to create a new projechicaseyou try to create aNew Project Taskoy

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.

Depending on the path you choosgyou will either beshown your new 0 6 | D A U brigrojécidge | + U

details.

p proxiussproject+

Billable

Milestone

Search Milestones...

Agile

Cancel

Page|18




Project Detalls

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

Below in the Files section (4), you have the flexibility taipload 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 (6).

The quick actions buttons v (7) on the rightside help with creating, editing, or deleting the project
tasks andresource assignments (employees who are assigned to the project)

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

835 proxiuss project+  Home Emplojess ~  Absences v AbsewceBalances v Prgjects v ProjectTaks v RegisteredHowss v Repors v Dashboards v Approve fime  Personal Resource Planmer

[[] Project Schedule

(-] (o] Com o

_— ~ | TaskComp...

i

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

§7500¢ 93008 112028 0.4
210000¢€ 1000% 1.7.2023 ER |

! 6400

v Personnel
Fisnned Hours Aerual Hours
160.00

) Resource Assignments (1) o

1 it + Updated 4 minutes ag:

6313%

. New
| EndData ~ | Bilsble v | SubSumm... l
0.6.2023 080

a- (@] v |
A @ v Subjectofde.. v Comtract(. - Asofthed. s Oseofiue v | ReportedS.
1O eezeerEss Susject of deiery (=]
5y
[£] activity Reports o) [Cew |
(4]
1] Files (9 — nddries |

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 hierarchip 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, younay have observed two distinct attributes: Project Ownerand Project Manager Both roles
provide an overview of the project and possess the ability to create project tasks. However, there is a
fundamental difference between these roles.

Project Manager Project Owner

The Project Managerrole is automatically assigned as the owner of tasks created within the ppject A

] YT Uillénd €dluldbe changedwithin the task creation window or taskdetails. This individual holds
direct responsibility for managing and overseeing the project's execution. On the other hand, the
Project Ownerrole is intended for an empoyee who serves as the primary stakeholder, monitoring the
project's development and progress.

Resource Assignment

Within Resource Assignmentyou can viewthe details about a resource (employee) who is assigned to
a certain project. Additionally, inthis section, you can edit, clone, or delete the resource assignment

(1).

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

(O proxius.sproject+ - T ea? a®

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

Start Date
1.1.2023
End Date
31122023

IMPORTANTTOo ensure efficient tracking of work within the project, it is crucial to assign employees
to each relevant task utilizing Task assignment When employees are assignedo a project as
Resource theywill not be able to track any work within the individual project tasks created under that
project. It will only allow the manager to allocate theihours inthe 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 deletephase (1). Fronthe related list for project tasks, you can create
a new project task for the actual phase. In order to do that, you need to go tiee app launcher(::: icon).

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

color.

p proxiussproject+

222 proxiuss project+ Home

Q_ Search.

Project Tasks (0)

nces v  Projects v  ProjectTasks \  Registered Hours \v  Reports v  Dashboards v  TimeTracking  Approve Time

(x[) .e»o? ca®

Personal Resource Planner  Resource Planner

Start Date
01.01.2023

End Date
31.07.2023
Project

Proxiuss Project+

Created By

#8 User User. 18.07.2023 10:23

Last Modified By

8 User User, 18.07.2023 10:23

Created phases could be editedr deleted from project details, where youhave to click on View A/,

which will list all phases per given project.

Phases (5) G- | & New
Sitems « Updated 3 minutes ago
Phase Name v | 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, 6, 2025
4 | Qpen 1. 6. 2022 31.7. 2025
5 ] Open 1. 10. 2024 31.7. 2025
< >
Clicking on any of thecolumn's phase names wildisplay the view from the first screenshot in this
subchapter.
Projects >
Phases e
o] c|r

5 items » Updated a few seconds ago

Phase Name ~ | Status Start Date | End Date ~ | Billable ~ | SubSum... | SubSumm... v | SubSum... v
1 QOpen 1.6.2022 31.12.2022 L -
2 Qpen 1.1.2023 30.6.2024 V) -
3 QOpen 1.7.2024 30.6.2025 v A
4 Qpen 1.6.2022 31.7.2025 A

Qprostzprojecu
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Project Status Change

Inthe PROXIUSS PROJEC@pplication, it is possible to chooseone 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 asProposed Approved, or Active, assigned team membergetain
the ability to record their time for the respective project. However, if the project status is indicated as
Declined OnHold, Completed, or Canceled time tracking within the project is not permitted.
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3. Project Tasks

Once yau 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 (Dr you can changehe owner of the task

(2).
There is also a quick action buttor ¥ available which can be used for editing/deleting the selected
project task (3).

You canalso filter the data based ona specific criterion to gain a better view of all the assignments
that belong to you or your team rembers.

Qproxlusxproj@c& 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
i Mew | Change Ow
Recently Viewed v ¥ 6 —>| New ange Owner
1 item » Updated a few seconds ago Search this list. B | B / *
Project Task Name v | Project > v
1 implementation Proxiuss Project+ 3 > v

Project Task Creation

Project tasks can be created in two ways: either from theProject details overview or by navigating to
the Project Taskstab 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 Nameg1), selecting aProject
from the provided list (2), and clickingSave(3). Additioral details can be modified at a later stage, as
explained in theProject Task detailschapter.

