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INTRODUCTION

Dear User,
Welcome on board PROXIUSS PROJECT+!

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

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

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

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

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

The PROXIUSS PROJECT+ Team

Qproxlusfproject+ Page| &4



USER LOGIN

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

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

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

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

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

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

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

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

salesforce

[ Remember me

Forgot Your Password?

Qproxlus.rproject+ Page |5



——-—

USER ROLES AND LEVELS

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

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

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

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

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

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

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

Qproxlus.rproject+ |6



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

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

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

PM - Employee PM - Project PM - Project

PM - Employee Manager manager Portfolio Manager|  PM-Admin
Employees Read/Write* RW All Read* Read All RW All
Absences Read/Write* RW Al Read* Read All RW All
Absence
Balances Read/Write* RW All Read* Read All RW All
Projects Read/Write* X Read/Write* RW All RW All
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 All RW All
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 Planner| Read/Write* X Read/Write* Read/Write* Read/Write*
Resource Planner X X RW All RW All RW All
Acceptance
Protocol X X Read/Write* RW 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

Qproxlus.rproject+ Page |7



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

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

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

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

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

Qproxlusfprojecu Page |8



BASIC SETTINGS

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

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

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

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

Steps to Install PROXIUSS PROJECT+

1. Select your product package at https://www.proxiuss.com/pricing/ .

2. Click on the link sent to the email address you provided during Stripe registration.

Admin Settings

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

Install Proxiuss Project+
M4 | By Proxiuss

2 22 2

Install for Specific
Profiles...

o Install for Admins Only Install for All Users

Qproxlus.rproject+ Page |9



Stepsinyour ORG:

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

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

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

aw Siochsy N@ma’2ea®

31 Setup  Home  ObjectMansger v

o
\ Custom Settings

v Custom Code

| Custom Settings
- .
Custom Settings o for s Page @
Didn't find what you're looking for?
Try using Global Search. 1 Use custom settings to create and manage custom data at the organization, profile, and user levels. Custom settings data is stored in the application cache. This means you can access it efficiently, without the cost of repeated queries. Custom settings data can be used by formula fields,
N Visualforce, Apex, and the Web Services API.
GetUsage
View: [Al V] Cresie New View
oielFle Liuin a w a
Action _ Label 7 Visiitty Setings Type Namespace refx Description Record Size. Number o Records Tota sze

. Broxiuss Projects Seftings Pubic Hierarchy Proviuss 108 0 o

2. Click onthe upper button New.

. L Search Seup Fes?22a @

i3 Setup  Home  ObjectManager v

seTup
Custom Settings

Custom satting
Proxiuss Project+ Settings
Didn't find what you're looking for?

Try using Global Search. Ifthe custom setting is a lst, click New to add a new set of data. For example, if your application had a setting for country codes, each set might include the country's name and dialing code

Q_ Custom Settings

v Custom Code

Custom Settings

f the custom setting is a hierarchy, you can add data for the user, profile, or organization level. For example. you may want different values to dispiay depending on whether a specific user is running the app, a specific profile, or just a general user.

[=]

¥ Default Organization Level Value \

View: [AIV] Craste tiew view

Setup Owner + Location

No records to dispiay.

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

o ‘@e20a

331 Setup  Home ObjectManager v

sewp
Custom Settings

(6]

Q Custom Settings

v Custom Code

Custom Settings
I Proxiuss Project+ Settings Edit sep e page @
f;"s‘:;"s’a:‘; yourelocking ot 1R prowce vauesfor et you retes Tris cata s cached win e appcaton /
Edit Proxiuss Project> Settings E ccccc
Proxiuss Projects Settings Information 1 = Requred Intormaton

Location

\
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Q proxiussproject+

4. Create the useraccount in Setup -> Users -> Users and click on the New User button.

Search Setup [+ a2
i Dmz22a @
31 Setup  Home  ObjectManager v
Q QuickFind =
Users
Setup Home
Service Setup Assistant . -
Active Users it Pioe @)
Multi-Factor Authentication Assistant
0 thi You can create, view, and m 1
Alesse e [ on i page you can create, view, and manage users
in addition, download SalesforceA to view and edit user detalls, reset passwords, and perform other administrative 1€ from your mobile devices: i0S | Android
Lightning Experience Transition
Assistant View: [Acie Uses ] Edt | Crast New view
salesforce Mobile App AlAIAI8/CI& (0802102 EI&(FIG MICHIIITILIKILILILIMININIOISISIPIQIRIRISIEITIFIUIGIVIWIX|Y|¥ZIZ orer AW
Optimizer New User Im.wmwwm ‘Ada Mattpte Users ‘l
[JAction  FuiiName + tss Username Last Login Role Prof
ADMINISTRATION () /€t Login Agmin 20mi adminextra@anodius com test .
O reat ‘Admin, Admin aemin admin@anodivs com test 3032023733
(0] 1Bt Login  Agmin Procuss padmi ‘2dmin@proxiss com 2320231021 agmin
Permission Set Groups iR i e
permission Sets O 1t Login Kouy
() 1€t Login mbyst
Profles = g -
0 (&t Login mbyst
Public Groups (0 1€t Login tenga
Queves O (€t Login torg
0 1 &t Login aoatt
e O 13 Login )
User Management Settings O 1EeiiLogn s
O 1€t | Login hassel
Rata L] | Edit | Login shusd ANDEmpicvee

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

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

the correct function of Absence Approvals).

Approver Settings

Delegated Approver | | CL]
Manager | | & I /
v]

Receive Approval Request Emails I| On'y ifl am an approver

Generate new password and notify user immediately

Save | | Save & New |  Cancel

7. When user informationis set, click on the Save button.

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

Tracking).

Permission Set Assignments

Action Permission Set Label
Del | PM - Employee | dmm—
Del PM - Personal Resource Planner

9. Create an employee record for every user:

i. Insert the Salesforce User field, Last Name, Manager in case the user has one for
approving work activity), and change Owner to the same user as Salesforce User (you can

do that after the user verifies their Salesforce account).

Page |1



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

i procussprojects  tome Gepiowm v Avee v Anexeidn v ss v hotlols v Aegsieedion v s v Dulbeis v ety ApproveTime  osere Reuce Pl Rosace s Nore ¥

Gecerwerns | cons | v
l @ evaluations (0) l

@ evatuations (supervisor) (0)

P2 Looking for (0)

A employee Rates (0)

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

Business Hours

Search Business Hours... Q

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

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

Q Proxiussproject+ Page|12



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

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

g Employee Rates (0) New

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

New Employee Rate

* = Required Information
Information

Employee Rate Name Currency

EUR - Euro v

*Employee

(X LT X

*Valid From

(3

19.6.2023

*Cost Rate

*MD Rate

Recalculate

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

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

12. [Optional] For reporting absences:

i.  Onthe Object Manager Absences Page Layout click on button Page Layout Assignment.
Click on the button Edit Assignment and set Long-Term Absence Layout for Long-Term
record type and Short-Term Absence Layout for Short-Term record type. Do it for all
Profiles.

@proxnus:project+ Page|13



IR 700 > OECT MANAGER
Bl Absence

or——

Oetails
Fields & Relationships
===
Lightning Record Pages
Buttons, Links, and Act —
ons, Links, and Actions LongTemm ShortTerm.
Long Term Absecce Lavest ‘Shon Term Abacnce Lavos
Compact Layouts Long Term Absence Lpvoot ‘Shon Term Absence Lavous
Lono Term Apsence Lpvcen ‘Shon Term Absence Lavous
Field Sets Lano Term Absacce Lavest Shon Term Abaence Lavoss
Lono Term Absarce Lavout ‘Shon Tam Abaence L avous
Object Limits Lono Tarm Absance Lavcan ‘Shon Tam Absance L avous
Lono Term Absecce Laccat ‘Shor Toum Absence Lavoss
Record Ty Lono Tam Absacce Lavcst ‘Shon Tem Abssnce Lavous
venre Lono Tam Abssnce Lavout ‘Shor Term Absance Lavout
Loro Tem Atsscca L Short Teum Abaeoce Lo
Suleted Lookup, Fiers nmmmu::: w::
Loco Tam Absence Laeut Shot Teim Abssece Livout
Search Layouts Lono Tem Absence Laceat Short Teum Abaence Lavout
koo Tem Absance Lacead Shot Teum Abasace Lavoud
List View Button Layout Lopa Teem Assnce Lavosd Sho Teum Abasace Lavaut
Lona Tem Abaance Lacesd Short Teum Abasnce Laraud
Restriction Rules Lono Tem Absance Lavssd Short Tetm Abssoce kavest
LonoTem Abssnce Lycasd
. LonTem Absence L
woges -
. LonaTem Absence Laredt
Flow Triggers Long Term Absence Lavout
Long Term Absence L
Validation Rules 1

ii.  Create Project and check field Absences.

System Information

Code ©

Is Absences @

Cancel Save & New

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

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

v. Assign Project Tasks to Type of Absence.

