(_.\ TotalServ PRO

-l.ll EASY END-TO-END SERVICE PRO MANAGEMENT

=L Time & Billing

User Guide

On the globally available platform...

=" Microsoft
Dynamics 365 / CRM

CRM Versions Supported:
CRM 2015, CRM 2016, Dynamics 365, IFD and CRM Online

Time and Billing for Microsoft Dynamics 365 / CRM Online or On-Premise is a flexible enhancement
that starts by allowing you to dollarize yours resources flexibly with CRM Users and Contacts.

Manage their cost and selling amounts they generate automatically. Designed for user-easy time
tracking flexibly, to close the loop on all time, cost, and revenue. As your Resources’ time is tracked
in CRM Activities to Jobs or Cases, cost and revenue accumulate.

T&B'’s Pre-Bill editor allows easy Account Activity line-item approval management. Completing your
business cycle is Billing Generator production ease with final managed Invoice or Statement
oversight for the best customer image and billing professionalism.

Coding Version  :1.0.0.820
Document Version: 5.0.0.0
Document Date  :JAN-01-2018



( D TotalServ PRO

1.." EASY END-TO-END SERVICE PRO MANAGEMENT

E} Time & Billing

Copyright

Copyright ©2018, www.totalservpro.com . All rights reserved.

Your right to copy this documentation is limited by copyright law and the terms of the software license agreement. As the
software licensee, you may make a reasonable number of copies or printouts for your own use. Making unauthorized
copies, adaptations, compilations, or derivative works for commercial distribution is prohibited and constitutes a
punishable violation of the law

Disclaimer

Information in this document is subject to change without notice and should not be construed as a commitment on the
part of TotalServ Pro and does not assume any responsibility or make any warranty against errors that may appear in this
document and disclaims any implied warranty of the merchantability or fitness for a particular purpose.

Page 2 of 97 Copyright © 2018 TotalServ Pro


http://www.totalservpro.com/

EASY END-TO-END SERVICE PRO MANAGEMENT

Table of Contents

100 1 2 ] I 2
DISCLAIMIER ....cviiiuiiiuiiiniiiniieniieniieeiieniiesissssisesissssassssssssssssssesssstasstasstosssesssssssssssssssssessasssassssnsssnsssnses 2
DOCUMENT SUMIMARY ...ivuiituiieniiiniiiniinciasissisiiasitesisssiossiorssrssstssstosstosstessssnsssssssssssasssasssassssssssnses 6
DESIGN & FLOW .....ciiiiiiiiniiiinniiienniiieenerineierensierenssssssssssssssssssssnssessnsssssnssssssssssnsssssnssssnsssssnsssssnssssansans 7
GENERAL ... cuiiiiiiiiiieiieiieeiieeitinieiaisiassiesstesstesssssssrasssssstssssassssssessssrssstssssasstosssossssssssnssssessasssansssssssnses 9
SECUINTY ROIE PriVIIEEES . ueeteii ettt et e e sttt e e st e e e s ata e e e e s teeeesasteeeesassaeeesssaeeeessseeeesseaeesansseeesnnssenenn
TIME AN BilliNG SEEEINES .eeiietiiie it e e et e e e st e e e s sabe e e e s s abee e e s abeeeeesbeaeesssbeeeeeasseeessnsseeeeennseaesennsens