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 nameyou can see the project task details, including assigned employees
in 7ask Assignmentstable, Subtasks, and Project Task Hours

In this section, you can edit the project taskclone or delete it (1), oobtain the printable view byclicking
onthe ¥ 'icon (2).
Click on thequick actions button = ¥ ' at the end of the line in order to editor delete the entry, or,

additionally, click on the button Mew on the Subtasks, Task Assignment (employees which are
assigned to the project), Costs & Revenuesr Registered Hours(3) to createa new entry.

In the 7ask Information section, there is aBillable checkbox. If the Biflablecheckbox is checked on the
task, all registered hours that are reported under it will have a calculated revenusamount based on the
MD rate of person(s) reporting their hours for the tasklif Billableis unchecked on the task, thenthe

registered hours wil have only the cost rate calculated.

Additionally, please note that when the TaskStatus attribute is set to '‘Done,'assigned employees will
no longerretain the ability to track time for that specific task. Shallthe task have assigned statusTo
Do or'In Progress'employees are able to track their work within the task.

pproxuw-pro)cct+ [(Q sewe | A @a20a @

351 proxiuss project+  Home Employees v Absences v Absencedlances v Projects v ProjectTasks v Reports v Dashooards v ApproveTime  Acceptance Protocols v Activity Reports v

i;;};;:entation Edit | clone [ Delete | v ‘
(1] 8

Start Date Planned End Date .
Proxiuss Project+ » Implementation 01.01.2023 30062023 3% 3200%

 Task Information ) subtasks (0) [ newsubusk |

3 Task Assignments (1)

1 item + Updated 4 minutes ago

[] ToskAssig.. v  Resource - | StartDate ~ | EndDate

1 [0 T1456-00000¢  Employes One 1.1.2023

F2Y Registered Hours (4)

51 4 4items « Updated 4 minutes ago

[} Registered Hours Code /| Resource . v | Comments

Phase Agile A RH:
(

O|al

ompleton Estmated @ [ costs & Revenues (0) [ New |

Qprostzprojecu Page| 24



IMPORTANTTO 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 Assignmentbutton enables the assignment of a reservation for a specific employee.
This reservation is made for a task or project where the employee surrently out of work. As a result,
the employee cannot directly rack their time for the assigned task. However, the Project Manageran
allocate the employee's hoursin the Resource Planningsection. This serves as a backup plan in case
of a sudden loss of a regular employee working on the project, reducing the likebbd of resource
constraints impacting the project's progress.

- =
Qproxms.rpro;ecn [ seoen i @e2?2sa®
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 | w
Project 1D Start Date Planned End Date Project Health Indicator Status
s 01.01.2023 31122023 — Active
v Project Information Project Schedule
v
Proxiuss Project+
Project Owner @ Phase One
Realization —
Status T T T
s ° ; & g & g
ctive £ & £ 3 E $ Ei £ E
Description -
Start Date @ Planned End Date @
01.01.2023 31.12.2023 Era 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 5.1 335000 € 800,00 € 2550,00 € 93%
) 52 210000 € 000€ 210000 € 10%
v Project Status Summary
Project Health Indicator @ Project Health @ View All
— 15238 %
Actual End Date @ Delivery Index @
309,38 % Resource Assignments (1) New Project Assignment
Time Elapsed % @ Timeline Index @ 1 item - Updated a few seconds ago
54,40 % 1375%
- Rate Auto-Caleulsted @ Sekded Valuc Index @ [[] 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 apphhé Agile approach by checking the Agile
option either during task creation orwithin the task details section.

Search Employees... Q
*Project
Search Projects... Q

Hierarchy Name @

Hierarchy Code

Y
Start Date
=]
Pricing Typ
None- v
Currency
EUR - Euro v
Phase
Search Phases, Q

This field is calculated upon save
Status

--None--
Planned End Date
Billable

Milestone

Search Milestones...

ﬁ Project Task
Test SubTask
Pricing Type
Currency

EUR - Euro
Phase

Story Points

Agile

Q proxiussproject+
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When applying the Agile approach, several attributes within the task details are modified:

1 The Start Datefield is hidden, and thePlanned End Datés replaced with Due Date
1 The Milestonefield is hidden, andStory Pointsare introduced as a replacement.

This distinction allows you to tailor the project approach and utilize the appropriate attributes based
on your requirements.

Task Assignment

Click on the name inTask Assignmentsto see the details of an assignment assigned to garticular
employee working on the given taskThis also enablesemployeesto 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

Hierarchy Name: Start Date. Planned End Date Task Completion Estimated % Hours Spent
8 Proxiuss Project+ » Implementation 01.01.2023 30.06.2023 93 % 32,00 %
« Task Information ) subtasks (0)
Project Task Name Parent Task
Implementation [ Task Assignments (1)

T Ultimate Parent Task 1 item - Updated a few seconds ago
I nager
. [] TaskAssig.. v |Resouree | StartDate v | EndDate © | MDRate v |Bilable
In Progress -
P roject+ 1 [0 TASG-000004 Employee One 1.1.2023 31.7.2003 v ]
R, Planned End Date
01.01.2023 20.06.2023 View Al
Description

Hicrarchy Name @

Here, you can edit, clone, or delete theTask Assignmen(1).