New Absence Type Assignment

£ Admin Admin

EUR - Euro

v None--
Vacation
Doctor's vist

Sickday

Treatment of a family member

Incapacity of work
Paid work leave:
Unpaid work leave

Other

Qproxlusfprojecu Page |14



User Settings

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

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

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

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

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

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

4. Click on App Launcher icon 2 on the left side, type “proxiuss project+,” and click on its
name that appears on the screen.

p Proxiussproject+
33 proxiuss project+ Home  Absence
W7 N W ARSIy
‘ A proxiuss Rroiect+| [x)
Apps
- L
proxiuss project+
Items
No results
View All 1

5. Now, you can see the proxiuss project+ application in the offer list.

@prost:project+ 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 has a personalized
experience tailored to their specific role and responsibilities within the project team.

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

Additionally, the Home screen features 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 frequently accessed
features, thus saving time and effort.

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

pproxlusfproject+ Q search Ff@a?2aa "j

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

PM - Project Completion

‘Sum of Completion Rate
f @ m 0% 20% 0% 60% 0% 100%
Heresy
| | |
Resource Planner Personal Resource Planner

Approve Time Time Tracking

Project: Project Name

m Projects
My Active Projects

3items » Sorted by Project Name » Filtered by All projects « Updated pred par sekundami

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

13.07.2023 30122028 000€ v

v 01.07.2023 31.07.2023 20000 € 7466 % — v
Items to Approve
3 Project v1 employee 2 01.07.2023 3107.2023 20000 € 17067 % — v
No approval requests need your attention right now
Project Tasks
. New ort Printabls
My Active Tasks g
= " Search this st RN
2 items « Sorted by Project Task Name » Filtered by All project tasks - Status » Updated pred par sekundami
Recent Records
Project Task Na... 1+ | Project | Hierarchy Code | Start Date | PlannedEndDate | Task Completio... v | % HoursSpent v E o et comple
PM - Project Completion
Project v1 31 o1.07.2023 31.07.2023 10% 800%
Project v1 1 01.07.2023 3107.2023 10% 792% v Taskv2

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

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

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

Project

Phase 1

I 1 i
: Main Project Main Project : : Main Project :
i Task1 Task 2 [ I Task3 | |
I-------- ------- ----I----: I---------I
Project Task Project Project Task
Hours per Subtask Hours per
Employee / \ Employee
Project Task Project Task
Hours per Hours per
Employee Employee

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

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

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

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

Q search.

33 proxiuss project+ Home Emplojees v  Absences v  AbsenceBalances v Projects v ProjectTasks v

Projects.
All Projects v ¥

27 items » Sorted by Project Name « Fltered by Al projects + Updated 2 minutes ago

Project Name T v | Start Date + | Planned End Date
i
2 — e 1.1.2023 30.12.2023
3 112023 2822023
4 1.1.2023 28.2.2023
B 1112022 21,2023
6
7 112021 31122023
8 1.10.2022 31122022
9 1.10.2022 31122022
10 192022 31122022
n 1.12.2022 31.12.2023
12
13 1122022 31122022
1 2752022 61.2023

o New | ChangeOwner | Import | Printable View
_\. Q Search this st N clse Y
| Created Date | Last Modified Date | Project Health Indicator v
21.11.2022 16:28 16.2.2023 1728 v
18.1.2023 1321 13.2.2023 1527 — 6 v
2312023 13:00 2312023 1331 e e—
18.1.2023 10:59 2222023 15:26 v
18.1.2023 1243 25.1.2023 1637 — v
2112022 13:30 8122022 13:48 v
231220228:39 17220231307 — v
25102022 12:22 2122023 15:29 o v
26102022 16:08 8122022 1424 v
27102022 16:08 4120231340 = v
9122022 12:42 512023 757 v
16.11.2022 830 16.1.2022 830 v
15.12.2022 1350 15.12.2022 1350 v
31120221314 8122022 14:24 — v

as2ze@®
* o ()

Registered Hours v/ Reports v Dashboards v  TimeTracking ApproveTime  Personal Resource Pidnger  Resource Plannel

Project Creation

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

Q proxiussproject+

Q Search...

pI’OXiUSS projec’(+ Home Employees s  Absences

Projects
Recently Viewed v

2 items » Updated 2 minutes ago

Project Name
1 Absences
2 Project v1.0

Absence Balances

Fh@e202a ®

Projects v  Project Tasks »~  Reports v More ¥

-+ New Project
New Change Owner
Recent records
||| £

Absences
Project v1.0 M

ol
Recent lists

v
All Projects

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

using the tab Project Task:

New Project Task

Task Information

“Project Task Name

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

4+ New Project

Pricing Type

--None--

Phase

Search Phases...

Cancel

Billable

Milestone

Search Milestones...

Agile

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

details.

Qproxlus.rproject+
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Project Details

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

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

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

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

ppmmsrpfojacu Q search - @a?20a @

835 proxiuss project+  Home Emplojees v  Absences v  AbsexceSsances v Projects v Projectlisks v RegistersdHours v Reports v Dashboards v Approvelime  Personal Resource Planner  Resource lanner  Acceptance Srot

P8Y Frosiuss Projects 6t | clne | veee | New Accepance ot

P2 Main Project Tasks (2) [ ] [e][ wewnssin st

2 tmme« Fitered By 2 Vs Tosk « Updated & minuses sz

[] Project Tas...
VO el

v Project Status Summary 2 [ Resization

Hisrarchy ... v e v Act.. v v TaskComp..

Fix Price

All Project Tasks (2)

2itams » Sorted oy iararchy Cagl U

1 imglemens: 51 335000¢ 2475 87500€ 9300% 1.1.20; .4
d0n @ 00¢ s, 3
Restat 52 210000 € 000€ 210000 € 1000% 1.7.203 3

! 6400%

v Personnel

Pranned Hours

160.00

F3) Resource Assignments (1) ) 6 g‘ New Project Aasignmen |
24 4 motes 030

1 m  Updated  miutes
S o pord Resource Assign v Resource v Roke o | sttt v | enaoa v
59.00 11900 (m] \
VO eassoeos rvployee One V1200 sz 20 (

v Project Finances

Fiil Phases (1) 2 [c] v |
o - Updnd d e e Lis|Ld
[ | Phase Name v Status ~ | StartDate v EndDate ~ | Billable v SubSumm...
[8) Acceptance Protocols (1) (o-) ()~
v System Information 1 item « Updated a few seconds ago.
s Absences @ [) Acceptance Protocol... v Subjectofde.. v Contract(. v Asofthed.. v Dsteofissue v  ReportedS.. v

1[0 as20somrzss Susject of delivery

[€) Activity Reports (0) [[ew ]
o
[ Fites @) — ssries |

In terms of time tracking, you have the flexibility to record time on tasks at all levels of the hierarchy.
To enhance clarity, we suggest organizing the tasks by hierarchy in the Gantt Chart. You can achieve
this by simply clicking on the column headers in the Main Project Tasks / All Project Tasks table:
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I‘ Main Project Tasks (2) New Main Task i

2 items » Filtered by Is Main Task » Updated a minute ago

Dl Project Task ... v | Hierarchy ... v | TotalSum... v | Total Sum... v | Total Rema... v | Task Comp... v | Start Date |

1 [J Implementation 5.1 3350,00 € 247500 € 875,00 € 93,00 % 1.1.2023

2 [ Realization 52 2100,00 € 0,00 € 2100,00 € 10,00 % 1.7.2023

View All

All Project Tasks (2) a-[c]

2 items » Updated a minute ago

IProjec(Task Name v | Hierarchy ... v | Total Planned C... v | Total Actual... - | Remaining Cost ~ | Task Comp... v/ sI

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

2 Realization 52 2100,00 € 0,00 € 2100,00 € 10,00 % 1

>

View All

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

Project Manager Project Owner

il

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

Resource Assignment

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

(1).

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

ppfoxluuprojecu Q searct *x@3a? a®

333 proxiuss project+

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

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

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

pproxlusfpfoject+ Q search [ 4.\._0? na @

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

ﬁ Phase
Phase One

Phase Name SubSummary Personnel Costs Project Tasks (0)
Phase One

Billable SubSummary Hours

Description SubSummary Personnel Revenues
Status

To Do

Start Date

01.01.2023

End Date

31.07.2023

Project

Proxiuss Project+

Created By Last Modified By

¥ User User, 1807.2023 10:23 9 User User. 18.07.2023 1023

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

Phases (5) o[ |[ New
5 items » Updated 3 minutes ago
Phase Name v | Status v | Start Date v | End Date v
1 = . Open 1. 6. 2022 31,12, 2022
2 B-nm Open 1.1.2023 30. 6. 2024
3 e " Open 1.7. 2024 30. 6. 2025
4 i B = Open 1. 6. 2022 31.7.2025
5 . i Open 1. 10. 2024 31.7.2025
< >

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

subchapter.

Projects > i §

Phases o

5 items « Updated a few seconds ago -]y

Phase Name Vv | Status v | Start Date /| End Date ‘v | Billable v v v

1 = Open 1.6.2022 31.12.2022 v 8 - = v
2 Open 1.1.2023 30.6.2024 v = = = om v
3 = w——w Open 1.7.2024 30.6.2025 v v
4 - Open 1.6.2022 31.7.2025 * ] ar v
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Project Status Change

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

* Status

[ Active v

--None-- A
Proposed
Approved
Declined
V' Active
On Hold
Completed

Canceled

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

Onceyou click on Project Task, you will see the overview of project tasks that belong to a given project.
In this section, you can create a new project task manually (1), or you can change the owner of the task
(2).

