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V9 END USER GUIDE TO JOBS

This document is aimed at the end user to provide information on the use of Jobs in V9. It will also
provide information relating to related functionality such as timesheet entry. More detailed
information relating to setting up Jobs and the administration of jobs can be found in the
Administrators Guide for Jobs and Workflow.

Dashlet, Menu, Batch, Most Recently Used and Grid settings are retained in temporary internet data
in each browser and on each device. If Cookie and Website data is cleared from temporary internet
files/ browsing history, user selections will be lost.

ACCESSING JOBS

Staff can access jobs from numerous launch points, and with different focuses. This section details
the various access points that are available.

DASHLETS

There are dashlets available from both the Staff Dashboard and the Client dashboard that allow the
user to drill down and view jobs for themselves or jobs for the client. Each of these dashlets is
explained in more detail.

STAFF JOBS

The Staff Jobs dashlet shows the total number of jobs for the staff member, grouped by whether the
job is ‘Active’, ‘Complete’ or ‘Pending’. A Job Search field allows for jobs to be searched for by
barcode or job index. This dashlet works based on jobs where the staff member is named as the Job
Partner, Job Manager or Job In Charge within the Job Details.

Clicking onto a total will navigate through to the Staff Job Control page where the jobs will be listed.

Active Complete Pending
145 1 0
Job IDVBarcode Go To Job
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JOB CONTROLS

The Job Controls dashlet provides an alternative view of information regarding the number of Jobs
that the staff member is either the Job Partner, Job Manager, Job In Charge on or where the job has
been assigned to them.

Service Accounting Services v
Status Total Mine Stale
Awaiting Docs 9 3 3
Reviewing 2 2 2
Signing 0 0 0
Completed 0 « 0 0
Total 1 5 5
On My Desk 1
Unassigned ]
-

The jobs are shown based on the service selected and the workflow statuses that have been set up
within Practice Engine. Clicking onto the number on any of the lines will navigate through to the staff
member’s job control page, from which the details of any job the staff member is connected to can
be viewed.

Clicking onto the number displayed next to On My Desk will show all jobs where the staff member is
the current staff.

On My Desk  *

Unassigned 0

There is also an indicator to show any Unassigned Jobs. If any jobs have been assigned to a rack that
works on a First available status, the number of unassigned jobs will be displayed. Clicking onto the
figure will open the Staff Job Pickup page where the staff member can take assignment of a job.

If the staff member has been assigned to a job, but not yet accepted the staff member will receive a
dialog to action whether they will be accepting the assigned job(s) or rejecting them.
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Jobs Pending Acceptance

Client Job Name Type Year Role Action

M Saxton Esq #1Standard Audit Job.5 0 Reject

Accept All Reject All Close

TASKS

This dashlet displays the total of tasks, grouped by whether the task is ‘Overdue’, ‘Current’ or
‘Future’ dated. Clicking each total gives a breakdown of the tasks within the selection. Tasks within
the other ranges can be viewed by selecting the appropriate tab from the Staff Tasks page. These
figures are generated where the staff member is the named staff member on the task.

Owverdue Current Future

4 19 0

Right clicking on a task from the Staff Tasks page gives access to the Client Dashboard, Job Details,
Task Details and also gives the option of entering time against the task.

CLIENT JOBS

This dashlet is available on the Client Dashboard and displays the number of Overdue, In Progress
and Active jobs for the client. Clicking onto any of the displayed figures will navigate through to the
Job List page for the client.

Owverdue or Due in R
next 14 days In Progress Total Active Jobs

1 13 23
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CLIENT SEARCH

The Client Search can be used to navigate through to the Client Jobs page using the Client Jobs
option on the Action menu.

Action

Dasnbo

| Dashboard
Details
WIP Trans
DRS Trans
New Fee
New Credit Note

| STAFF MENU

Staff Jobs can also be accessed from the Staff Menu by selecting Staff Jobs from the Task Pad:

L siat  @cClient  © Assural

Dashboard
Q Search
= Reports

A All Staff Details
iZ Global Std Job Management
& My Department Diary

a8 Task Pad
Manage Menu
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TaskPad

2 Al Staff Details

iZ Global Tax Job Management
£ Leave and TOIL Settings

¢ PE Filer EMail Uploader

$ Staff Charge Rates

& Staff Department Diary

I Staff Document Search

Staff Jobs

A Staff Out of Office

£ Staff Settings

Staff
¥ Exchange Integration Settings
© Job Questionnaires Approval
& Manager Diary s
L Staff Attributes
A staff Connections
L Staff Details
& Staff Events
© staff Leave Requests List
A staff Personal Details

Staff Tasks

i= Global Std Job Management
O© Leave and TOIL Adjustments
& My Department Diary

© staff Budgets

A staff Contact Details

i Staff Diary

A staff Extended Information
A Staff Other Details

@ Staff Photo

© Timesheet Extender Data

This will open the Staff Jobs page which is described in more detail in a later section.