Creating @ NEW USEI (ON-PrEMISE) .....ciuiiiieeeeteeeiteesiteeestteeeeeeestteesteeesteeesseeaseeesaseeasseeasssesssesassssssesesssessnsesansseesnsesenseees
Creating @ NEW USEI (ONIINE) ....oiiiiieiie ettt eetes sttt et et e e st e e et eeeatee e taeesateesssaeessseesasaeassseeansaeesseeanseeanseeesnsanesenan
0= 0 18] ol =T P PP PPPPPPPPPPPPPPPR
Y=o 18 ol =JN C 1 o 11 o PP PPPPPPRS
o] o T =T 10] o] =1 o SRR
o] I I T QL= 1o o] F= TR SUPRR
TIME AND BILLING ....ceuiiieiiieiiieiiriiiaiineiieesieesieessrassrasrassiasssssssssssrsssrsssrassssssssssssssssssssasssasssassssssssnsss 24
DT o] oY= e L3PPSR
Y Yo T 1= T D =1 ] o To =1 o KOS 24
T o U (ol D -1 o] o To T- Yo PSP 25
o] o AT T Yol g T=Te [N =T RSP 27
T o U (oI @ [T o b= U RT
(0 11T e TV N A b F Y RSP
CalENdar VIEW — WEEK VIBW.......vviiiiiiiie ettt ettt e ettt e e sttt e e st a e e e e st e eeesaateeeesaseaeeeessaeeeessaeeeessaaeesnsseeesanssenenn
Calendar VIEW — IMONTIN VIBW ......iiiiiiiie ettt ettt e et e e st e e e e et e e e e eaataeeesasaaeeesssaeeeeasseeeessaeeeensseeesnnssenenn
Calendar View — My Calendar and Completed ACHIVITIES ....cciiciiieiiiiiie et e e e s sar e e s seaeee s
TIME LINE VIEW = DAY VIEW...uiiiiiiiiiiiiiiiiiiteeee e sessiittteee e s sesitbtteeeeesssssasbeaaaeeessssssssaaaeeeessssssssaaaeesssssssssseaseesssssssssssaeeeesens
TIME LINE VIEW = WEEK VIEW ..ceniiiiieiiiiee ettt ettt sttt ettt et e st e et e e sate e sabae e sabeesabeesabbeesabaesnbbeesnbeesabeeesaseesnses

TIME AND EXPENSES ......ouiieiiiiiiiiiiiiiiieiieiieiieiiesieiisiiesiesrasiesssesrasiassssssestosssssssssessassassssssassassnsssnss 37
BT 0T = 0L OO PP RPPPPPP

TN POSTINES ..vvttttiitti ittt ettt et e e e sttt e e e s s e s abb et e e e eessssaaabtaaaeeeesssssssbesaeeeesssnsssssesaeeeesssnnssrssaaeeesssnnns 38

(o =T 1 TNt 41

D710 0 =T 1Y o T 1P
S TU Lo Fed Y ol Lo} ] {or=) o] o USRS PP