There is also a quick action button v
project task(3).

available which can be used for editing/deleting the selected

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

[ proxiussproject+ Q seorch FH@ma? a®

331 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 ¥

Project Tasks
i ———> New | Change Owner
ﬁ Recently Viewed v * (1] .y ge O
1 item + Updated  few seconds ago ) Search this list &~ m- / s
Project Task Name v | Project PN o
1 Implementation Proxiuss Project+ 0 > v

Project Task Creation

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

cts Vv Project Tasks v  Registered Hours v

i
-+ New Project Task

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

New Project Task

Task Information

*Project Task Name o Parent Task

\ Search Project Tasks...

Task Owner Ultimate Parent Task

Search Employees... This field is calculated upon save

Status
*Project

--None--
Search Projects...

Planned End Date
Hierarchy Name @

Billable
Hierarchy Code

Milestone

Search Milestones...

4

Start Date Agile
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Project Task Details

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

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

v

onthe icon(2).

Click on the quick actions button ¥ at the end of the line in order to edit or delete the entry, or,

additionally, click on the button New on the Subtasks, Task Assignment (employees which are assigned
to the project), Costs & Revenues or Registered Hours (3) to create a new entry.

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

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

[ proxiussproject+ [ Q searc *[~ 22542 @

31 proxiuss project+  Home Empioyees v Absences v AbsceSdlnces v Projects v ProjecTasks v Repos v Dashboards v AproveTime  Acceptance Protocols v Activiy Reports v

i;;l‘e‘:;enhtion X | Som ] Delete | 'l

cacchy Name StartDate Planned End Date Tosk Completion Estimated % Hours Spent W [
roxiu roject+ » Implementation 01.01.2023 30.06.2023 8% 3200%

 Task Information F2) subtasks (0) [ ewsubask |

9 Task Assignments (1)

1 ftem « Updated 4 minutes sgo

[[] ToskAssig.. v Resource | StartDate v | End Date

1 [0 TASG-000004 Employee One 1.1.2023

) Registered Hours (4)

4 tems » Updated 4 minutes ago

s [ Registered Hours Code v

Phase Agie 1

2 0
3 O we
(

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

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

(@ proxissproject+ [T searcn A @a2ea @

3% proxiuss project+  Home Employees v  Absences \  AbsenceBalances v  Projects v ProjectTasks - Reports \  Dashboards ApproveTime  Acceptance Protocols v Activity Reports v

Project D Start Date Planned End Date Project Health Indicator Status
N s 01.01.2023 31.12.2023 Active
i
Vv Project Information Proj
roject Schedule

v

Proxiuss Project
Phase One

Realization |
Status @ C T T . 1y T
Active i &
Descr
Start Date @ Planned End Date @ —
31.12.2023 @ Project Tasks (2) ‘ Io% ‘ [ ¢ ” New Main Task

As of the date 2items + Updated a few seconds ago

[] Project Task Name v | Hierarchy... \+ | TotalPlanned C... | Total Actual.. \ | RemainingCost ~ | TaskCom
10O m
O

i
.
ix Price
N 2 [J Real n 52 2100,00 € 000 € 210000 € 10%

v Project Status Summary n
Project Health Indicator @ roject Health View All
I—1

Actual End Date @ eliv ex .,

309, New Project en
eline Inde

g Resource Assignments (1)

51 335000 € 800,00 € 2550,00 € 93%

Time Elapsed % @
5440 %

1 item + Updated a few seconds ago

[] Resource Assignme... »» | Resource v | Role v | Start Date v | End Date v
Completion Rate Auto-Calculated @

62 %

1_[ RASG-00003 Emploves One 1.1.2023 31.12,2023 [

Waterfall/Agile Approach

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

Sesrch Enployess. Q This field is calculated upon save 2
Status
*Project
) --None-- v
Search Projects.. Q
Planned End Date
Hierarchy Name @
&
Billable Project Task
Hierarchy Code Test SubTask
Milestone
Pricing Type
Search Milestones Q
4 Story Points
ot oo Agile Currency
EUR - Euro Agile
=] Phase v
Pricing Type
--None-- v
Currency
EUR - Euro v
Phase
Search Phases... Q
Count Raiacted
Cancel Save & New Save
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When applying the Agile approach, several attributes within the task details are modified:

e The Start Date field is hidden, and the Planned End Date is replaced with Due Date.
e The Milestone field is hidden, and Story Points are introduced as a replacement.

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

onyour requirements.

Task Assignment

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

Q search

pproxluslproject+

22t proxiuss project+ Home

Project Task
) Implementation

Hierarchy Name
Proxiuss Project+ » Implementation

employees Absences v Absence Balances

Start Date
01.01.2023

Planned End Date
30.06.2023 3%

v Projects v ProjectTasks v Registered Hours

v Reports v Dashboards v  ApproveTime Acc

eptance Protocols v Activity Reports

Gl @e?20a®

v Task Information

01.01.2023

Hierarchy Name @

In Progress

Planned End Date
30.06.2023
Description

Subtasks (0)

Eﬂ Task Assignments (1)

1 item » Updated a few seconds ago

[] TaskAssig.. v | Resource

1 [J TASG-000004

Empl

v | Start Date

1.1.2023

v | End Date v~ | MDRate v | Billable v

31.7.2023 v 53]

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

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

proxlusfprojecu Q search (%[~ 2?2 2a®

332 proxiuss project+ Home Projects \  ProjectTasks v  Registered Hours v  Reports v, Dashboards v  TimeTracking Approve Time Personal Resource Planner  Resource Planner ~ More ¥

Task Assignment
TASG-003616 Edit Clone Delete | v
Implementation 1.1.2023 31.12.2023 EUR - E P Admi 0 9

Task Assignment Code Resource
TASG-003616

Start Date
1.1.2023

End Date
31.12.2023

Billable

Comments

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

To illustrate, here is an example showcasing different MD rates per employee for a specific task. The
blank field represents the standard employee rate recorded in their Employee details.
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Task Assignments (7) | Ry J [ New Task Assignment URL ] :
7 items « Sorted by Resource « Updated a few seconds ago
[[] TaskAssignme... v | Resource v | Start Date v | End Date v | MD Rate v | Billable v
1 [0 TASG-004218 8 1.3.2023 31.12. 2023 (+]
2 [ TASG-003657 p— 1.3.2023 31.12.2023 130,00 (+)
3 [ TASG-003656 = 1.3.2023 31.12.2023 ¥70,00 (+]
4 [J TASG-003655 . - 1.3.2023 31.12.2023 850,00 (+)
s [ TASG-003658 e - 1.3.2023 31.12.2023 $30,00 (+]
6 [J TASG-003853 " 1.3.2023 31.12.2023 $20,00 (+)
7 [ TASG-004079 1.3.2023 31.12.2023 $20,00 (+)
Milestone

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

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

When a project task is set as waterfall (Aqgile 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).

[ proxiussproject+ A @2a2na ;j

Q Ssearch.

Home Employees v  Absences v  AbsenceBalances v  Projects v  ProjectTasks v  Reports \v  Dashboards v  ApproveTime  Acceptance Protocols v Activity Reports v

332 proxiuss project+

P¥ect Task
Implementation

Hierarchy Name Start Date Planned End Date Task Completion Estimated % Hours Spent
Proxiuss Project+ » Implementation 01.01.2023 30.06.2023 93% 3200%
v Task Information Subtasks (0) New Subtask
Project Task Name Parent Task
Implementation {73 Task Assignments (1) & | Newssk assignment
Task Owner Utimate Parent Task o’ Udated 8 mimites oo
Project Manager Implementation
gt — [] TaskAssig.. v |Resource v | StartDate v | End Date v | MDRate v | Billable v
Proxiuss Project+ In Progress 1 [0 7AsG-000004 Employee One 1.1.2023 31.7.2023 7 =
S Planned End Date
01.01.2023 7 00625 View All
Hierarchy Name @ Description
Proxiuss Project+ » Implementation
Hierarchy Code et [2) Registered Hours (4) [=-
5.1 < 4items + Updated 8 minutes ago
Pricing Type Milestone -
FixPrice M1 —— (2] [[] Registered Hours Code | Resource v | Date v | TrackedH.. v | Comments
Phase Agile 1 [J RH-00000003 17.7.2023 80 Work )
Phase One o 2 [J RH-00000005 Employee One 18.7.2023 80 Work &2}
3 [J RH-00000006 Employee One 20.7.2023 80 Work ®
4 RH-00000007 Employee One 14.7.2023 80 Work

v Task Status Summary ] st @

Project Task Overview

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

(@ proxissproject+ Q search x-@a 2 a@
1
it proxiuss project+ Home  Employees v Absences v Absence Balances v Projects v Registered Hours Reports »  Dashboards v  Time Tracking ~More ¥
B N7 Y S 0772 VU AN 75|
+ New Project Task
S New | Change Owner | prinable vew
Recent records
S0+ tems St b rjectTas N e b All proec ks «Upted  few sconds 390 I X serch i st s-lmlc sley
Project Task Name * V| Pro) + i s i | Hierarchy Code Display as
1 e |
2 Kanban v
=

3 = 2 spitview I | ¥

4 v

5 - Recent lists ° ’ 5

6 Al 2 v

7 Al Open/Working Tasks v

g - Copy of All 7 bd

b Kanban 1 .4

10 1 v

n v

2 2 =

13 5 v

) Project Tasks : -
g b | Wik
Q i - >
200 items « Sorted by Project Task Name « Updated a few seconds ago Search this list... ol m ¢ /8 ev

-~ None -- (85) Open (44) Working  (11) Closed (60)

The Split View feature provides a convenient way to navigate tasks while accessing Project Details
information. By clicking on any task in the list, the corresponding details will be displayed on the right
side, as depicted in the screenshot below.