CLIENT MENU

Client Jobs can also be accessed from the Client Menu by selecting Client Job Details from the Task

Pad:
= Client © Assural
® Dashboard
Q search

¥ Reports *

@Al Client Details

B8 Task Pad

Manage Menu

Copyright 2016 The Practice Engine Group Ltd. All Rights Reserved
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TaskPad

& All Client Details

>3 Client Connections

@ Client Details

& Client Document Explorer
'mwClient Extended Information
X« Client Mail Merge

© Client Questionnaires

2 Client Staffing

W Clients Contact Attributes

® credit Control Dashboard

THE JOB LISTS

There are three jobs lists that will display all jobs for the staff member — Staff Jobs, the client — Client

Client Details
& Client Budgets
A cCiient Contact Details
& Client Diary
K Client Document Search
@ Client Gain or Loss Details
@ Client Other Details
U Client Referrals
£ Client VAT 13B Exemption Details
@ Clients Own Attributes

& DRS Transactions

@ Client COFS Documents

$ Client DRS and Collection Details
‘@ Client Direct Debit Mandate Details
& Client Events

Client Job Details

A Client Portal Users

'@ Client Service Details

‘& Client WIP and Billing Details

6 Clients Photo

{™ DTI Credit Control

Job Details or the firm — Global Std Job Management. They are all reached using the access points

described in the section above. This section will detail how the Job Lists can be used and configured.

THE STAFF JOBS LIST

The Staff Jobs page provides the staff member with a list of all of the jobs that they are either the
Job Partner, Job Manager or Job In Charge on or assigned to and have accepted (My Desk).

Jobs for Madaline Snyder

Grang 7ot for Acve. 2 48

Total Rems 2459

Client Code Clent

FERN2 Famanium Vel Maurs Astocaies
E Eleflenc Company

Nune Utamootpsr &

£m Evam |

Date From 10 En

Search

Job Name

Sarvice Action

NPOTATION 13X
parahon tax

XPOTOn Lax

SOEpUTItion Lax

NPOTATION 1ax

The page displays four refiners for the Jobs — My Desk, All, Active and Inactive.
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Jobs that the staff member has been assigned to, and accepted will be displayed on the ‘My Desk’
refiner. Jobs can be assigned through the use of the Forward button within the job details. The staff
member will get a notification dialog allowing them to accept or reject the assigned job. This process
is tracked through the Job History section within the Job pages.

The ‘All’ refiner will display all jobs regardless of their status.
‘Active’ will only display jobs with a status of Not Started, In Progress or Pending.
‘Inactive’ displays jobs with a status of Complete or Closed.

A date filter allows the jobs list to be refined and by default will show the current year. Changes to
the date range will be persisted until the user clears their browser cache. The date range works
against the Job Finish Target (for standard jobs) which is held in the Other date field within Job Dates
or the Current Due Date (for tax jobs).

Columns can be added to the view to allow the user to manage their jobs effectively.

Secvice -\cho.u

Qe Con

o

am Name

1LHE B
g

The available columns are:

Column Description

Job Id The job’s unique identifier within the database.

Client Code The Client code that the client that the job is assigned to.
Client The Client that the job is attached to.

Short Code The Client’s short code.

Group The group that the client belongs to.
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Service

Job Type

Job Name
Partner
Manager
In-Charge

Is Job recurring?
Job Status

Job Work Status

Job Complexity
Date Created
Period Start
Period End

Finish Target
Current Due Date
Date Assigned
Date Accepted
Next Action Date

Job Code

Job Species

Current Staff

Tax Form

Tax Year

Job Office Code
Estimated Fee

Budget Hours

Budget Value
Actual Hours
Actual Value
Billed WIP
Written Off WIP

The Service that the job is attached to.

The Job type as specified in the Job Header table. This field is hidden
within the job details.

The name of the job against the client.
The partner responsible for the job.
The manager responsible for the job.
The Staff member In Charge of the job.

Indicates whether the job is recurring or not.

This column shows the main job status of Not Started, In Progress etc.

Displays the associated Workflow Status if the job status is set to In
Progress.

Displays the complexity of the job if being used.

This field will show the date that the job was first created.