EMail NOtITICatioN SEETINES .. .uviiiiiiiie ettt e e e tte e e e et e e e e e bte e e e ebeeeeeeabeeaeesabeseeeantaeaeeaataeeeaanseeeesanseeeeennsens
S T=] (o BT - 11 RSP
21 T g Y= N7 1= RSP
(1 0T USSR
G- A Yol ¢ =T [V 1T ST
] o 31 2 U=T-Yo 10 ol L3P
Y= PP P P PP PP PPPPPPPPPPPPPPPPPR:
(o T<T LY LSRR PP PP PP PP PPPPPPPPPPPPPPPPPR:
I 151 = 1o =1 o PSPPI

Page 3 of 97 Copyright © 2018 TotalServ Pro



E} Time & Billing

EASY END-TO-END SERVICE PRO MANAGEMENT

I U = o T [ o F PR 60
L0 ]2 17N (P 62
Y TaE Tl =T o 10 o ol PSP PPPPPPRPRPPPPPR 64
=R o 10 ol =T L\ o 1= PRSP PPPPPPPPPPPPPPPR 64
O YY1 F=1 o 11 1 PP URR 65
RV 1LY A O 11T Vo - USSP 65
0= o 18] ol T S P PP PP PPPPPPPPPPPPPPPR 67
T (=l o] 1 = S P TP PP P TUPPRPPPPT 67
(o T=T 0 LY LSO PP P PP PP PPPPPPPPPPPRPPPPPPPR: 68
LT T Y= [ T4 S OO T TSP PPPPPPPRTOPPPIP 68
BILLING ....ociiiiiiiiiiiiiiiieiieieecteetetesesestastastassesssassassescasssastassassssssassnssessssssassassassssssassnssssssnssnssassanans 69
T (=l o] 1 = ST P PP PR UUPPPPPPPO 69
23] = T L= L =T o o PP 71
[NV OICES rvteteeeeeeeeeeeeeeeeeeeeeeeeeeeeseeseeeeeeeeseeeessessessessessssssssssesssssssssssasassssssessssssssssssssnssssnsssssssssssssssssnssnssssssssssnsssssenssssnssssnnnnnnnnns 72
[NV OICE GENEIATON .uvuiiiiiiieiiieteteteeeteeeererrererererareeeereeeeareeeeereeessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssnsnnns 76
LG 1YL PP PPUPTPTORPPPPR 78
(o T=T 0 LY LSRR PP P PP PP PPPPPPPPPPPPPPPPPPPR: 80
BT TSI [T &SSP PRPR 83
T L=l o] 1 = S PO P PP P SPPTPPPPP 83
CUSTOIMIERS .....ciieiiiiiiiiiiiieiiiieiieiieeieesiesiasiescsestastostassssstastassessssssastassassssstassassessssssastassassssssassnsssnssns 88
F Yol ol0 10 ] o) X PP PPPPTPPPRN 93
GO ACES oo 94
ADMINISTRATION ...cciciiiiiiiiiiiieieiieiiaiieitettesiattsiescssstastostassssstassastessssssastassassssssassassessssssnssassasssnss 96
T o 10 (o= W a1 1= 1 4 o Yo W PP 96