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

N =
[ proxissproject+ ([ seoren Ar@aa?2aa @
::E proxiuss project+ Home Employees \  Absences v  AbsenceBalances v  Projects v  ProjectTasks \»  Registered Hours \»  Reports \  Dashboards \v  TimeTracking Approve Time  Personal Resource Planner  Resource Planner  More ¥

-3 Bl [ |
) Implementation I O% | s | we | ¥
2 items selected e New

I Q search this list ISy e tart Date Planned End Date Task Completion Estimated
rch this lis S
Proxiuss Project+ » Implementation 01.01.2023 30.06.2023 93%

[7] Project Task Name T

« Task Information Subtasks (0) | New subtask

Project Task Name Parent Task

Realization Proriuss Projects
I 5
52 01.07.2023 implementaicn @ Task Assignments (1) - || || NewTaskAssignment
Task Owner Ultimate Parent Task

1 item + Updated 3 few seconds 2go

[z mplementation
51

01.01.2023

) Project Manager Implementation

Project Status [] TaskAssignment Code - Resource | Start Date v | EndDate
Proxiuss Project+ in Progress 1 [ TASG-000004 Employee One 1.1.2023 31.7.2023
oot oo Planned End Date 7 .

If you encounter any issues where displaying a Kanban view is not feasible, or if you wish to customize
the existing view, you can utilize the List View Controls button (1) and access the Clone option(2) from
the provided list.
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1
Q Search this list... r]
LIST VIEW CONTROLS
Working (11) Closed (5)

New

: IR

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

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

3

list... @&~ m- | C B8 0@

LIST VIEW CONTROLS
New
Clone

Rename

Edit List Filters

d Select Fields to Display I

Delete

Kanban Settings
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4. Registered Hours

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

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

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

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

ppfoxlus.rprojcct+ Q sesrch e 2?2602

$33 proussprOjocts. [Heme. aplojees i Abisesss i -AbscNMGGE N Didect v it v [EEERTIEERUNl Mot v Detbiss A TamMGD gt  Peroral Risois Misede | NescorBtNOR 6t v

g Registersd Hours
<) Ally 2

§ meme « Sorted by Registered Hour Code « Fitered by M registerect hours - Rescurce, Broject Task, Date « Upcated 2 minutes ago

Reglstered Hour .. 4 | Resource

2 & & & &

Registered Hours Details

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

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

pproxlusxproject+ [ seorn ] *[- 2202 ®

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

(o

D:

ate
17.07.2023

Personnel Cost
200,00 €
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Reported Hours

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

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

proxnus.rprqec’& Q search.. (x[~] €3 1
1l
::E proxiuss project+ Home  Employees v  Absences v  Absence Balances v Projects v Project Tasks v | Registered Hours | | Reports v Dashboards \  TimeTracking  Approve Time  More Y
+ New Registered Hour
Registered Hours New Change Owner
Allv # Z
Recent records 3
504 i 5 > . ; = Q Search this list... a s
+ items + Sorted by Registered Hour Code « Filtered by All registered hours - 4 more filters applied « Updated pred par sekundami
RH-00091967
i L ject ... j LIST VIEW CONTROLS
Registered Hour Code v | Resource v | Project... | Project Task VB | [—— v | Hours
N 1 RH-00087349 - = ull W . Approved H 80 New 23
RH-00091965
2 RH-00087350 . = Fr A’ Approved 3 80 4_ b23
RH-00091964
3 RH-00087351 . = il . Approved 3 80 )23
RH-00091963
4 RH-00087790 Fa Approved 23 80 2023
5 RH-00087791 el Approved Recent lists 123 80 2023
6 RH-00087792 ara Approvi@® i 23 80 2023
7 RH-00087793 - = i Approved 123 80 2023
8 RH-00087794 = | Approved ea11ed23 80 2023
9 RH-00087795 an i Approved 24112023 80 Reset ComnWidkhs  Hooy
10 RH-00087796 - ol Approved 27.11.2023 80 -

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

New Change Owner

LIST VIEW CONTROLS ments
New off meeti Available Fields Visible Fields
~
Clone ng Conta Rejection Reason Date
ar weekl 1 Reported Hours Hours
Rename 4
ing Reported Revenue 3 Reported Hours

Select Fields to Display

ging ema Reporting Manager Name Comments
Edit List Filters
t case al Resource Role Created Date
| Select Fields to Display | .
y meetin| Revenue Last Modified Date
Delete < =
ar daily nf
Reset Column Widths :menting Earesi &
20 Sani ncal

After saving, a revised overview, including the Reported Hours attribute, will be displayed. To edit an
entry, hover over the attribute's value and click on the penicon(1) that appears. Enter the new value (2)
and utilize the checkboxes (3) to select multiple entries if they share the same value. To apply the
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changes to the selected entries, check the relevant checkbox (4) and click the Apply button (5). Once
you are satisfied with the modifications, click Save (6). You can also refine the entries by using the
filtering option (7).

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

& z‘ﬁ;;'i:frx’r;sv 2 New | ChangeOwner | Printable View
21 izemsé:xed X Search this list. @- ®E-|C|s €
| | Registered Hour Code v | Resource v | Project... v | Project Task v | status v | Date v | Hours v | Reporteg, | Comments

1 «| | RH-00086720 . : S : Approved 2132023 10 ‘ =
2 | | RH-00087166 . N Approved 2832023 20 20 =
3 | | RH-00087845 - Approved 542023 15 15 — e — — -,
4 «| | RH-00088445 s Approved 18.4.2023 20 20 —_—
5 «| | RH-00088470 - Approved 17.42023 40 520
6 | |rH-00088603 - Approved 2442023 20 Mi
7 | |rH-00088626 . Approved 2542023 40
8 +| |RH-00088949 e Approved 252023 10 Cancel &
9 «| | RH-00089495 - . Approved 1552023 20 30
10 | [« |rH-00089798 (. . Approved 1852023 10 30 — e —p———
11 | (v |rRH-00090445 [ Approved 2952023 10 10 —_—
12 | v |RH-00091296 - Saved 1262023 60 60 o e p—— g |
13 | (v |rH-00091862 [ Saved 1662023 10 10 — oy
14 | [+] |RH-00090493 . . Submitted 2452023 08 30 - RSN -
15 | (v |RH-00090478 — . Submitted 1052023 15 30

< _ >

Cancel &
Billable Flag Change

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

Project Task
"ax zm o
Hierarchy Name @ PIannea ena vare
ol s s § 31.12.2023
Hierarchy Code Billable
1.2

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

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

By accessing the Registered Hours tab and reviewing the overview, you can ensure that the cost and
revenue are accurately reflected based on the Billable flag status.
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pproxlus.rproject-r Q Search...
wes ]
:i:  proxiuss project+ Home Employees v  Absences \  AbsenceBalances \»  Projects \  ProjectTasks v T Registered Hours v | Reports
3 - New Registered Hour
Registered Hours
v
All 2 Recent records
21 items » Sorted by Registered Hour Code « Filtered by All registered hours - 4 more filters applied « Updated a few seconds ago RH-00092108
Registered Hour Code T\ | Resource v | Project... v | Project Task v | Status  py00091921
1 RH-00087790 = Approved oy 00092186 8
2 RH-00087791 - & . Approved  o\) 00091967 4
3 RH-00087792 = Approved 3
RH-00091966
4 RH-00087793 .= . — Approved 3
5 RH-00087794 =3 Approved Recent lists 3
7 RH-00087796 - = o = Approved  Copy of All 3
2 RH-00087707 ; = 28112003

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

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

- Registered H
Search this list... ‘ m-|c @) C‘g' ";f ;‘I‘I" 3 New | _ChangeOwner | Printable View

4
32 items « Sorted by Registered Hour Code « Filtered by All registered a =

hours - Project Name « Updated a minute ago A Search this list...