The Job’s Period Start date as set on the Dates panel of the job.
The Job’s Period End date as set on the Dates panel of the job.
The date entered into Other End within the dates panel of the job.
The date entered into the Deadline End date.

The date that the job was forwarded onto a staff member.

The date that the job was accepted by the staff member.

The next due date which is based on Task dates, Deadline and Other
dates.

The job code assigned to the job. This is an alpha numeric identifier
that must be unique to the client.

This field indicates whether the job is a Standard job, a Standard Tax
Job or a Complex Tax Job.

The staff member that the job has been assigned to. This will only be
updated if the staff member has accepted the job.

The Tax Form that the job is based upon.
The Tax year for the job.

The office that the job belongs to.

The Estimated Fee for the job.

The total of the budget hours for the job. This is always provided as a
total figure regardless of the budget type selected.

The total of the budget value for the job.

The number of actual hours that have been worked on the job.

The WIP value of the actual hours that have been worked on the job.
The amount of WIP that has been billed from the job.

The amount of WIP from the job that has been written off.
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Rollover Status Indicates whether the job has been rolled over or whether it can be
rolled over. N/A indicates a job that has not been set as recurring.

Rack Description Indicates which Rack the job has been assigned to, if racks have been
set up. (Tax Jobs)

The columns can be sorted into ascending or descending order by clicking into the column header.

The Search field will search against any text column that has been added to the grid.

Jobs for Madaline Snyder

Clisnt Coae Client Job Name Service Action

Jobs can be displayed with differing colours based on the Workflow status of the job.

THE CLIENT JOBS LIST

The Client Job Details page works in the same way as the Staff Jobs list but provides a grid view of

the jobs associated with the client. The default view is of all Active jobs, but this can be changed by

selecting either All or Inactive refiner at the top of the page. Specific jobs can also be searched for
using the Search field. The search facility will search on text data within any columns that are
displayed within the grid view.

The columns can be sorted into ascending or descending order by clicking into the column header.

There is also the ability for each user to select the columns that they would like displayed in the grid

view. Additional columns can be selected by clicking onto the Columns button and selecting the
required columns.

Chapter: V9 End user Guide to Jobs

N



THE GLOBAL STANDARD JOB MANAGEMENT PAGE

The Global Standard Job Management page can be found from the Taskpad on the Staff menu.

Global Standard Job Managemen!

n A ! Date From [ -] 5

Search

Totst Nenms 12864 ety -

Clisnt Coce Cliemt Job Name Partoer Acton

It provides an administrator a global view of all standard jobs within the system. It works in the same
way as the Staff Jobs list, but does not have the My Desk refiner. There is a Global Tax Job
Management page that will display all tax jobs.

OPENING THE JOB DETAILS

Job Details can be opened and viewed either as an In Line View or as full job pages. Both methods
allow the editing of the job if the user has the correct permissions.

THE IN LINE VIEW

The In Line view is a quick way of viewing and updating job information. This view can be seen by
clicking onto the job name within a job list.

m Loy o te

Dtat Hems Cobarny

Job Current Due Curment Fimish Next Action Estimatec Sudget Budget  Actual Actual Bilied
Job Namwe  Pariner Status Date Stan Manager Target Date Fee Hours Value Hours we wip Action
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The Job will expand within the grid to display the job menu as panel selections. Selecting a panel
option will display the information for that section within the grid.

Job Current Due Current Funish Next Action Estimated Bucget Budget  Actual Actual  Siiled

Job Name  Partner Satus Date suan Manager  Target Date Fee Haurs Value Hours we we Actiol

Wocssd  Ghele val 161272 X O 0

m Name

Management
Job Code

Job Status

Roles Workfiow $tatus PO ™ Y
Current Staff Inaiocated Formua
Office
Department hormatt .

Master File

Job details can be viewed and updated from here.

This view allows the user to expand the job details and make updates quickly. Clicking onto the next
job in the list will open that job with the same panel expanded.

FULL JOB VIEW

Alternatively the full Job Details page can be opened using the ‘Open Job’ link in the Job Grid.

Cilent Coce Clismt Job Namae Panner
PARDO1 Partunent Mames Corporation Accounting 2011 Zepnana Matthess

The Job Details page will be displayed with the same information as the In Line View. It also includes
some additional features and the History panel.

Ciant  HARDGGG- Hams Foothal Acacemy
Deta i l s Jeb UNSNOWN. Accounting 2016
Frint Fas Do Tine Enr
Nama
Jeb Code waxison: = _
Job Status tana

Workfow Status

Current Stafnt WEIOCAIN0 Fornwd

Office Butan . '

Oepartment

Master File
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THE JOB DETAILS

The job details are displayed as sections within the page. If opening using the Open Job link rather
than the Inline View, a menu of the section headings is displayed on the right hand side of the page
and can be used to quickly jump to the section that requires editing. The Inline View will display the
menu on the left hand side.