Click on a quick actions button (2) to change the owner of the project task or to open the printable view.

. e
pprost.rprqccn Q search.. [x]+] 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 | w
Project Task Start Date End Date Currency Resource Billzble W I
| Implementation 112023 31122023 EUR - Furo Proxiuss Admin v 1] (2
Tsk Assignment Code Resource
TASG-003616 Proxiuss Admin
Allocation (rrs)
18
Stare Dste
112023
End Date
31122023
Bilable
Comments
Crested By Last Modified By

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

To illustrate, here is an example showcasing differentVD ratesper employee for a specific task. The
blank field represents the standard employee rate recorded in thelEmployee details
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Task Assignments (7) [ - ] l Mew Task Assignment LURL l
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 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 520,00 ’ 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 ia certain time (havea
specific End Date).

Whenaproject 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).

(O proxiussproject+ Q search FhEa?2eca ®

i3 proxiuss projectt  Home Employees Absences v Absence Balances v Projects v ProjectTasks v Reports v Dashboards v ApproveTime  Acceptance Protocols v Activity Reports v

Pect Task . y }
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)

Parent Task

[#8) Task Assignments (1)
Ultimate Parent Task: 1 item - Updated 8 minutes ago
Implementation
e [] TaskAssig.. v | Resource | StartDate v | EndDate v |MDRate v |Bilable v
Proxiuss Project In Progress 1 [0 TASG-000004 Employee One 1.1.2023 31.7.2023 v 2]
oo ot Plenned End Date
01012023 s 30062023 View all
Hierarchy Name @ Description
Proxiuss Project+ » Implementation
7 4 items - Updated & minutes ago.
Milestone
‘X M —— (2] [] Registered Hours Code v | Resource v | Date v | TrackedH.. v+ | Comments
Pha: 1 [0 RH-00000003 Employee One 17.7.2023 80 Work )
Phase One “ 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 overviewis 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 listrdm the Recent lists(2). To customize the

display, simply click on thetable == ~ icon 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 n the 7able view as shown in the screenshot below.

(2 proxiussproject+ Q search @27 & @

1
111 proxiuss project+  Home Employess v Absences v Absence Balances v Projects o | ProjectTasks v | Registered Mows v Reports v Dashboards v TimeTiacking  More ¥

+ New Project Task

Recent records.

S s ot b Projct Tk N« Flered s All pojct s Ui  few secoes a0 search his s a- 5 @ se Y

Project Task Name T v Pro o 2+ il sl | Hisrarchy Code

3 2 -
N -
R Recent lists f -
6 an @ 2 -
A1 Open/Werking Tasks -

™ copy or ) >

Kanban ! -

0 1 -
' -
2 2 -

Kanbanrdisplay shows the tasks based on their status:

Project Tasks
New Printable View
A"

= >
200 items + Sorted by Project Task Name + Updated a few seconds ago Search this lis & in ¢ 8eyv

Closed (60)

The Split Viewfeature provides a convenient way to navigate tasks while accessin@roject 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) andyibur user
rights permit, change the assigned tasks' owner This enables youto manage ownership
responsibilities within the project tasks efficiently .

pproxlvsxproject+ [ @ seaen A @a20a @
23t proxiuss project+ Home Employees ~  Absences w  AbsenceBalances v  Projects v  ProjectTasks v  Registered Hours ~  Reports ~  Dashboards v  TimeTracking Approve Time  Personal | Resource Planner Resource Planner  More ¥

Ally (v] e
) Implementation
2 items selected 9 New

—

Hierarchy Name Start Date Planned End Date Task Complet % Hours Spent

Search this list..
[ Q search this s Proxiuss Project+ » Implementation 01.01.2023 30.06.2023 3% 3200 %

Change Owner

Import.

Project Task Name T =
Printable View fe

Implementation P + Task Information Subtasks (0)

51 01.01.2023

et . Project Task Name arent Tas

alization roxiuss Project - .
- P, Implementation [ Task Assignments (1)
Ultimate Parent Task T En ozt e essribge
0 . 5 [J Task Assignment Code | Resource ~ | StartDate v | End Date

1 O 16000004 Employee One 1.1.2023 31.7.2023

If you encounter any issueswhere displaying a Kanban view is not feasibjer if you wish to customize
the existing view, you can utilize theL/st View Controlsbutton (1) and access theC/oneoption (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 displaydgelds (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 Hourstab 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 completeddsks in one place, as recorded in th&/me Tracking
feature. The Registered Hours tab alsmffers 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 manuallycreate a new prgect task manually (1)change the owner, and

download a printable view of this list (1). Click othe quick actions icon ¥ (2) for editingor deleting
selected project task hours.