LIST VIEW CONTROLS ¢ls €Y

New
Registered Ho... T\ | Resource v | Project Name v | LIST VIEW CONTROLS v | Date v | Hours
2 O Ao ; - s @ om0
2 RH-00087166 B S— ——— Clone red 28.3.2023 20
3 RH-00087845 [ A, = e red 542023 15
4 RH-00088445 n —mem = red 18.4.2023 20
S RH-00088470 A o red 17.4.2023 40
Edit List Filters
6 RH-00088603 " . ed 2442023 20
- ERTITTrTn
7 RH-00088626 ' = P ed 25.4.2023 40
Delete
Reset Column Widths 8 RH-00088949 [ . = ed 25203 10
Reset Column Widths
9 RH-00089495 v -y = red 15.5.2023 20

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

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

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

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

Select Fields to Display

Available Fields 3 Visible Fields
P ~ ~
Activity Regort Reported Hours
AR Name Comments
Cost Created Date
Last Modified Date
Cost Rate Helper Billable

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

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

apply the filter.
New Change Owner Printable Jggy
Search this list. g-| B C| 7 &
pdified ... \ | Billable vI CostRate \» MDRate I
Cancel v
3 13:3 A
p3 133 Field b R
: ilter by Owner
3 16:07 fiject Name All registered hours
3 16:07
Operator Matching all of these filters
3 16:01
does not contain *
L 16:07 Project Name’ )
does not contain o i
3 16:02
palve Add Filt R Al
3 8:48 Add Filter emove Al
P3 12:2 Add Filter Logic
6
B 8:48 v U v CURUIY,O v

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

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

Iy ’2;3:';';”;“" 7 New | ChangeOwner | Printable View
168 items « Sorted by Registered Hour Code » Filtered by Al registered hours - Project Name « Updated S minutes ago SESRAETEL *-||m-j|c|7]e|Y
Registered Hou... T\ | Resource v | ProjectName v/ | ProjectTask | Status | Date | Hours v | ReportedHours v | Comments v  CreatedDate v | LastMod... v | Bilable v | CostRate v MDRate v

142 ¢ s PR Approved mans 20 20 g ANBVE | SSNN. v EUR34000  EURGIO v =
143 = = Approved 54203 40 50 - - 25420031356 6620231 | (v EUR34000  EUR630,00

144 - Approved 25203 10 10 o 252023 16:31 962038 | (v EUR34000  EUR630,00

145 . Approved 155208 20 30 PR 1552031515 196203.. | (v EUR34000  EUR63000 | v

146 - Approved 185208 10 30 - 18520231542 196203.. | (v EUR34000  EUR63000 | v

7 -— Approved 2052083 10 10 - 2052031820 9620238.. (v EUR34000  EUR63000 v

148 = = Submitted 952023 05 05 . 3052031033 9620239.. EUR 250,00 v

149 RH-0009 — i - Submitted 105203 08 08 - —— 30520231033 9620239 v

150 RH-00090478 i 1 Submitted 105203 15 30 3052031033 1962083.. (v EUR25000  EURS2000 v

151 RH-00090479 —— Submitted 125208 10 20 = 3052031034 196203.. (v EUR25000  EURS520,00

To make changes to the Billable flag or MD Rate, simply hover over the respective attribute (1) to reveal
apenicon. Click ontheicon to edit the value (2). Additionally, you can utilize the checkboxes on the left
(3) to select multiple entries and apply the same value for all by checking the Update selected items
checkbox (4). This ensures uniformity across the chosen records. Finally, click Save (5) to save the
changes.
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150 |« | RH-00090478 _— ‘i T [ W— Submitted 10.5.2023 15 30 ] 30.5.202310:33 2262023 .'o@ EURZH ™ 0»“4 |
1 <1 | RH-00090479 i TE fia Submitted 125208 10 20 Eulu F 30520231034 196203.. (v EUR Tl
3 Update 4 selected items

1! | | RH-00090480 = w— Ea= Submitted 15.5.2023 05 05 e = 30.5.2023 10:37 9.6.20239... EURI® =
153 | | RH-00090481 I T i a Submitted 15.5.2023 05 10 i s I 30.5.2023 10:37 19.6.2023 ... v EUR Fl Cancel
154 RH-00090482 —— Submitted 18.5.2023 20 20 L 22 LY N 30.5.2023 10:39 9.6.20239... EURFmum v

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

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

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

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

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

You can select the requested fields to be displayed in the report or reset the column width when
clicking on a gearicon(4).

Clickonthe ¥ 'icon (quick actions button) to mark the selected report as a favorite or check which
employees can see/edit the report (5).

You can find all available folders in this view (6) - folder access rights can be managed by the admin
and/or project manager only.

pproxuwproject+ Q search r@a2aa r‘j

iif  proxiuss project+  Home Employess v Absences \  AbsenceBalances v Projects v ProjectTasks v RegisteredHours v Reports v Dashboards v TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Reports a
All Folders > Proxiuss Project+ e =———p Q search all folders. New Report NewFolder | v || gx+
3N items /\
REPORTS Name v | Description v | Folder v v | Created On v | Subscribed /
Recent ject Fi e - Bu roxiu: ject+ 12.7.2023 11:14

12.7.2023 11114 0 o

12.7.2023 11:14

Created by Me

Private Reports
12.7.2023 11:14

b Repors 1272008 1114 00—

All Reports 12.7.2023 11:14

FOLDERS 12.7.2023 11:14
Proxiuss Pre 12.7.2023 1114
All Folders

Proxiuss Pr 12.7.2023 11:14

Created by Me

Proxiuss Pr 12.7.2023 11:14

Shared with Me 12.7.2023 11:14

FAVORITES 12.7.2023 11:14

12.7.2023 11:14

All Favorites

Time Tracking - Time Registration - SUM User User 12.7.2023 1114

PM - Project Completion User User 12.7.2023 11:14

<[« [ [« [ [« [«Qlf«) [[«] [«]][«] [«] [«] [«] [«

ject Health Report User User 12.7.2023 11:14

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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(2 proxiussproject+ Q search A @a20a @
33 proxiuss project+  Home Employees v  Absences \  AbsenceBalances v Projects v  ProjectTasks v  RegisteredHours v  Reports v  Dashboards v  TimeTracking ApproveTime  Personal Resource Planner  Resource Planner  More ¥

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

Project Tracking fE"an‘e;eldEm:mg Q n Y| e|lc Edit | ¥
Fti11 I1:
569 14785 0 0O 00 g 0O

©
‘Sum of Hours Project Name

Cloud Implementation @
Consultancy Advices @
CloudCare Solutions @

Service Cloud One @
Marketing Cloud
Senvice Cloud @
Sales Cloud Consultation @
Advertise Consultation
Pardot Implementation @
Service Cloud Consultation @
Service Cloud Implementation
Consuttancy Advicce @

Consultancy Advice ®

Project Name T ¥ Resource Role T | | Resource: Employee Name 1 ¥/ | Date | Hours ¥ || Project Task Name
Advertise Consultation (14)  SAP Consulting SK Employee (5) Horace Hammand (1) 07/03/2022 0s Implementation
Subtotal 05
Stanley Ellitt (4) 15/02/2022 10 Implementation
11/04/2022 25 Implementation

nnnnnnnnn

Row Counts Detail Rows Subtotals Grand Total

Buttons description:

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

G

Chart view button (2).

$ Change the chart view and/or properties.

Y Filter section button (3).

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

C' Refresh button (5).

Edit Edit button (6)to edit the openreports.
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By clicking on this button (7) you can choose whether you
v wish to edit an open report, save it as a new one, or
overwrite the existing report. It's possible to export opened
report to XLS or CSV format.
# Enable Field Editing Edit values for some fields in records (8).

New Report Creation

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

Create Report
Category Select a Report Type Details X
Recently Used Search Report Types...
s ol 4 Registered Hours
Standard Report Type
L Report Type Name Category ~ 4 P
Activities with Milestones Standard v 3
Accounts & Contacts Start Report
Activities with Task Assignments Standard v
Customer Support Reports s
Collaboration Group Report Standard b ® Details := Fields (47)
Activities Collaboration Group Feed Posts Report Standard v
v
Administrative Reports (Content Report Standard Created By You
Library and User Report Standard v No Reports Yet
File and Content Reports .
File and Content Report Standard ik
Created By Others
Other Reports Employees Standard Y No Reports Yet
Employees with Manager Standard v
Objects Used in Report T
Employees with Business Hours Standard b ) ! porciiype
Employees with Absence Balances Standard v c Owner
Employees with Absences Standard v a Reajstared tlgar
Employees with RP Weeks Standard v
P B User
Employees with Employee Rates Standard b
Employee History Standard v
pBRegistered Hours Standard v
Registered Hours with Project Task Standard b
Registered Hours with Resource Standard v

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

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

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

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

On the left side, there is an option to enable Update Preview Automatically(4). Selecting this option
will automatically update your report as you add or remove attributes. Additionally, you can undo or
redo actions or even add a chart to your report (5), for example, to visualize tracked hours over time.

@ Proxiussproject+ Page |38



To save or close the report, select one of the options from the menu (6). Choosing Close will cancel
the report without the possibility of returning to it while selecting Run will generate the report but
not save it - you will need to save it separately afterwards.