DETAILS PANEL

The details section comprises of the basic job information such as the Job Name and Status. The
following information is available in this section:

Details
Job Status
WorkBow Btatus
Current Star
Department
Master Fow
Field Description
Name: The title of the Job. Must be unique on the client.
Job Code: A unique identifier for the job.
Job Status: The jobs current status. The available statuses are:

e Not Started —indicates that the job has not been started. This
status will change automatically when time is entered to the
job.

e In Progress —indicates that the job is In Progress

e Complete — marks the job as having been completed. No
further Time or Expense entries can be made against the job
but the job can still be billed or written off.

e Closed —indicates that the job is finished and there is no
longer a WIP balance against the job. The job will not be
shown in any job lists.

e Pending — indicates that the job has a questionnaire that
requires submission and/ or approval.

Workflow Status: This refers to the progress of the job. This will only appear once the
Job Status has been changed to In Progress.
Current Staff Displays the staff member that the job is currently assigned to. This is

updated based on the forwarding of the job.
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Forward: This button allows the job to be forwarded onto another staff
member. The default drop down will display any staff associated with
a role on the job. This can be changed to a staff search field by clicking
onto the edit icon next to the staff field. The notes field can be used to
put a brief note for the staff member it is being forwarded to.

Office: The Office that the job belongs to. This can be used to restrict staff
viewing the job.

Department: The Department the job belongs to. This can be used to restrict staff
viewing the job.

Master File: This is text field that can be used to record the location of the master
file for the job. This field is for information purposes only.

JOB MANAGEMENT

The Management panel displays information relating to the ownership of the job and key
preferences for the job:

Management
Job Estimate £2,000.00 Schedule
P.anner IMadaline Snyder Q
Manager Shelley Salazar Q
In-Charge Unallocated Q
Complexity Level 0 v
Staffing Type Assigned v
Time-Emry Permission An'_\-one can enter time r
Estimate to Complete Don't use Estimates to Complete v
Recurring Job
Cancel
Field Description
Job Estimate: This field displays the expected value of the fee for the job.
Partner: This displays the Job Partner assigned to the job. If the job partner is to

be changed, remove the existing partner and start typing the name of
the partner to be added. An autocomplete list will be displayed with
possible partners. Select the partner who is to be added.

Manager: As for the Job Partner.
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In Charge:

Complexity:

Staffing Type:

Time Entry
Permission:

Estimate to
Complete:

Recurring Job:

Frequency:

Roll button:

As for the Job Partner. The In charge can be any staff member who is
to have responsibility for the job.

This can then be used to determine the level of staff that should be
allocated to the job.

This field is for use with the Tax Return Tracking system and indicates
whether the tax return should be allocated to the First Available
person or Assigned to a designated staff member.

This provides the ability to restrict who can enter time against the job
— either ‘Anyone can enter time’ or ‘Only people in roles can enter
time’.

Indicates whether an Estimate To Complete (ETC) is allowed. If
Estimates To Complete are allowed then entering time to the selected
task will display the budgeted time (the original ETC), the actual time
to date and allow entry of the estimate of the remaining time. An ETC
icon will then be shown on the user’s timesheet where they are able to
update the ETC information. This information will also be displayed
and is editable from the ETC portfolio.

A checkbox to indicate whether the job is to be recurring. If this is
checked an additional Frequency option will be displayed.

The frequency of the recurring job. The options that are available are —
Manual, Annually, Semi-annually, Quarterly, Monthly, Biweekly and
Weekly.

This button will display the Roll Job forward dialog. Options on this
dialog allow:

e Keep Current Staffing On Roles — this will create the new jobs
with the same staffing as the current job.

e Automatic Budget — this will create a budget for the new job
based on the previous jobs actuals.

e Task Scheduling — this provides options to create a task
schedule based on the current job’s schedule. Options here
include — Don’t Schedule, Replicate Schedule, Schedule to Staff
and Schedule to Grade.
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JOB RATES

The Rates panel provides information regarding the charge rates that will be used for the job.