(2 proxiusspiojects q sern. A Ee?sa

311 proxiuss project+  same  Emplayees w  Asonces o AbmnceBslances w  Project w  PrjettTasks w  Regitored Houes w  Reportc w  Dathbaards w  TmaTackng  ApproveTime  Personal esource Flanner  Rescurce Flanrer Mo ¥

§ e « Serted by Registered Hour Code « Sitered by Al registerect hours - Resurce, Project Tack, Date « Updated 2 mimes ago

m;liu:rz-_;uu wl_t e View

Reglstered Hour ... Resource v Project Name | Praject Task v Stams v | Date | Hours

[ (4] (4 4 4

Registered Hours Details

To access detailed information aboutregistered project task hours, simply click on the name of the
respective project task. This will provide a comprehensive overview offegistered project task hours
details, including approval status, costs, revenues, ad more. In this section, youcan 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 util ize the 7ime Tracking
functionality for logging, editing, and submitting registered project task hours.

[ proxiussproject+ (s ] 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 Rate
200,00 €
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Reported Hours

Reported Hoursis complementaryto Registered Hours with a key distinction, which is that Registered
Hours capture the actual worklogged by employees In contrast, Reported Hourstrack the number of
hours entered in theActivity Report. This value provides a more precise overview of costs and revenue
from a business perspective.

To access this attribute, navigate to the Registered Hourstab (1) and selecd//from the Recent lists
(2). The main overview cannot be edited directly, spou mustcreate a copy by clicking theL/st View
Controls button (3) and choosing tle C/loneoption (4).

[2 proxiussproject+ Q Search. (x[-) 8 4
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
X Q search this list... a =
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 T e 2 Approved 3 80 4_ b3
RH-00091964
3 RH-00087351 0 = 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, clickthe List View Controls buttonagain and chooseSe/ected 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 leforiented 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 owveiew. More importantly,
remember to click Save (5) to apply the changes.

New Change Owner

st -

LIST VIEW CONTROLS ments

Select Fields to Display

New 5ff 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

nt case a Resource Role Created Date
Select Fields to Display

ly meetin Revenue Last Modified Date

Delete . v
ar daily n|

Reset Col Width .
eset Column Widths smenting Cancel ﬁ

20 Sarg oool

After saving, a revised overview including the Reported Hours attribute, will be displayedTo edit an
entry, hover over the attribute's value and click on the pen icon (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
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changes to the selected entries, dheck the relevant checkbox (4) and click thedpplybutton (5). Once
you are satisfied with the modifications, click Save(6).You can alsorefine the entries by using the
filtering option (7).

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

Registered H
A Cf;yer;f AD;JIVS' » 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-00088603 . Approved 2442003 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 i Saved 1662023 10 10 -

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

I

As mentioned earlier in theProject Task Details chapter when the Billableflag is checked, it indicates
that revenue is being generated by employees tracking time within the spafied project task based on
their MD rate.

ﬁ Project Task
]

Hierarchy Mame

FIaNnea Ena Uate
31.12.2023

Billable
Hierarchy Code

1.2

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

1. Go to theRegistered Hourstab (1).
2. Select the 'All' option (2) from the Recent Lists.
3. After the page refreshes automatically, the Registered Hoursoverview (3) will be displayed.

By accessig the Registered Hourstab and reviewing the overview, you can ensure that the cost and
revenue are accurately reflected based on theB//lableflag 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 '] 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 | Approved  Copy of All 3
RH-00087707 o Approved 2811200

The Registered Hoursoverview is designed as a reaebnly 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 on the List View Controlsbutton (1) and select theC/oneoption (2) from the menu. This action will

generate a copy of allRegistered Hoursentries, denoted as 'Copy of All Registered Hours' (3).

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

. - Registered H
Search this list... L@ ' & CEE E’::rf ;lljlrs 3 MNew Change Owner Printable View

LIST VIEW CONTROLS 32 items + Sorted by Registered Hour Code « Filtered by All registered 4- - -
| hours - Project Name - Updated a 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
2 RH-00087166 - Clone red 28.3.2023 20
3 RH-00087345 [ L Rename red 542023 15
4 RH-00088445 - = 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 [ R, red 252023 10
Reset Column Widths
9 RH-00083435 ™ == red 15.5.2023 20

To ensure that both Cost Rate(1) andVD Ratg2) are displayed in théVisible Fields column, follow
these steps:

1. Inthe 'Available Fieldscolumn, locate Cost Rateand MD Ratdl).

2. Click on each field 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 positiongnof 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
m Last Modified Date
Cost Rate Helper Billable

Created By eMD Rate @ I
v v
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Ensure that Cost Rateand MD Ratg1) are included in your overviewlhey should appear as the two
rightmost columns if they were at the bottom of theé N| U| & £ DToWpriddpetifically With the

relevant Registered Hoursentries, 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 additionalifters within the filtering options by selecting the 'matching filter'

(3) button. In the provided example, theProject Namefield (4) is chosen with the operator 'does not
contain' (5) based on the value specified. It's worth noting that the value does tneeed to be an exact
match. For instance, 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, clickDone(6) andSave(7) to

New Change Qwner Printable Ja
Search this list... B | E-|C| L €
pdified ... | Billable vI Cost Rate + MDRate - [
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 Hoursoverview may now resemble the example shown below. If you finsbme
attributes missing, pleaserefer to the earlier step in this subchapter to select the desired fields for
display.

Now, let's discuss how to handle theBillableflag and MD Ratewithin the Registered Hoursentries.

When the Billablebox is checked, theMD Ratewill be listed for that specific entry. Conversely the MD
Rate should be left empty when the Billable box is unchecked his distinction is crucial for accurately
tracking billable and norbillable tasks.