REPORT v -
New Registered Hours Report #  Registered Hours 6‘) @ Add Chart II Save & Run
> = Outline Y Fitters © Previewing a limited number of records. Run the report to see eventhing Update Preview Automatically
3
] Billable 1 || | Registered Hour: > Ho
o @
(m i} RH.00088321 4 Sort Ascending 80
b 4 Sort Descending v
100088324
Billable = 2 [E Group Rows by This Field 30
RH-00088323 50
M Group Columns by This Field
0 Group coLumNs RH.00090633 80
& Bucket This Column
Add group RH.00090634 80
() show Unique Count
RH.00090635 50
RH.00087345 80
Columns - RH.00087:
S = Move Right 50
Ad RH.00087347 80
Rea ur: Registered Hou X RH.00087345 X Remove Column 50
Project Nam RH-00088384 == 50
¥ Hous RH.00088561 i 80
RH-00088317 - S — 50
RH.00088318 ¥ Dy 80
RH-00088319 o e 80
Subtotal 1280
“ RH-00090464 e — 80
RH.00090465 p—— - 50
RH.00090466 e L 120
RH.00090467 —— 40
Subtotal 320
Total (20) 1600
Row Counts @) Detail Rows @) subtotals Grand Total

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

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

Select
~
Public Reports
Q Search folders...
All Folders »
Created by Me >
Shared with Me »
Private Reports >
Public Reports 3
Save Report
*Report Name
New Registered Hours Report o
Report Unique Name @
New_Registered_Hours_Report_AYU e
Report Description
(5] Nothing here yet
This folder has no subfolders.
i
Folder 4
Private Reports
v
4b
Cancel Cancel Select Folder

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

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

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

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

Report: Project Task Hours-and 4
# Enable Field Editing Q @ Add Chart Y e Edit | v
m = & _]]

@ N
Total Records  Total Hours 2
145 3598 Prost | ot auestion
Billable + |~ | Resource: Employee Name 1 |*| | Date v Project Task: Project Task Name |~/ Hours |¥| Comments
| Share an update. |

@ ms 1 L 15 bmmm s e mm—d e el

[T Sort by:

Most Recent Activity v 2 Search this feed... ¢

Fee . Gl P [ T — @ Wednesday, 2023, April 5 at 9:23

- 1 Like ® Comment 2views

& | writea comment

Pl B e mentioned you in a post

. B £ . ® | © Reply | © ReplyAll | —> Forward | | i | | *o*
W Bl i <y P il
To © el Wtiad st 5.4. 2023 9:24]

(@ if there are problems with how this message s displayed, click here to view it in a web browser.
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If you are managing multiple reports and find sharing through the Collaboration function to be tedious,
it isrecommended to create a new folder. Go to the Reports tab (1) without clicking the arrow next to
its name. Regardless of which Report option you are in (2), you will still see the New Folder button (3).
Click oniit to open a pop-up window to enter a 'Folder Label.' Then click Save (4) to create the folder.

Create folder

*Folder Label

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

Reports
Created by Me Q_ Search folders created by me. NewReport | NewFolder || st~
1item
REPORTS Name v | Created By v | CreatedOn v | Last Modified By | Last Modified Date v
Recent M TestFolder 27.6.20239:25 27.6.20239:25 h
Created by Me Favorite
Private Reports 3

Rename
Public Reports

Delete
All Reports

FOLDERS
All Folders
1
Created by Me
Shared with Me

FAVORITES

All Favorites

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

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

Share folder

These sharing settings apply to all subfolders in this folder.
Share With
I Users n S I

Names Access

I Search Users... a Il View a 'I

v View
4

Manage
v Who Can Access

v
E Users Manage bl

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

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

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

Click on the Dashboards tab to open the section.

[ proxiussproject+ Q search @22 6a ’3

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

Dashboards
All Folders > AND PM App

3items

DASHBOARDS Name v | Description

~ | Created On v Subscrihl o
Recent 31.1.202212:36 e

7.7.2022 1403 00— |

Created by Me
AND PM App Admin Admin 18.5.2022 15:07 v

Private Dashboards
All Dashboards
FOLDERS
I All Folders
Created by Me
Shared with Me

FAVORITES

Al Favorites 0

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

Use the search field to find the requested dashboard according to name (2) or use the filters (5).

To create a new dashboard, click on New Dashboard (3).

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

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

To open a certain dashboard, click on its name.

Below, you can see an example of a dashboard view:
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pproxluwpmjecn

33 proxiuss project+ Home

Employees v Absences \  Absence Balances

Q search..

~  Projects v ProjectTasks \  RegisteredHours v  Reports v  Dashboards v  TimeTracking  Approve Time

Gl @a2e0a @

Personal Resource Planner  Resource Planner  More ¥/

Dashboard

°—> + Follow || # || Refresh

. Edit v
People Capacity Dashboard o i
As of 1332023 12225 Viewing as Admin Admin / ’ f , ’
Date Manager's Team e (3] (4] e 0
Al v Al v
Total Hours Tracked - by Employee @ = Total Hours Tracked - by Project
Resource: Employee Name Sum of Hours (%) Resource: Employee Name
Sum of Hours
@ 0% 20% 40% 60% 80% 100% [ ]
° L ._ | = [}
B ! &= 222 7
. [ —— i c —
4 P e ————— o s
° . [ " 8
- = s Bl
L] L]
| B . =
o L OO 1 "
o T =
5 I
2. 2 = 1 n—p— e
e H L L —— .
® S = = L
e — T e —————
. | o
° I w8
[ ] a
(7] ® . T _—
. . f  009090909090909090909000000@00 ] ——
e
- (= "} -
View Report (Project Tracking) View Report (Project Tracking)
Total Hours Tracked by Projects Total Hours Tracked by Project Tasks
Project Name 1 Project Task Name T ‘ Sum of Hours m Project Task Name Resource: Employee Name T Sum of Hours ﬁ

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

When you click the

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

Click on the refresh button (3) to refresh the opened dashboard.

Click onan arrow button (6) to download the report in PNG format.

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

KA

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

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

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

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

pproxmuproject+ 3 ra *[- a205a @

232 proxiuss project+ Home Employees \v  Absences v  AbsenceBalances v Projects v ProjectTasks v Registersd Hours v Reports v  Dashboards v TimeTracking Approve Time  Personal Resource Planner  Resource Planner  More ¥

ﬁ DATE FROM - TO

(]
«

Add Project -

e an

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

(2 proxiussproject+ Q sesrch @222 @

i3t proxiuss project+ Home  Employees v Absences ~  AbsenceBalances v  Projects »  ProjectTasks v  Registered Hours v  Reports v Dashboards »  TimeTracking ApproveTime Personal Resource Planner  Resource Planner  More ¥

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

(@ proxiussproject+ Q search @e?2ee @

333 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 ¥

#§ DATE FROM - TO

«

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

000 000 000 000

S

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

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

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

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

[ proxiussproject+ Q search ema2o0a @

3% 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 ¥

Mon, 27 Mar Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar
[ = =y ol ) Jn2% 000 000 000
vk / -
[ implementation v o ‘\ N
N A /
‘ : i 550 / 000 000 000
Up
[ v | information R
]
( Add Project - Total | 8 hours. 8 hours 0 hours 0 hours 0 hours
( Create Absence > (3] 16/40 Hours
—_
- —o

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

[ proxis.sproject+ Q sesrch @a?2sa @

133 proxiuss project+ Home Employees \v  Absences \  AbsenceBalances v  Projects v  ProjectTasks \  Registered Hours v  Repots v  Dashboards v TimeTracking ApproveTime Personal Resource Planner  Resource Planner  More ¥

«

E DATE FROM - TO

FRO) Mon, 27 Mar | Tue, 28 Mar Wed, 29 Mar Thu, 30 Mar Fri, 31 Mar
‘ = 000 000 ‘ 000 000
[see .
e ) ) )
Add Project ) / Total | g hours | ohours 0hours 0hours 0 hours
Create Absence - ) o 0/40 Hours

To erase theinserted records, click on the Trash bin icon (1) next to the project you want to delete. This
will delete the whole selected row for the chosen period. Click on the Save button afterward (2).
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Qproxmsrproyzcu Q sesrch [x[~) 2?7254 ’j
331 proxiuss project+  Home Employees v Absences v  AbsenceBalances o Projects v  ProjectTasks v  RegisteredHours \ Repors v  Dashboards v  TimeTracking  ApproveTime Personal Resource Planner  Resource Planner  More ¥

«

ﬁ DATE FROM - TO

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

000 700 000 000 000

~ Proxiuss Project+

Work Test
Implementation o
‘ 000 | oo 000 000 000

,,,,,,,,,,,,,, <]
Update system
[ setectatas - ‘ information e
@
Totsl | 8 hours | 7hours 0 hours 0 hours 0 hours
15/40 Hours

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

By setting 0 hours for the entire hour's line, the project will be deleted from your list automatically.