The available options are:

Field
Rates for this job

JOB DATES

Description

Also called Rate Types. This is a feature at the Client, Service and Job
level that will calculate WIP values based upon the set Rate Type.
There are four possible rate types that can be applied to jobs:

e Standard (default) — this will apply the staff members default
charge rate to any WIP on the Client, Service or Job.

e % of Standard — this will apply a percentage value to any WIP
on the Client, Service or Job. This allows for the WIP to be
either discounted or charged at a premium without being
dependent upon the staff member having an appropriate
charge rate.

e Flat Rate — this will apply a flat charge rate to any WIP
regardless of the staff member’s charge rate.

e Custom rates by grade or staff — this will apply a rate based on
either the staff member attached to the rate or the grade
associated with the rate. This Special Rate is only available at
the Job level.

Note: If a rate type is applied at all three levels the Job level rate type
will take precedence followed by the Service rate type and finally the
Client rate type.

The Dates panel displays the key dates for the job:

Field
Job Period

Deadline

Other

Actual

Description

The start and end dates for the job period will be populated based on
the client’s Year End date (on the Client Details page under the Client
menu). If no Year End date is populated against the client this date can
be manually entered.

Dates to indicate when the job must be started and finished by. This
will be reflected in the Current Due Date field on the Jobs List pages.

Other dates, such as Target start and end dates that are important for
the job. This will update the Finish Target date on the Jobs List pages.

These dates will be auto populated when the job is started and marked
as complete.
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JOB ROLES

Job roles allow a list of staff to be defined who will be working on a specific job. This can be used in
conjunction with the ‘Time Entry Permission’ to restrict who can enter time to the job. Roles can also
be used when budgeting against the job.

Role Resource(s) Primary

Junior Adam Newton * | Akeem Neal x | 1dd staff Akeern Neal v 1
Quinn Whitehead

Managex Mary Berg x taff Mary Berg v W

Parmes in Madaline Snyder x ] staff Madaline Snyd v i}

charge

Senior Sybil Donaldson * ) ifT Sybil Donaldso v ]

Prepare v | | Add
Any roles that have already been set against the template will be displayed here. Additional roles
can be added if required for a specific job.

Type the name of the staff member to allocate staff to a role. Repeat for all staff that are required
against a specific role.

It is also possible to set who the Primary Staff member is against a role. This is for information
purposes only.

JOB TASKS

The Job Tasks section will not be available for Standard Tax Jobs. The job tasks section displays any
tasks that have been added against the job. These tasks can be edited, deleted and new tasks added.
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Tasks

Subject Due Date Budget Actual Staff Date Completed
Request books and records Invalid date 0.00 0.00 Unallocated G @
books and records received Invalid date 0.00 0.00 Unallocated G @
2 Fieldwork Invalid date 0.00 0.00 Unallocated ] i
Manager review Inva-lid date 0.00 0.00 Unallocated G | @
Paftner review Invalid date 0.00 0.00 Madaline Snyder @ i
Sign off Invalid date 0.00 0.00 Unallocated G @
E ] k Subje Add Task | =
TOTALS 0 0

Any budget information and actual WIP information allocated against each task will also be shown.
Budget figures will be displayed against the task, but can only be edited from the Budgets panel.

New tasks can be added to the job by entering a task subject and clicking onto the Add Task button.
Alternatively a detailed task or master task can be added using the drop down of the Add Task
button.

Tasks can be edited by clicking onto the edit ( = ) icon, which can be found next to the Actual
value. This will display the Task Details page where any task details can be added/ amended.
Remember to click onto the Save button to save any changes.

Edit Task

Task o
Subject Partner review
Status Mot Started v
) On Hold

Additional Info

Priority Low v
Staff Madaline Snyder Q
Role Partner in charge v
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Tasks can be deleted by clicking onto the Delete ( - ) button next to each task.

JOB BUDGETS

The Job Budget section will display any budgets that have been set against the Job, Role, Staff
Member or Task — depending the on budget type that has been selected.

Budget

Budget Job

Rols Hours Value

Job Total 70.00 £70.00

Save Changes Cancel

Values can be changed by clicking into the Hours and Value fields. The Value will be calculated
automatically for the Role In Total budget type and the Staff budget types.

The various budget options are described below:

e By Job In Total - Total figures for the number of hours and the value for the job can be
entered.

e By Role In Total — The total number of hours for each role is entered. The Value is calculated
based on the default charge rate that is set against the grade attached to the role. An
‘Estimate to Complete’ field will also be displayed if the job is set to use Estimates to
Complete. The initial budget figure will create the initial ‘Estimate to Complete’ figure.

e By Task In Total — Allows total figures for hours and value to be entered against each task on
the job. An ‘Estimate to Complete’ field will also be displayed if the job is set to use
Estimates to Complete. The initial budget figure will create the initial ‘Estimate to Complete’
figure.

e By Task By Role — Allows a budget figure to be entered for each role on each task of the job.

e By Staff By Date — A budgeted number of hours can be set against each staff member who
will work on the job. The date is used to add the budget into the schedule if the Sync Budget
with Schedule is checked.

e By Task By Staff By Date — A budgeted number of hours can be set against each task and a
staff member assigned to that task. The date is used to add the budget into the schedule if
the Sync Budget with Schedule is checked.