ﬁ, F:g;‘;’:dﬁ:‘ﬁ”' - 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 ¥ - Aapproved maes 20 20 - s 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 08 - 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 theBillableflag or MD Ratesimply hover over the respective attribute (1) to reveal
a pen icon. Click on the 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 tidodate selected items
checkbox (4). This ensures uniformity across the chosen records. Finally, clickave(5) to save the
changes.
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150 ||| | RH-00090478 - nman w [ Submitted 1052023 15 30 o ——— 305202310:33 2262023 v °® EURTH =l ]
1 7| | RH-00090479 i T s Submitted 25203 10 20 Eollm (X 30520231034 19.6.2023 . v EUR Il
3 o Update 4 selected items
1 | | RH-00090420 nman w Submitted 1552003 05 05 - 305202310:37 9620239 EUR{ = =
153 | )] RH-D00SD431 i T ! Submitted 1552023 05 10 . 30520231037 1962023 EUR 58 Cancel

EURfmm -

0O R

154 RH-00090482 ——u Submitted 1852023 20 20 e 30.5.2023 10:39 962023 9.

IMPORTANTIt's important to note that this workaround for changing theMD Rataan also be applied
in situations where the actual MD ratefor 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 MD rateis applied later, the revenue and cost information won't bedjusted automatically.
Therefore, a manual correction is required to ensure accurate calculations.
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5. Reports

The Reportstab provides a comprehensive list of all available reports within PROXIUSS PROJECT+.
Reports are designed as spreadsheetike tools that enable users to access and analyze the required
data in a format that suits their needs. With reports, you have the dixibility to rearrange and
manipulate data based on project types, specifiqeriods, 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 matrics. These reports offer a userfriendly interface allowing you to
efficiently navigate and extract the desired information.

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

To create a new report, click onNew Repori(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 gear icon (4).
Click onthe ¥ 'icon (quick actionsbutton) to mark the selected report as a favorite or check which

employees cansee/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.

(D proxiussproject+ Q search Haesr2ea®

:  proxiuss project+ Home  Employees «  Absences v  AbsenceBalances v  Projects v  ProjectTasks \  Registered Hours +»  Reports v  Dashboards \v  TimeTracking ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Reports
All Folders > Proxiuss Project+
31items

O ——— o seachal olders.. NewReport | NewFolder | v || gx~

reated By v | Created On v | Subscribed /
Jser User 2.7.2023 1114 -
)

2.7.2023 1014 e o

REPORTS Name v | Description

2.7.2023 1114
2.7.2023 1014
2.7.2023 1114 e —_—
2.7.2023 1114

2 311
colpeas 7.2023 1114

2.7.202311:14

All Folders
Created by Me
2.7.2023 1114

Shared with Me 2.7.2023 11114

FAVORITES 2.7.2023 1114

N 2.7.2023 11:14
Al Favorites

2.7.2023 11114

PM - Project Completian

2.7.2023 11114

«| [«] [«] [«] [«] [«] [«] [«] [«] [«] [«] [«] [«] [«] [«] [«

1
1
1
1
1
1
1
1
12.7.2023 1114
1
1
1
1
1
1
1

PM - Project Health Report 2.7.2023 11:14

B | & B & & | 3| @8 Q2 ®|8| 3 B & &
S S f S F S S E TS EEETS
P8 8 8 8 8 8 8 8 £ £ £ £ £ £ 8

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.
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(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

A 2 Enable Field Edit
Project Tracking # Enabie Field Editing

Q
Total Records  Total Hours @f o’

569 14785
el | |

a
|
e

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: S
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 fulitext search in open report

G

Chart view button (2)

04 Change the chart viewand/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.

(G 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 b ® T AV g - y
6EDGFO) UD Yi D DI JUY| AA GDFo
report to XLS or CSV format

# Enable Field Editing Edit values for some fields in records (8).

New Report Creation

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

Create Report
Category Select a Report Type Details X
Recently Used Search Report Types...
carch Report ypes 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
Customer 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 ! sed In Report lype
Employees with Absence Balances Standard v o 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 codd1). By clicking on the ¥ icon next to its name, a menu for the attribute will
expand, allowing you to delete it if desiredIn this example, ve selected the Billable attribute (2) to
group the rows, creating a visual split of the data and providing subtotals for each sectiogimilarly,
you cangroup the records by chosen columnslf you prefer not to have subtotal informationshown,
you can uncheck the option in the menu (7), along with other choices.

To add more attributes as columns, such a®roject Nameand Hours(3),to view an overview of
tracked hours per project, simplyadd themusing the search bar

On the left side, there is an option to enablé/jpaate Preview Automaticall{4).Selecting this option
will automatically update your reportas you add or remove attributes. Aditionally, 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). Choosidgjosewill cancel
the report without the possibility of returning to it while selecting Runwill generate the report but
not save itAyou will need to save it separately afterwards.