[ proxiussprojects Q search A @mar2ea @

s proxiuss project+ Home Employees \  Absences \  AbsenceBalances \  Projects v  ProjectTasks \  Registered Hours v  Reports \,  Dashboards v  TimeTracking Approve Time Personal Resource Planner  Resource Planner

«

& DATE FROM - TO

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

800 7.00
~ Proxiuss Project+
Work Test
Implementation \

000 000 000

<
5,
5
3

3

Add Project > ) Total | 8 hours 7 hours 0 hours 0 hours 0 hours

( Create Absence - ) e 15/40 Hours

o

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

Recommendation:

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

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

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

Switching Tracked Hours to A Different Task

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

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

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

& Registered Hours
Copy of All v #

6 items selected

- Registered Hour... T\ Resource Vv | Project Name Vv | Project Task Vv | Status v  Date Vv | Hours v | Reported Houy
1 v| PTH-00014749 X | Saved M
: v] PTH-00016215 T Update 6 selected items
3 PTH-00016275 afaan - W
4 v| PTH-00016406 T Cancel
5 v| PTH-00016620 C T ) Approved 1.4.2021 1.0 1.0
6 v| PTH-00017126 i Approved 16.4.2021 1.0 1.0
7 PTH-00018220 ] n Approved 12.5.2021 1.0 1.0
8 v| PTH-00018323 iy - & s Approved 14.5.2021 6,0 6,0
9 PTH-00018453 efman - W Approved 18.5.2021 4,0 4,0

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

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

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

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

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

To request an absence, you need to:

1. Click on New(1).

pprostxprojec& Q search @22 a r_\

333 proxiuss project+  Home Employees »  Absences v  AbsenceBalances o Projects v ProjectTasks v RegisteredHours v  Reports \ Dashboards v TimeTracking  ApproveTime  Personal Resource Planner  Resource Planner  More ¥

X New i
s - Sota By Abeetices Narae  Ftred by A abssinoss < UpAated s few ssco0ds 30 Search this st % m-lels ey

Absences Name T v | Type of Absence ~ | Record Type v | Approval Status v | Start Date v | End Date v | Start Time v | End Time v | Employee v
Vacation Long Term Absence Approved 632023 832023
Paid work leave Long Term Absence Approved 2422023 2422023

Vacation Short Term Absence Approved 2422023 13:00:00 17:00:00

CINCRNCNKT

Vacation Long Term pending 27.3.2023 27.3.2023

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

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

New Absence: Long Term

Information

Absences Name * Start Date

Complete this field.
Absence Request Date *End Date

1.6.2023

:[3
3

* Employee Record Type

Search Employees. Q Long Term

*Type of Absence Additional Information

--None-- v

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

The picture below shows the absence entry details:
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pproxluuproject«»

333 proxiuss project+  Home Emplojess \  Absences v  AbsenceBalances \  Projects v  ProjectTasks v  RegisteredHours v Reports v  Dashboards

Absence
[=%] A-000404

Approval History (2) e-| e

2 items » Sorted by Is Pending, Dt « Updated » minute 30

Step Name v  Date ¢ v Status v  AssignedTo | Actual Appr... v Comments W

pending v

Submitted Automated Approval sub.. v

Approve Absence

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

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

Once an absence request is approved, a corresponding record is automatically created in both the
Time Tracking and Project Task Hours tab. This integration ensures accurate and comprehensive

tracking of the approved absence, facilitating seamless coordination between absence management
and time-tracking processes.

Qprostrp(ojecn Q search

333 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 ¥

Approval Request
pproval Requ _ Approve | Reject | Reassign
Absence Approval &

Submitter Date Submitted Actual Approver Assigned To
&l 2132023

Details Submitter Comments

Approval Details Automated Approval submission.

132023 9454
Absences Name Approval Status 2320894540
A-000404 Pending

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

Absence Calendar

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

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

o0 . .
ses proxiuss projectq- Home Employees v Absences v Absence Balances v Projects v Project Tasks v Registered Hours Reports v Dashl

Today's Tasks Today's Events

Nothing due today. Be a go-getter, and check back soon. Looks like you're free and clear the rest of the day.

View All View Calendar

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

Qprost:projecu
1
& proxiuss project+ Home  Employees v/

= 2]

Apps

No results

TUE 27

Items

View All

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

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

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

2 4
7
3 <

Availability

> | 2023
Day

Al Mon Tue « Week Sat  Sun
Month

5 6 Table 10 1

My Calendars

My Events

peJog

h ly This Cal
Other Calendai S"0 Only This Calendar

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 1 of 2 .
Absence Type Assignment

Acceptance Protocol

Create a froma or custom object.

Account
*Object

Activity Report
Select... -4 |

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

Create Calendar
Step 2 of 2
* Calendar Name

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

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

My Absences v Absences Name v

Ba(k

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

=1 June2 o | - |
& New Event
=1 June 2023 < o &P ]
MON TUE WED THU FRI SAT SUN 4 JUNE > 2023
mé&iaa 20 31 jan 1 2 3 4
Mon Tue Wed Thu Fri Sat Sun
A-000415
[An] 29 30 31 1 2 3 4
Type of Absence Approval Status s 6 7 8 9 10 1
Vacation Pending
7 8 9 10 11
Start Date Start Time 5 2 13 14 15 16 17 18
Jacation ;
762023 &y
19 20 21 22 23 24 25
End Date End Time
1762023 26 27 28 29 30 1 2
12 2 3 14 15 16 17 18
[t
My Calendars ol
19 20 21 22 23 24 25 My Events v
a. Absencie v
Other Calendars ol

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

New Event
Calendar Details
*Assigned To Related To
B e . X ‘ v ISearch Absence Balances... Q

+ New Absence Balance

*Subject
Q [

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

|All-Day Event

*Start

16.6.2023

=
*End
16.6.2023 =
[* Activity Currency
EUR - Euro ad
Other Information
Location
Show Time As
Busy v

Description Information

Description

4

Cancel Save & New m

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

click Save.
Add Calendars
Select Calendar Type
[B v tSearch People... Q ]
Search People
& e R
Other Calendars e ‘

B (8
Add Calendars I B f - - I
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This will merge the employee's calendar with yours, and you can further customize it by clicking the
arrow next to its name (1). In the pop-up menu, you can change the calendar's color or choose to show
only this calendar(3). Alternatively, you can click the color (4) on the left side of the calendar's name to
filter your calendar view to display only the records per desired employee(s).

e Show Only This Calendar

Add Event
My Calendars

Remove Calendar

My Event: (1 & -

. Absencie O.....'
(111111

her Calenda hoose Custom Color

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

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

Share Calendar

Share With * Access

Search People... Q Select an Option v

Show Details and Add Events

v Who Has Access

My Calendars o

B Gabriela Tothova Owner v
My Events v

. Absencie oy, Only This Calendar

I Share Calendar

Share Calenda

JAn Potrag v

Other Calenda
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9. Personal Resource Planner

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

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

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

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

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

3. Click onthe Show Projects button(3).

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

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

[ proxiussproject+ Q search Hema?20a @

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

@ DATEFROM - TO

20-Mar-2023 & 7 11un-202 SHOW PROJECTS > /

L= L - AN JlleZ D
I 104.-164. B3 17.4.-234.
32 40
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10. Accounts

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

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

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

e Customertax|ld number(2): Thisfield stores the tax identification number associated with each
customer, facilitating compliance and financial reporting.

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

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

[2 proxissproject+ Q search - @22 %4 fj

23t proxiuss project+ Home Employees v  Absences v,  AbsenceBalances v  Projects v  ProjectTasks v  Registered Hours v+  Reports v  Dashboards v  TimeTracking ApproveTime  Personal Resource Planner  Resource Planner  More ¥

Related Details News Activity Chatter

=
ffffff B8 8

v Upcoming & Overdue

No activities how.
Get started by sending an email, scheduling a task, and more.

No past activity. Past meetings and tasks marked as done show up here.

Vv Additional Information

Type Employees
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11. Employees

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

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

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

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

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

2 proxiussproject+ Q search. r@a?2aa@®
33 proxiuss project+ Home Employees v  Absences v  AbsenceBalances v  Projects v  ProjectTasks v  Registered Hours v  Reports v  Dashboards v  TimeTracking ApproveTime Personal Resource Planner  Resource Planner  More v

All Employees v = #

Employees / o 9\?\ New | Start Evaluation

m. e

1 tem » Sorted by Employee Name » Fitered by All employees « Updated a few seconds ago. D Oln-|E-|C|/]€|Y
Employee Name * | Employee Role | Email Work | Business Hours | Office Location | Manager | OwnerFirstName  OwnerlastName v Active v

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

Employee details

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

roXIUSSProject+ search J@ma 2 ® &
2 proxiussproj Q X @a?2aa @
333 proxiuss project+ Home Employees v  Absences v,  AbsenceBalances v+  Projects \»  ProjectTasks \  RegisteredHours v+  Reports \v  Dashboards \v  TimeTracking Approve Time Personal Resource Planner  Resource Planner  More ¥
Eemployee
Proxiuss Admin Edit Generate PDF Clone v
Email Work Mabile Work Office Location Salesforce User Department Employee Role
admin@proxiuss.com Remote & Admin Admin Management Admin
Y <
Employes Name Salesforce User @ Resource Assignments (1) - |[c|[ new
Proxiuss Admin % Admin Admin
© 1 item « Updated a few seconds ago
Active Department
S Mahagereat Resource Assignmen... | Project v | start Date v | EndDate v | Role v
First Name Employee Role 1 RASG-01890 Proxiuss Project+ 01/01/2023 31/12/2023 Admin v
Proxiuss Admin
View All
Last Name Seniority '
Admin Senior
Office Location @ Task Assignments (1) @ || new
Remote
1item « Updated a few seconds ago
Manager Name
Task Assignment Code | Project Task v | MDRate v | StartDate v | EndDate v
Weekly Working Hours 1 TASG-003616 Implementation 01/01/2023 31/12/2023
40
v Personal Information _—
Maiden Name Birth Place
& New
— prev—— g} Absence Balances (0) ev
Ing.
Gender Birth Number @
Male g Absences (0) New
Marial Status Personal ID Number
Single / Not Married
Nationality Driving License Number (2] Files (0) Add Files
v Contact Details & Upload Files
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12. Approve Time

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

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

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

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

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

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

5. Click on the button Approve/Reject (7).

Qproxtus:projec& Q search %[+ 2202 @®

i1 proxiuss project+  Home Employees v Absences v AbsenceBalances v Projects -  ProjectTasks v RegisteredHours v Repots v Dashboards TimeTracking ApproveTime  Personal Resource Planner  Resource Planner  More

< 20-Mar-2023 &

& EMPLOYEE SELECTION P53

STATUS

TASK COMMENT HOURS
e g 8 Submitted

@ Proxiussproject+ Page |57



13. Absence Balances

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

(1).