Page 4 of 97 Copyright © 2018 TotalServ Pro



EASY END-TO-END SERVICE PRO MANAGEMENT

Table of Figures
Figure 1: Time and Billing Project Manager’s FIOW ........uiii i iiiee ettt ettt e e et e e e et e e e s tte e e e sbaeeessabtaeesssteeeesnraeeesans 7
Figure 2: Time and Billing — RESOUICE’S FIOW ...cccuuiiiiiiieee ettt ettt e e et e e e et te e e e sbte e e e eabaeeeesantaeeesnteeeesnraeeennns 8
Figure 16: Navigation t0 SECUNILY ROIES ...ccc.uiiii ittt et e e et e e e e e tte e e e e bteeeeebteeeesastaeeesstaeeesastaeeessreeeesnns 9
= U T Y =1 Yot o o TR U LYY SRR 10
FIgUre 18: Manage USEI ROIES ......uviiiiiiiiieiciieee ettt ee e ettt e e ettt e e e ettt e e e eataeeeeataeeesasaaeesssaeeeensaaee s ssaesesnntaeeeansaeeeessaneenannrneans 10
Figure 19: Site Map — TimMeE & BilliNg ......veeiieiiie ettt et e e e et e e e e e sata e e e e asae e e s nbaeeeeansteeeeansaeeesannsneens 11
Figure 20: Administration WINOOW .........iii ittt ettt e et e e ettt e e e s ata e e e sataeeeeasseeeensaaeesansseeesanstaeesansseeesannrneens 11
Figure 21: TIMe and BilliNg SETLINGS ...ccvviieieiiie ettt e e e e et e e e ettt e e e ssaeeeeeeataeeeeasaeee e ssaeeesanssaeeeansteeesansseeesansrneens 12
Figure 22: TIMe and BilliNg SETLINGS ...ccuviieieiiie ettt et e e et e e et e e e e ssaeeeeeeataeeeeasaeee s ssaeeesansseeesansaeeesansseeesannrneens 12
FIGUIe 23: ACLIVE RESOUICES TOIMN L.iiiiiiiiiieiiiiiee ettt e ettt e e ettt e s ettt e e s at e e e e sabeeeesataeeesssaeee e ssaeae e nseeeeenseeeeeansseeesnnnsenenn 17
Figure 35: Resource Group SHOWINEG @CLIVE SrOUPS ..ciccuuiiiiiiiiieiiiiieeeeciieeesetteeesseteeeessareeeessnteeessssaeeessteeesssssaeessnssseeesnnsenen 19
FISUIe 36: RESOUICE GrOUP FOIM cuniiiiiiiiiieeiee ettt e e ettt e e e e e s s sttt e e e e e e sesaabaaaeeeesssasassbanaaeeesssnsssssanaaeesessnnasnns 20
Figure 37: JOb TemMPlate Nty fOIM e e e et e e et e e e e e ata e e e sabaeee e sbseeeesasaeeeenssseeesansreeens 22
=V N R ] (=T a To = T Y AT SRR 29
Figure 46: Calendar VIEW - DAY WiSE .....uuiiiiciiie it et te e ettt ee e ettt e s seteeessate e e e eataeeesssaeeeassaeeesssaeeesansseeeeansseeesansseeesnnsseees 30
Figure 47: Calendar VIEW - WEEK WiSE ....uiii i iiiiieecciiee sttt ee sttt e ettt e e sttt e e e s ata e e e sa bt e e e sataeeesssaeeesanssaeessssseeeeansseeesnnsseeens 31
Figure 48: Calendar VIEW - IMONTN WISE ..cco.uiiiiiciiie ettt e sttt e e st e e e et e e e e e ata e e e sstaeaesasbaeeeesnsaeeeennsseeesnnsseeens 32
Figure 49: My Calendar & COMPIELEA VIBW.....ciiicuiiiiiiiiiie ettt ee sttt s e st e e st e e e e sata e e e sabaeeesstaeeeesssteeeenssseeesnnsseeens 33
Figure 50: Time Line VIieW - HOUFIY diSPIay .....ueiiiiiiiiciiie ettt ee sttt s et e et e e s st e e e snta e e e esnsbeeeennsseeesnnsseeens 33
FIGUIE 51: TimE LiNE VIEW = DY .euetriiiiiiiiiiieieieieteeereeeeeeeeeeeeeeeaeeeeeeeeeeeeeeeeeeeeeere.e.e..............—.———————..................................... 34
FIUIe 52: TIME LINE VIEW = WEEK....eeeuieiee ettt e ettt e e ettt e e e ettt e e e e ataeeesataeeeeataeeeeasaeeeeansaeaesnsseeeeansaeeesansseeesannrneans 35