REPORT v =
New Registered Hours Report #  Registered Hours e‘) @ ado chart II Save & Run
> = Outline ¥ 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 [~
= i
0 as RH-00088321 m Sort Ascending 8.0
RH-00088322 & Sort Descending &e
Ritonosezs E Grovp Rows by ThisFieia | 0
RH-00088323 80
MM Group Columns by This Field
RH-00050633 80
G Busket This Column
RH-00090634 80
[ show Unique Count
RH-00090635 80
RH.00087345 50
Columns - RH.00087346 &0
=+ Move Right 8
Add column... RH-00087347 20
Registered Hour: Registered Hou X RH-00087348 X Remave Column 60
p— RH.00088384 == &0
pre— RH.00088561 - PR &0
RH.00088317 - = 60
RH.00088315 — = =" &0
RH.00088319 - o 50
Subtotal 1280
] RH-00090484 —— 30
RH.00090465 o 50
RH.00090456 = 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 witlop-up asking you to entera new Report Name
(1). Report Unique Name (2) is generatadtomatically; hence no change has to be made there. You
can also describe your report (3). Then it is important t&elect Folder(4).

The Select Folderwindow will ask you to choose any of the fdlers in the list (4a)Once you pickyour
preferred folder, click on Save(4b). It will returnyou to the prior window, where youmust also click on
Save (5)

Select
Public Reports

Q Search folders...

All Felders
Created by Me

Shared with Me

vy v v v

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 shouldnow becreated and readyfor use.
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Sharing A Report/ Folder

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

To share a report using theCollaboration function, the report must be saved inthe 'Public Folder;
hence it must be available to everyonePrivate reports cannot be shared

Open the report you wish to shareand click the Collaborationbutton (1). A menu will appearensureit

is set to the Posttab (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 theShare button (4). The update with the tagged
employees will be displayed below (5and an email notification will be set 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 -~ L 15 R LG ICE S TR

50 = —

| Sort by:

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

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

—
25 mpmemEr
E b lke M Comment 2uiews
1 50 - -—
P 0 ~ B3 | Wite a comment..
1 38 =
[Pl B e mentioned you in a post
e Bl i ol R . ‘@‘(—)Reply‘@)keply;\u‘%Furward EB
To O .Y st 5.4. 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.

Blfs S = 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 th€o/laborationfunction to be tedious,

it is recommended to create a new folder. Go to the&?eporits tab (1) without clicking the arrow next to
its name. Regardless of whichReportoption you are in (2), you will still see th&/ew Folderbutton (3).

Click on it to open a pp-up windowto 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 th&€reated By Méoption (1) within the report list. Click
the arrow at the end of the record line (2) to reveal the foldeoptions. From there, select the Share

option (3).

Reports
Created by Me

1item
REPORTS Name

Recent M TestFolder
Created by Me

Private Reports

Public Reports

All Reports

FOLDERS

All Folders

Shared with Me

FAVORITES

All Favorites

~ | Created By

~ | Created On

27.6. 2023 9:25

Q, Search folders created by me...

~ | Last Modified By

NewReport | New Folder | g+

~ | Last Modified Date

27.6. 2023 9:25

In the new popup 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 thecess
settings (3) for the individuals or groups yowshare the folder with - 'View allows them to only see the
folder, 'Edit' enables them to make changes, andvlanage grants the ability to share and delete the
folder. Click the Sharebutton (4) for each user or group you want to share the folder with.

The list of recipients can be managed in theWho Can Accesssection 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 choe, either by creating new ones or

editing existing reports.

Share With

Share folder

These sharing settings apply to all subfolders in this folder,

I Users n

Mames

Access

| Search Users... e

View

4

~ Who Can Access

E Users

v View
Edit

Manage

IManage

IMPORTANTThereport'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 financiahformation

within the project.

Q proxiussproject+

Page|41



6. Dashboards

Thedashboard 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

as a 'progress report’ or 'report,’ a dashboard repsents a form of data visualization that presents data
in a userfriendly and easily understandable format.

Within PROXIUSS PROJECT+, yoan create and customize up to 20 dashboards, also known as
reports. These dashboards provide a comprehensive overviewf 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 onthe Dashboardstab to open the section.

Qprostrprojec& Q search Y @2 ? a f_‘

~  Projects ~  ProjectTasks v  Registered Hours v  Reports v  Dashboards ~  TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner

i1 proxiuss project+  Home Employees v Absences ~  Absence Balances

Dashboards

All Folders > AND PM App [5)

3 items / \
DASHBOARDS Name v | Description ~"| Folder v

Recent people Capacity Dashboard

e =——— Q Searchall folders.. New Dashboard New Folder | w || g~

Created By ~ | Created On v | Subserib, o
AND PM App Admin Admin 31.1.2022 12:36
Project Budgeting Dashboard

Created by Me AND PM App Admin Admin 7.7.2022 1403 @ —_—

Project Factor Dashboard v2 AND PM App Admin Admin 18.5.2022 15:07
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 olVew Dashboard3).