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

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

2 proxissproject+ Q search FNma? a®

333 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 ¥

Absence Balance
E¥3 Proxiuss Admin - Vacation

3 \/___/0

Dedicated Time (h) @
160,00
Dedicated Time (Days) @
Proxiuss Admin de———"""" (2] 20,00
Start Date Used (h) @
1.1.2023 o 24,00
End Date ; Used (Days) @
31122023 300
Type of Absence Remaininy g (h) @
Vacation = (4] 136,00
Remaininy g (Days) @
17,00
Created By Lost Modifed By
# Admin Admin. 22.3.2023 10:04 # Proxiuss Admin. 223.2023 10:32
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14. Resource Planner

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

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

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

2 proxiussproject+ Q search @ma? a®

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

& DATEFROM - TO / A
20.3.2023 & 1162023 o
®  EMPLOYEE SELECTION \ (2]
S
(3]
At Selected
O oisns &
| @ ) N

P DISP | Pl

PM  EMP  DISP

PM EMP DISP| PM EMP DISP| PM EMP DISP| PM EMP DISP| PM EMP DISP( PM EMP DISP| PM EMP DISP | PM EMP DISP
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To modify the anticipated hours for each employee, follow the steps listed below:

1. First, openthe top bar using the arrow (1) on the right.

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

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

4. In order to check which projects are assigned to which employees, you need to select one of
the employees by clicking on an arrow icon (5). If the project is assigned to a certain employee,
then you will be able to see the project name.
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A project manager should allocate estimated project working hours for a relevant employee by
filling in working hours in the column PM (6). In fact, a project manager can fill in estimated working
hours for up to 12 weeks ahead.

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

After working hours are allocated, you need to save them by clicking on the Save button (7).
Abbreviations used in Resource Planner (8):

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

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

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

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

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

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

Acceptance Protocol

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

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

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

( proxiussproject+ ([ sewen ] @22 a @

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

Acceptance Protocol
Acceptance Protocol v1

Asof the dote (3

17.07.2023

Subject — [5)

e Sum
155000 SUBJECT OF ACCEPTANCE

Title Name
ACCEPTANCE PROTOCOL

amet, consectetur adipiscing elit. Nullam aliquet scelerisque mi ut dictum, Fusce condimentum, erat nec hendrerit
mcorper lectus, id malesuada justo dolor eget odio.

v Additional Customer Information

Customer Id number

x1d number

t Last Modified By
&3 Jan Petras. 19.07.2023 15:23 3 Jan Petras. 19.07.2023 16:06

Activity Report

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

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

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

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

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

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

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

(@ proxiussproject+ ([ searen ] r@a20a @
333 proxiuss project+  Home Employees \  Absences AbsenceBalinces v Projects v ProjectTasks v RegisteredHours o Reports v  Dashboards v TimeTracking  ApproveTime  Personsl Resource Planner  ActivityReports v More ¥

Activity Report
204700000H8hxz [ print acvity report | eaitinReport | eat | clone | oelete |
Activity Report Name Customer e
2047Z00000H8xz Manager Customer
Project o Contract (8]
Manager Project Contract Name v1 e 0
Reported Status As of the date
Send to Customer §———— [5) 11.07.2023 (4]
Titie Name Subject
ACTIVITY REPORT SCOPE OF WORK
Show Costs. Invoice URL
7
Show Hours Group by Tasks
v
Show MD Rate: Group by Employees
2
Created By Last Modified By
¥ Test Manager, 06.07.2023 15:53 ¥ Jan Petrss, 19.07.2023 16:45

1 item + Updated 9 minutes ago.

I e Tt !

[ Reported Task Name v

=
View All \

@ S
[@ Transactions (1) —

1 item « Updated a few seconds ago

1 [ Manager Main Task 2

[ Transaction Name v | Registered Hours v | Reported Hou... v | MD Rate v | Acceptance Revenue v | Acceptance comment | Reported Status v
1 [0 RH-T-000020 RH-00000011 160 EUR 100,00 EUR 200,00 RHMT2 Send to Customer 2]
View All
Expenses (0) New

|

Or drop files
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16. Transactions

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

(2 proxiussproject+ (o seen ] Al@e20a®

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

Transaction

RH-T-000020

Transaction Name
RH-T-000020
Registered Hours
RH-00000011

Registered Hours Code
RH-00000011

Date

06.07.2023

Comments

RHMT2

Resource

Test Manager

Reported Hours (h)

160

Reported Personnel Revenue
200.00

Activity Report
3047Z00000H8hxz
Reported Status

Send to Customer
Reported Task

Manager Main Task 2

Created 8y Last Modified By
£ Test Manager. 06.07.2023 15:53 &9 Test Manager. 06.07.2023 15:53
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17. Budget Control

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

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

Project Health Indicator

: Project Health Indicator is a color representation of

Pricing Type ©@ . SV
Delivery Index, Timeline Index and Cost Index. When

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

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

green. In every other combination is indicator yellow.

Vv Project Status

Project Health Indicator @

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

Actual End Date

v PrO)eCt ' The Actual End Date in a project is the date when the
project is completed, closed, or terminated, indicating
MEESEE  that the project has ended.

Actual End Date @

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

Time Elapsed %

v Project

This refers to the total duration that has elapsed
R ESdarrlls Detween the Start Date and End Date of project,
expressed as a percentage. If an Actual End Date is
specified, the calculation is based on that, but if not, it
L  is based on the Planned End Date.

Time Elapsed % €@
58,33 %

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

Estimated Project Progression by PM (based on Main

Time Elapsed % @ Task Progression estimate)

58,33 %

Completion Rate (Est) @ Do Not Count Task Completion Estimated (i ]

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

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

Completion Rate Manual

Time Elapsed % @ Estimated Project Progression by PM. Completion Rate
58.33 % Manual has a higher priority than the automatic

‘ ) calculation of Completion Rate (Est.) and overwrites the
Completion Rate (Est.) [AERET Completion Rate field.

Completion Rate Manual @

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

Completion Rate Estimated On

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

Completion Rate Estimated On @

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

Delivery Index

As of the da
Delivery Index is a project performance metric that
measures the ratio of completed deliverables to
planned deliverables, indicating how well the project is
progressing in terms of meeting its objectives. It is
comparison of Completion Rate with the percent of

Project Heal

spent hours from the total budget.

Delivery Index @

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

Timeline Index

Project Healt Timeline Index is a project performance metric that
measures the progress of the project based on the ratio
of completed work to the planned work based on

PEREORUEE  clapsed time.

Timeline Index @

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

Cost Index

Delivery Index @
1,072.54

“ Project Finances

Cost Index is a field that calculates the completion Eudger Reverue

Timeline estimation of a project with the actual cost spent. £37.:800.00 £360.00
61.25% Planned Costs Total Actual Costs Total

i €22,000.00 €115.00
Gontinges o Planned Personnel Costs Actual Personnel Costs
2,869.57% £115.00

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

Added Value Index

DEISAREYE i  Added Value Index is a project management metric that

measures the project’s performance by comparing the

budgeted cost of the work completed to the actual cost

limeline Index of the work completed, expressed as a ratio.

Added Value Index @

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

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

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

v Personnel

Planned Hours
160,00

% Hours Spent
20,00 %
Remaining Hours
128,00

Actual Hours
32,00

Spent Indicator
|
Reported Hours
32,00

remaining attributes).

Project Finances Section

Vv Project Finances

Budget

Revenue

11 100,00 € 13 000,00 €

Planned Costs Total Actual Costs Total

4 650,00 € 800,00 €

Planned Personnel Costs Actual Personnel Costs
4700,00 € 800,00 €

Planned External Costs Actual External Costs
750,00 €

Planned Material Costs

Planned Other Costs

Actual Material Costs

Actual Other Costs

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

Project Status Report

Frojets
tatus - Rates&indexes Extended

i—e
H

Delivery Index Indicator (1) provides a visual representation of the Delivery Index. It employs a color-
coded system to indicate the status:

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

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

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

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

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

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

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

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

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

Cost Index Indicator (11) serves as a visual representation of the Cost Index. It employs a color
scheme, appearing green when the percentage is equal to or exceeds 100%, yellow when the
percentage falls within the range of 30% to 100%, and red when the percentage is below 90%.

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

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

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

Youtube: Proxiuss Project+ Channel

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

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

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

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

https://www.salesforce.com/

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

e Reportaproblem:support@proxiuss.com

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