Figure 53: Time Line view - Dates (MONTN WISE) .....ciii ittt ettt e e e e et r e e e et e e e e abaeeeensteessansseeesannreeens 35
Figure 54: TIMe LINE VIEW = IMIONTN ..co.eiiiii ettt e e et e e e et e e e e eat e e e e easaeeeessaeeesantaeeeeansaeeesansseeesannrneens 36
Figure 57: Creation Of JODS - CRarts . ... ..iii ittt e e et e e et e e e e s eat b e e e esataee e e ssaeeesanbaeeeeansaeeeeansseeasansreeans 53
=V s R - T el o = T e [ o] =1 PR 54
Figure 60: JOb Task & RESOUICTE — iN JOD ..ecueiiiiiiiee ettt e et e e et e e e ettt e e e e sataee e e asaee e e ntaeeeeansteeesansseeesannreeans 54
= U N o T Y U= [ W oY SRR 56
Figure 64: New ISSUE Creation iN JOD ......ooi ettt e e ettt e e e et e e e eata e e e e abaeee s ntaeeeeansaeeeeansseeesannraeans 56
Figure 65: JOD Task - AQA NEW EXPENSE....cc..uiiieieiiiieeeciiee e ettt e e ettt e e ettt e e e ettt eeeseateeeeesataeeeeansaeeesssasaesnsssseeansseeeeansseeesansreeans 57
Figure 66: Navigation for TAsk BOArd........coccuiiiiiiiiie et ee et e e st e e st a e e e s sata e e e sasaeeeentaeeeasasseeeennsseeessnnseeens 58
=V N O A - T = o T o SRS 58
Figure 68: Navigation fOr ISSUE BO@I.......cccciiiiiiiiie ettt e s e e et e e e st a e e e eataeeeeataeeeensbeeessnsseeesnnsseeesansseeens 60
=V Y R U 2 T - o SRR 61
= U I o o B = 1] G o <1< o NP SRR 63
Figure 71: Add new job task general iNfOrmMation .......c..eciiiiiii e e e et e e et e e s bae e e s areee s 63
Figure 72: CRM ShoWing Manage RESOUICE ICON .....cciiiuiiieiiiiieeeeiiteeeeeiteeesitreeeeseteeeeesataeeessssseeesassaeeesstseesesssaeesenssseeessssenes 64
Figure 73: POP UP - MaNage JOD RESOUICE......uiiiiiiiieecciiie e ecittee ettt ee et e e ettt e e st e e e eata e e e eataee e e ssaeeeenstaeeeesnsseeesansseeesanssneenn 65
Figure 74: Resource calendar from IManage FESOUICE.......cccuuuieeecireeeeirreeeeitreeesitreeeestaeesesssseeeesssaeeessssseeessssseesssssseeessssseeens 66
Figure 75: CRM screen navigating thru CAlENAr ..........ueiiiiiiie ettt e e et ae e e e ta e e e eataeeeesnsbaeeesnnreees 67
Figure 76: Add NEW JOD Task MESOUICE.....uiii ittt e e e e e e st e e e e e e e e e s aabtaaeeaeeesesssbeaaeeaeeeeeaannssaseseasseanannes 67
Figure 77: Job Task ShOWING TIME POSEING.........uuiiiiiiii et e e et e e e e e e e e st r e e e e e e e e e s nabaaeeeeeeesesnnsraseeeeesennannns 68
Figure 79: Adding New EXPEnSe iN JOD TASK ......uuiiiiiiiii ettt s ettt e e e e e e e et e e e e e e s e e s anbaaeeeeeeessennssaseeeeesennnnns 68
Figure 80; Gantt Settings iNJOD TasK .....ueeii it e e e e e e st e e e e e e e e s b taeeeeeeeesennsraseeeaesennannes 69
Figure 101: CRM Time posting (UNAPPIOVEA) lIST ....ccc.uiiiiiciiie ettt e e e e et r e e e et ae e e e aba e e e e abaeeeeeasseeeeannreeans 70
FIUIre 102: BilliNg lIN@ TLEIMIS ..eeeiee ettt e e e e e e ettt e e e e e e s e et ateeeeeeesesassaaaseaeeesasssseaaeesesessasnssnnneeeeseanannes 71
Figure 103: BilliNg liN€ ILEIMS NMEW .. ..euiiiiiiie ettt e e e e e et e e e e e e e et tae e e eeeesesanbaaaeeaaeesesasnseaaneaeeesaassnsraneeaeeseanannes 71
FIUIE 104: INVOICE(S) lIST cnnetiieeieitiie e ettt ettt e e ettt e e ettt e e e tte e e e et saeeesaasaeaesassaeaesssaseaaansaseeassaesesssseeeanssesesanssasasannsnnans 73