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

By clicking on the arrow button (6)you can mark the requested dashboard as favoritesubscribe to the
dashboard, schedule dashboaraefreshes, 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.. a724 8 @

31 proxiuss project+ Home Employees v  Absences s  Absence Balances v  Drojects \  ProjectTasks v  RegisteredHours \  Reports v Dashboards v  TimeTracking  Approve Time  Dersonal Resource Planner  Resource Planner  More W
L;;Z‘;T:Capacity Dashboard 0 — + follow || @ || Refresh | Edit | Subscribe | ¥
AS 0f 13.3.2023 12:25 Viewing as Admin Admin /‘ f f f f
Date Manager's Team 9 9 o e e
Al A Al v
Total Hours Tracked - by Employee @ _—x Total Hours Tracked - by Project
Resource: Employee Name Sum of Hours (%) Resource: Employee Name
Sum of Hours
° 0% 20% 40% 60% 20% 100% ™
° [ _ B B | B []
° 1 N __I s
I 1 s
° I B [ T | [ ]
° [ B 1 s
“ L o I -
5 .
e z 1 -
3 !4 K N g 1 =
o |z B w .
M 1 -
M | e B u [ ]
160 ° I [ ]
@ 160 ° [ e _-. ™
° 1 B
- [ e [ I— -
View Report (Project Tracking) View Report (Project Tracking)
Total Hours Tracked by Projects ® Total Hours Tracked by Project Tasks

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

When you clickthe ' button (2), you will activate the collaborate function.Collaborateis an internal
chat appthat 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 oView Report(7).

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

Time Trackingwithin PROXIUSS PROJECT+ offers an automated and efficient approacmtonitoring
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 ask 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\bsences
section.

To track the worktime, you must click on the 7ime Trackingtab (1).

pproxluupfojecu 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 onthe drop-down arrow (1) and choose the corregteriod for time tracking.
You canpick the week by clicking on side arrows (2pr you can also choose/our desired date rangeby
using the calendar (3)Perdefault, the date is set tothe actual week every time you visit this tah

[® proxius.sproject+ Q searc A @2?2aa @

33 proxiuss project+  Home Employees ~  Absences - AbsenceBalances ~  Projects v ProjectTasks v RegiteredMours o Reports v Dashbosrds o TimeTacking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

To select the required project and task, click onAdd Project button (1) and then select the project (2)
and the task (3).

[ proxissproject+ Q search A oerna @

333 proxiuss project+  Home Employess o Absencss v Absencefalances v Projects w  ProjectTasks v RegistersdHours \  Repons v Dashbomds +  TimeTracking  ApproveTime  Personsl Resource Planner  Resource Planner  More ¥

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

000 0.00 000 000 000

o

Add Project - .______0 et | 0 hours 0 hours 0 hours O hours 0 hours
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In caseyou need to choose more than one project/task, you have to click oAdd Project button (1)
again to add another project and task.

Please always check whether the dates and days are correct. Now you can filltime numberof working
hours (1) for each pnect/task and write a short description (2).

Then click onthe Savebutton (3) to preserve your changes.

If you want to send your tracked work hours to your manager fapproval, click on Submit button (4).
Your inputs can be editedat any given time before they are submitted to your managerHowever, if
you want to edit your records after submission, younust ask your manager to unlockhem.

[ proxiussproject+ Q ses @20 @

i1 proxiuss project+  Home Emplojess v Abtences ~  AbsnceBalances - Projects v ProjctTasks v Regitered Hours o Repots v Dashboards o TimeTracking  ApproveTime  Personal Resource Planner  Rescurce Flanner  More

£ DATE FROM - TO ¥
PROKECT IS Mon, 27 Mar Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar
- 500 ’.’53 0.00 000 0.00
wiork / Test
° '\ .
N /
.00 550 / 000 0.00 0.00
Implemantation Update gistem
- information
&
Add Project — Toul | § hours 8 hours 0 hours 0 hours 0 hours
Create Absence - (5] 16/40 Hours
Pt
[ suc o) —0

To log the absences (e.g., vacation or iliness), click oRrgjects, choose project for absences (), 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 Absences v AbsenceBalances v Projests o ProjectTasks o RegitersdMours o Reports o Dashbomds o TimeTracking  ApproveTme  Personl Resourcs Flanner

«

#§ DATE FROM - TO

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

0.00 0.00 000
o >g

000 000

e "
Add Project — / Tetal | g hours 0 hours 0 hours 0 hours 0 hours
— 0/40 Hours|
Crate Absence > ) gy

To erase the inserted records, click orthe 7rash binicon (1) next to the project you want tdelete. This
will delete the whole selected row for the choserperiod. Click on theSavebutton afterward (2).
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(2 proxssproject+ 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 -
[ . 00 000 00 %
| \mplementaticn

e v '
Total

Add Project o3l | 8 hours 7 hours 0O hours 0 hours 0 hours
Craste Absence — (2]

You can change the data in working hours/description columns even after saving and before
submitting them to your line manager. To do so, simplset the 0 (1) to thenours column andclick on
the Savebutton (2).

By setting O hours for the entirehour'sline, 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 \
l l 000 000 000 000 000
lecta 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
) e

After saving your projects, tasks and working hours for the choserperiod, click on the Submit button
in order to close the week and submit the working hours for approval to your line managefrhe
submitted column with information about the week becomes grayafterward.

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 ints ability to facilitate efficient monitoring
and control of the project through the utilization of key performance indicator (KPIjnetrics.
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Submitted/Approved Hours Change

Once the logged time isSubmitted' for approval or becomes’Approved,'the data becomes locked for
editing. Inthe case wherethe hoursare incorrect, the change follows the steps as shown iithe
chapter Reported Hours

Switching Tracked Hours to A Different Task

Ideally, employees are responsible fochangingtheir tracked hours within the 7ime Trackingtab. If
any changes need to be made, employees can edit their hours accordingly upon being notified about
a new task, unless the tracked hours are already in"‘@ubmitted’ or ‘Approved status.