It is also possible to Import a budget from a prior recurring job using the Import button. An Import
Budget dialog will be displayed, if the job has been rolled from a previous job, providing a choice to
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import the budget based on Actual Time or the prior year’s budget. It also provides the facility to
adjust the budget by a percentage.

JOB HISTORY

The History section provides an area where information pertaining to status updates or any other
important information can be recorded

New notes can be created and existing notes can be edited from here. System created notes (due to
status update etc) cannot be edited. To add a new note, select the Add Note button.

JOB BILLING

This section provides a place to assign a particular billing address and Attention Of for the job. The
billing address itself is set up on the Other page of the main client details.

A default fee narrative can also be entered here. This narrative will then be used when billing the job
and the Build Fee By Job option is selected on the Fee Narrative tab of the fee wizard.

JOB QUESTIONNAIRES
This page will display any associated questionnaires with the job.

Selecting the required questionnaire will display the questionnaire details for completion. Once the
guestionnaire has been completed it can be submitted or closed.

Any job where the questionnaire has not been completed or approved in the case of mandatory
guestionnaires will appear under the Pending status on the main Jobs page for the client.

Questionnaires can be Viewed and Approved from the Questionnaires page on the Client menu.
Click onto the Job tab and expand the Job to display the questionnaire and its status.

Expand the line and then right click onto the questionnaire to access a context menu with options to
View the questionnaire, Approve or Delete the questionnaire.

Note: Mandatory questionnaires MUST be approved before time and expenses can be entered
against them.

PRINT

This button will generate a job cover sheet.

FEE

The Fee button provides a facility to create a single job draft fee. A Job Billing dialog is displayed
providing options to select the type of bill that is to be created:
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Create Bill for Job

Unposted Time

Unposted Expenses/Disbursements
Current WIP Balance

Total WIP Balance

Billed To Date

Job Billing Value

What type of billdo y

® Manual Draft
Interim Bill
Progress Bill

Final Bill

Option
Manual Draft

Interim Bill

Progress Bill

Final Bill

£597.00
£0.00
£0.00
£597.00
£0.00
£2.000.00

ou want to create?

£0.00

£0.00

Create Bill Cancel

Description

This is the default setting that will display the standard fee wizard,
but with the Single Job Fee selected for the job.

This option will create an interim fee for the amount entered into
the value box on the dialog window. The value of the fee will be
created as an On Account entry. The draft fee can then be accessed
from the client dashboard or the Fee Portfolio.

This option will create a progress fee for the amount entered into
the value box on the dialog window. The fee will use WIP to the
value of the amount entered and carry forward any remaining WIP.
The draft fee can then be accessed from the client dashboard or
the Fee Portfolio.

This will create a single job draft fee that can be accessed from
either the client dashboard or the Fee Portfolio.

The actual fee process is the same as elsewhere within Practice Engine.

DELETE

The Delete button allows the job to be deleted.
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TIMESHEET ENTRY

Time can be entered against a job as a normal timesheet entry, but additional options relating to
timesheet entry include the Work Timer and adding Scheduled Entries.

THE WORK TIMER

The work timer can be found from the Home menu and from within the full job details. Its purpose is
to record the time spent on a job and allocate the time to the timesheet.

The work timer can be set running from either the Home menu or from the job details pages — the
Time Entry button. It can then be left running and the work timer window closed.

Jobs can be added to the timer by either using the Time Entry option from within the Job pages or
from within the work timer itself.

v Remove On Post

Detalis Tme Worked Actions

HARDI : Hiaerin Trsning ang Conmting o tay m CHewt W

PROJ1_8 : Project Work B - schecule (o staff

PROJY : ETC 4

© BIALOY © celioows Butters Inc PO e - & Post m CReset W [

PROU : Project Work

< Add a Timer Sefect 2 Job, 'V

\

New jobs are added via the line at the bottom — Add a Timer. Once added the timer can be started
and stopped against any of the listed jobs, but can only be run against one job at a time. The timer
will continue to run when the Work Timer Dialog has been closed and also when Practice Engine has
been closed. If the time exceeds 24 hours, the work timer will display a message indicating a
maximum of 24 hours can be posted in a single entry.