Page 5 of 97 Copyright © 2018 TotalServ Pro



EASY END-TO-END SERVICE PRO MANAGEMENT

T8 I O T [ 1Yo 1 [l PP PP PP PPPPPPPPPPPPPPPRE 73
FIBUre 106: INVOICE CrEatiON — INEW ...iiiiiiiiiiiiiiiiiitiiittttteteeteeeeeaeeeeeae ettt eeat et st e seaeaeeeseeteeseeesesesssssessnssssssssssssnnnns 74
Figure 107: NEW INVOICE CrEATEM ......ccccuiiieieiiiie et ettt e ettt e e ettt e e et e e e e ettt e e e sataeeeeataeeaensseeeessaesesntaeeeansaneeennsansesansrneens 74
Figure 108: Add existing BilliNg LINE [LEMS .....eiiiiiiiieeciiee ettt et e e et e e e et e e e e et e e e e s b aeeesntaeeeesnsteeeeansseeesannsneens 75
= U I 01 B 1YY o T ol I o e o [F ot £ 75
Figure 110: INVOICe Paid / CANCEI INVOICE .....eiicuieeetee ettt ettt ettt e te e e teeeette e e ebee e taeeebeeestseesaseessesesabeeenseeessseessesessreens 76
FISUIE 111: INVOICE GENEIATON coiiiiiiieiieeeiee e ettt e e e e e ettt et e e e e e s bbbt e e e e e e e e s aabbbaeeeeeesasuabebaeeeeessassssaaaeeeesssaasnbenaaeeesssanannn 77
Figure 81: Types Of CaSES diSPIaYEA .......ueiiiiiiiiiiiiiie ettt e e e e st e e st e e e s sabeeeeessaeeesssseeeesnsteeesansseeesannsenenn 78
FIGUre 82: Cases - Create @ NEW CASE ....uiiiiiiiiiiiiitiee ettt e e e ettt et e e e e e s st bt e e e e e e s e s aabbbeeeeeessassnbtbaaeeesesasannesaaeeesssanannns 79
Figure 83: TiMe POStING ASSOCIATEU VIBW ....viiiiiiiiiieiccitie ettt ee sttt e st e e st e e et e e e e s atae e e ssbaeaesastaeeeesnsteeesnnsseeesnnnsenenn 80
FIGUIre 84: Cases - TIME POSTING ..cceeieiiieiieie ettt ettt e e e e st b et e e e e e s e s aa bbb et e eeessasnnbbbaaeeeessasannbeaaeeeesssanannns 80
Figure 85: EXPENSES - APPIOVE / REJECE .ouvviiuiiiiieiieieeiteecteeetteeteete e teesteesteestaesateebe e beesbaesbbeesaeesseesteastasstaesasesnbeenteeseeseensns 81
= U IR SR ] o 1= Rl {0 o o SRR 82
Figure 87: Expense FOrm showing RECEIPLS STOrE ......uuiiiiiciiiiiiciiie ettt e s st e e s abae e e e sabaeeesnnaneee s 82
Figure 88: List Of @ll TIMES SNEELS ...cii it e s e e et e e e e te e e e s ataeeeesatbeeeesasbeeeennsseeesnnsreeens 83
= U I3 E N0 V=T o [T AR 84
Figure 90: Time Sheet - INFOrMatioN .......ooi it e e et e e e et a e e e eeatae e e e asaeee s nbaeeeeansaeeeeansseeesannrneens 85
Figure 91: POP UP FOr Billahle HOUIS ......ooeiieieee ettt ettt e ettt e e et e e e eat e e e e eataee e e nsaeee s nsaeeeeansaeeesansseeesannrneens 85
Figure 92: Time Sheet fOrm SNOWING ICONS .......iii i et e et e e ettt e e e e sata e e e e abaee e s ntaeeeeansteeesansseeesannseeens 86
Figure 93: POp UpP 1O COPY froOm TiME SHEET.....coo et e st e e et e e e et e e e e ntaeeeeentteeesansseeesannreeens 86
Figure 94: Time Sheet With LOOK U SCIrEEN.....ooi ettt et e e e e et e e e e e ata e e e s asaee e s ntaeeeeansaeeeeassseeesannrneans 87
Figure 95: Time Sheet With TemMPIate data.......cccciii et e et e e et e e e e e abae e e e ntaeeeesasteeesansseeesannrneens 87
Figure 96: CRIM ACCOUNTS FOIM . .uiiiii ettt e et e e et e e e et e e e eateeeesataeeeessaeeeensaeee e ssaeee e nsaseeansaeeeessaeeesannrneens 93
Figure 97: Account FOrmM SNOWING OPTIONS .....ciiiiiiiiieccciiee ettt ectte e e et e e e e eate e e e eeateeeeeaasaeeesssaeseentaeeeeansaeeeeansseeesannrneens 94
Figure 98: ACCOUNT - BilliNg Praf@rENCE....ccc ettt e et e e ettt e e e et a e e e eaataee e e ssaee e e nbaeeeeansteeesnnsseeesannrneens 94
=V R @ 241V I @oT o | = ] o o PSR 95
Figure 100: New Contact Billing Pref@rEnCeS. ... ettt e e e s e e st e e e e bt e e e esabseeessnnneees 95

Document Summary

The following document is intended to explain the Time and Billing module of TotalServ Pro solution by the knowledge of
which you can easily manage your jobs/projects and monitor your resources closely in a transparent and accountable

manner.

To help you understand Time & Billing in its entirety, each and every minute detail is captured in this document with
related images. For better results, it is highly suggested to go through this document before actually using the TSP solution.
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Design & Flow

Time and Billing module is especially designed keeping in view of the business flows requirement’s and management level
securities. This module has is handled in two levels within an organization. The First Level is the Project Manager, who in
turn has all the powers to allocate to create the jobs to various resources along with facility to edit the posting which
include the financial part of the project. Few such operations are like Editing an Expense created by the resource or
Approve / Reject an expense. Finally the Project manager is responsible to create an invoice for the project or case wise.