However, if thetracked hours are in @Submitted' or 'Approved status, the Registered Hoursoverview
can be utilized. The detailed instructions for setting up aRegistered Hoursoverview are outlined in the
Billable Flag changechapter. In the overview, you will need to switch the status of the selected records
to Saved

Here, in the overviewyou will have toswitch the status to 'Saved for the chosen records:

& Registered Hours
Copy of All v #

6 items selected

—-| Registered Hour... T v Resource “ | Project Name “ | Project Task v | Status v Date “ | Hours v | Reported Hou
1 | PTH-00014749 '] saved -
: v] PTH-00016215 e Update 6 selected items
3 PTH-00016275 ey |

Cancel Apply

4 v| PTH-00016406 a. N
5 v| PTH-00016620 a-N Approved 1.4.2021 1.0 1.0
6 v| PTH-00017126 ] Approved 16.4.2021 1.0 1.0
7 PTH-00018220 '] Approved 12.5.2021 1.0 1.0
8 v| PTH-00018323 wn m Approved 14.5.2021 6,0 6,0
g PTH-00018453 ey | Approved 18.5.2021 4,0 4,0

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

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

IMPORTANTFor the absences to work properly, you must have thBrofessionalversion of Salesforce
or higher. You also need to set up the Approval Process for full functionality of absences.

The Absencestab provides a comprehensive view of all absences logged byou and your team
members, assumingyou possessthe team leader role This tabis a centralized hub for managing and
tracking absences within your team.

Additionally, you can request a new absene by simply clicking on theNewbutton (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 requestanabsence, you needo:

1. Click on/New(1)

2 proxiussproject+ Q search - @a? a3

i proxiuss project+  Wome Employsss v Absences o  Absencedslancss v Projects \  Projectlasks »  Registersd Mours o Reports Dashbosrds v TimeTacking  Approve Time

Absences . I
=2) All » # 0 View
N G o e N ey T (T el (e Search this is /— @ s ler

Absences Name T | Type of Absence

| Start Date ~ | End Date v Start Time ~ | End Time ~  Employes v

| A-000344

4 4 44

2. Selectwhether the absence isLong Term or ShortTerm and click Vext,

3. Insert information about your absenceAEmployee, Type of Absence, Start Dateand based on
your choice inthe step before, you get End Date or Start Time with End Time. Fielddditional
Information is optional. Then clickon the Savebutton.

New Absence: Long Term

Information

Absences Name * Start Date

Complete this field.
Absence Request Date *End Date

1.6.2023

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 managshould acknowledgeit via notification in their
e-mail, onthe Salesforce platform, andin the Salesforce mobile application.

The picture below shows the absence entry details:
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@proxwuprojecta- & Seard *[- a2 a®

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 ¥

Approval History (2) e-|

2 items » Sorted by Is Pending. Date « Updated a minute a0

Step Name v | Date 4 v Status v | AssignedTo v | Actual Appr... ~/ | Comments v

Automated Approval sub...

Approve Absence

When an absence request is submitted for approval, the respective manager is promptly notified
through multiple channels, includingSalesforce 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 bytleer 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 recorsl automatically created in both the
Time Trackingand Project Task Hourstab. This integration ensures accurate and comprehensive
tracking of the approved absence, facilitating seamless coordination between absence management
andtime-tracking processes.

(@ proxius.sproject+ Q search. FHea? a®

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
pp 9 Approve | Reject | Reassign
Absence Approval [ZTTH

Submitter Date Submitted Actual Approver Assigned To
213.2023

Details Submitter Comments

approalDetais 2]

Automated Approval submission.
213.2023 94545

Absences Name Approval Status
A-000404. Pending

IMPORTANTIf 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»> T D & CN| n ] Uyt é Yo i
theabsenceAUT D AT é AAD FowkChsystemda D GDgLDAUDC | i UID

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 calendaprovides 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
Homepage under the Today's Eventssection when they log in
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Qproxlus.rprojec’&

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

Q. Search.

Absence Balances v

Projects

Project Tasks Registered Hours v

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 theCalenday, click the dots menu (1) to reveal a dropdown menu. Then, type "calendar" in the

search bar (2) and select theCa/endaritem (3) displayed below.

Q proxiussproject+

1
proxiuss project+ Home  Employees
9 (a\el 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. Brthamburger menu
(1) allows you to toggle the calendar controls. Use the arrows to navigate between weeks and ffolay
button (2) to return to the current day.

The Refreshbutton (3) updates the calendar(s), and the calendar icon (4) allows you to swittween
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

~ Mon Sat Sun

v Week
Month

Table 10 n

My Calendars

@ F

My Events

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 dard 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 thestart and end
fields, applyafilter, and choose a field name to display. Here is an example of basic settings for listing
absencesthat will be shown withtheir 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 onSave your newly created Calendarwill 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 a record will pridle additional information about it. Clicking onMore
Details (2) will take you to thedbsencedetail overview. You can also directly edit or delete a record
using the provided buttons (3).
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