The time can be posted to the timesheet using the Post button, and once on the timesheet further
information such as additional narrative can be added.
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Work Tuner

Detaiis
o

HARXI ; Haeria Trasning ang Consuting

PROJY_A : Project Work B - schecule (o staft

@ Aot - Carctine Bawaon & fow seconds & ont m Cheot B

PROJY : ETC tos

© BIALDY : celious Butters Inc » PO e m CReset W

PROJY : Project Work

Add 3 Tmer:  seanch clent Sefect 2 Job. V| A st

By default the job will be removed from the work timer when it has been posted. This can be
changed by unchecking the Remove On Post checkbox at the top of the timer.

o Remove On Post
Detalis Tne Worked
@ AR 1 Haerla Trsning ang Conmating o gay PN RN Cient B
PROJY_# : Project Work B - schecule (o staff
@ DAWDO : Carcline Dawson @ fow seconds X onl m Cheont B
PROJT : ETC tos?
O  BAs0t - Gelicious Butters inc *hOotme . & Post m CReet W
PROU : Project Work
Add a Timer: e e Setect 2 Job, v A e
Cose

SCHEDULED ENTRIES

If a staff member has been scheduled against a job or a task they can use the schedule button to add
the scheduled entries to their timesheet. The Schedule Button shows on the weekly timesheet
header:

[ || e e ln—nuunn |[ o= ]
o PR Yemgen nw "
e TS Aol )
Charge S »m Targrt S "o
Mt ACTIN Actieitye L Lt [ J
e, W o L e - 7 om w we e un un LBt bt k. oy .

Copyright 2016 The Practice Engine Group Ltd. All Rights Reserved
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Clicking onto the Schedule button will display a list of items that the staff member has been
scheduled to for the week along with any entries that have already been put onto the timesheet.

Select the entries that are to be posted to the timesheet and click onto the Post button. These
entries will be entered onto the timesheet, but can be edited as required.

They will be displayed on the Diary Entries page (clicking onto the Schedule button again) as below
to indicate that they have been entered onto the timesheet:

St Toys - Orargeatile Tene
Unagorowed Lamve Raguest - (eneedl Gay off

‘_l—m a-am
M o -

Copyright 2016 The Practice Engine Group Ltd. All Rights Reserved
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JOB MANAGEMENT

There are multiple ways of managing jobs, from the Staff Jobs list and the Client Jobs list through to
specific portfolios that can be used. For detailed explanations of these please refer to the Jobs and
Workflow Administrators Guide.

| ROLLING JOBS OVER

Recurring Jobs can be rolled over using the Roll button on the Management panel of the Job.

Management

Job Estimate £2,000.00 Schedule

Partner Madaline Snyder Q

Manager Shelley Salazar Q

In-Charge Unallocated Q

Complexity Level 0 v

Staffing Type Assigned v

Time-Entry Permission Anyone can enter time v

Estimate to Complete Don't use Estimates to Complete v

[« Recurring Job

Frequency Manual v
Save Changes Cancel

Clicking onto the Roll button will display a dialog of options:

Roll Forward Job

Rolling a Job forward will create a new job in the next period. This process can carry
forward a number of items. Review the options below before continuing.

Keep Current Staffing on Roles

¥ Automatic budget
Create a budget based on prior year actual

Task Scheduling Don't Schedule v

Roll Job Cancel
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Option Description

Keep Current Staffing  This option will take the current staffing and apply it to the rolled
on Roles: over job.

Automatic Budget: Selecting this will create a budget for the new job based on the
actual timesheet entries of the current job.

Task Scheduling: This provides ways of scheduling staff against any tasks in the job.
The available options are:

e Don’t Schedule

e Replicate Schedule — this will copy the current schedule and
create a new schedule based on the recurring frequency of
the job.

e Schedule to Staff — this will create a schedule based on the
actual staff who worked on the job.

e Schedule to Grade — this will create a schedule based on
the grades of staff who worked on the job.

Click onto the Roll Job button to create the new job. The new job will be opened so that details can
be amended as necessary.

SCHEDULING JOBS

Jobs can be scheduled to staff from within the job itself using the Schedule button on the
Management panel and also through the Scheduling Portfolios — Department Schedule and My
portfolio schedule.

SCHEDULE BUTTON

The Schedule button in the Job Management section opens the Schedule page for the selected
client.

Management

Job Estimate £2,000.00

The view displays 2 weeks, and the view can be scrolled to earlier or later dates using the Day and
Week buttons.

HAROOS8 : Haris Foolball Academy

UNKNOWN _1 ; Accounting 2017

san
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By default, the view will only display rows for scheduled staff. However, the check box ‘Show All
Rows’ will display a row for each staff member attached to the job — either as Partner, Manager, In
Charge or against a role.

The ‘Show Availability’ check box displays an Availability view at the bottom of the screen. This view
allows for available staff to be searched for, with filters against Office, Department and Grade. For a
detailed explanation please refer to the section within Department Schedule.

Existing schedule items can be edited or deleted by double clicking onto the item. Existing items can
also be moved to different days or staff by dragging to the new day or staff member. Items can be
copied by selecting the item and using the Clipboard option that will appear in the top right hand
corner, with the instruction to ‘Drag to copy’.

New schedule items can be added using the Add Schedule button.

HAROQS8 : Haris Foolball Academy '

UNKNOWN _1 : Accounting 2017

This will display the Schedule Editor.

Add Schedule
s Q
Client Football Acasery Q
Jeb
Tashk '
Notes

Available Hours

Hours

Roles

m oo

Type the staff member’s name to be added to the schedule. Select the associated Task if being used.
Enter any Notes — these may be used to prompt the staff member about the work involved, or can
be used as the narrative on the timesheet.

Set the Date that the schedule is to apply to. Enter the corresponding Hours and allocate the staff
member to a Role.

Remember to save the changes that have been made using the Add button.
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DEPARTMENT SCHEDULE

The department schedule provides a departmental summary of job and task allocation, as well as
providing the ability to create and amend schedules.

Options are available to filter by Office, Department and Grade. By default only scheduled staff will
be shown, however all staff can be displayed by selecting Show All Rows. It is highly recommended
to have filters set before clicking onto Show All Rows, particularly in large organisations.

An overview of scheduled jobs and tasks can be seen by hovering the mouse over the relevant entry.

New entries can be added by clicking onto Add Schedule button. This will open the Schedule Editor
where the Staff member, Client Name, Job, Task, Notes, Date, Hours and Roles can be added.

Entries can be copied by clicking onto the entry. This will copy the entry to the clipboard at the top
of the page, where it can then be dragged to other days/ staff members. Double clicking onto an
existing entry will allow for editing of the schedule details.

Entries can also be dragged and dropped to different days or staff members.

The Show Availability checkbox will display an additional section at the bottom of the screen. In this
section it is possible to view staff availability filtered by Office, Department, Grade and then a
selection of the returned staff.

Each returned row displays the staff members scheduled hours/ standard hours and then the
remaining available hours in brackets.

A DD‘y'|E.‘ Swap 0.00 | 7.00
(7.00h)

Available staff members can be swapped with existing staff on all instances of a job using the Swap
button. The job that requires the staff swap must be highlighted in the top schedule before the Swap
button becomes available. Clicking onto a job will highlight all instances of that job in the scheduler.

Click onto the Swap button against the staff member who will replace the original staff member. A
Replace Staff on Job dialog will be displayed where the user can select which original staff member
to replace.

Click onto the Close button to activate the swap.

Scheduled items can also be moved to available staff without changing the staff member on all
scheduled items on the job. E.G. when only one out of 3 scheduled items for staff member A is to be
changed to Staff member B. In this case the Swap would not be appropriate.

This option is achieved using the When | Drag Items drop down:

View Availability for Hereford |w| = -All Depts- -All Grades- v| Currently Vie

Highlight Low (2.00) Il High (6.00) 1NN When | drag items  add new |

The options available are Add New or Move the Item.
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o Add New will create a new schedule item when an existing schedule item is dragged onto an
available staff member. The job details will be created from the dragged item and a line item
will be created in the schedule view for the staff member.

e Move the Item will change the staff member allocated to the job for that scheduled item.
Drag the scheduled item onto an available day for the staff member required.

MY PORTFOLIO SCHEDULE

My Portfolio Schedule provides a schedule view of all jobs that the logged in staff member is
scheduled on or is responsible for by being the Job partner, Job Manager or Job In Charge and has
scheduled items against it. This portfolio can be located under the Portfolio menu — Task Pad — My
Portfolio Schedule.

An overview of scheduled jobs and tasks can be seen by hovering the mouse over the relevant entry.

The ‘Show All Rows’ check box will hide/ display any jobs that do not have scheduled items against
them.

New entries can be added by clicking onto Add Schedule button. This will open the Schedule Editor
where the Staff member, Client Name, Job, Task, Notes, Date, Hours and the Role can be added.

Entries can be copied by clicking onto the entry. This will copy the entry to the clipboard in the top
right corner of the page, where it can then be dragged to other days. Clicking onto an existing entry
will allow for editing of the schedule details.
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