Time and Billing Project Manager Flow

Role of a
Project Manager

v v v h 4
Create Invoice
Edit Time 5 roves Time :
Create aJob Postin Edit Expense AppPostin < with Account
g g or Contact
A4 h
T e Generate
o Billing Line
Assign Job Expense e
Resource
b4 ]— h 4
b Add Billing
Line item
Create Job Decision to Invoice
Task Yesor No
4 y
A
Approves Rejects Add
Time Time
2 Approve
P : b
Y i Posting Expenses
Assign Job
Task to Yesor No
resource
A
Rejects Reimburse
Expense Expense

Figure 1: Time and Billing Project Manager’s Flow
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The other level of user is Resource. This user can only view the jobs assigned to him by the Project manager or may start
using the same. The other functionalities that a resource will do is to create a time posting and mark them either they are

billable or non-billable tasks. The resource can also create an expense for the project he is involved as per the norms of
the company

Time and Billing Resource Flow

Role of
Resource

A \ 4 $
View (my) Create Time Create
Job Tasks Posting Expense
) 4
Open Job
Tasks Edit Expense
A 4 A 4
Marks Time Ma_rks Tume
Posting is Billed Posting is NOT
0sting 15 Bille Billable
v
View (my)
Time Posting
Figure 2: Time and Billing — Resource’s Flow
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General

Security Role Privileges

Security Roles are the standard functions of Microsoft Dynamics CRM and Time and Billing is compliant to the privileges
controlled by Security Roles. It defines your User’s access privileges whether to “Add” or “Create” records, “Modify” or
“Write” records using the Time and Billing solution. All the Time and Billing functionalities can be controlled by the
designated Security Roles explained briefly here and in CRM guides and Help.

Basically, a security role defines how different types of records can be accessed by one category of users, such as
salespeople. To control access to data, you can modify existing security roles, create new security roles, or change which
security roles are assigned to each user. Each user can have multiple security roles.

Security role privileges (A user's rights to perform specific actions on specific record types or to perform tasks. Privileges
are assigned by system administrators to security roles. Users are then assigned security roles. Examples of privileges
include Update Account and Publish Customizations) are cumulative: when a user has more than one security role, the
user will have any privilege allowed in any of the assigned security roles.

e You can set your own guidelines for Security Roles privileges. Navigate to Settings = Security = Users as shown
below.

. 3 —_— N Time & Billing TNB
Microsoft Dynamics CRM = | settings | v | Security rch CRMdata O [EENECEEEYINe o

Security

Which feature would you like to work with?

Users
Add new users, Edit information about users and deactivate user records. Manage the teams, roles, and licenses

assigned to users.

Teams

Add new teams and new members to existing teams. Modify the team description and delete members from teams.

Business Units

Add new business units. Edit and deactivate existing business units. Change the parent business unit

Security Roles
N
W  Create new security roles, Manage and delete existing security roles for your organization.

3 Field Security Profiles
Manage user and team permissions to read, create, or write information in secured fields.

ding enabling hierarchy modeling and selecting the model. You can also specify how
oecify the entities to exclude from a hierarchy.

Positions Access Team Templates
Add new Position. Modify the Position description. Add new team templates. Modify the team template description.

0B

Figure 3: Navigation to Security Roles

e It opens a new window with a list of Enabled Users as shown below.
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Time & Billing TNB

Microsoft Dynamics CRM | = | settings | v | Security ta Ev  MIC . tol

4+ NEw  # EDIT ¥, APPROVE EMAIL S REJECT EMAIL ".') MAMNAS “2 CHANGE BUSINESS UNIT % CHANGE MANAGER

+ Enabled Users ~ « o
w Full Name M First Name Site Business Unit T Main Phone h 4 [
Delegated Admin Delegated Admin newmtctnb
Time & Billing TNB Time & Billing newmtctnb 555-666-T777
' User 2 User newmtctnb

Figure 4: Select the User

e Select the check box against the username for whom you would like to manage the security roles and click on “Manage
Roles” on the ribbon.
e A new window will open as shown below.

Manage User Roles X

What roles would you like to apply to the 1 User you have selected?

Role Mame Business Unit

SYSTETTT LUSTONZET TEWTTICIND N
#| Time and Billing Administrator newmtctnb

Time and Billing Manager newmtctnb

Time and Billing Resources newmtctnb

Vice President of Marketing newmtctnb

Vice President of Sales newmtctnb

Ok Cance

Figure 5: Manage User Roles
e Based on the Resource Position in the organization security roles are categorized into 3 types. They are:
o Time and Billing Administrator — This resource has full privileges to create, delete, update, approve,
reject and billing (Administrator level).
o Time and Billing Manager — This resource will have the privileges to create, delete, update, approve
and reject
o Time and Billing Resources: This resource can able to see the assigned tasks and performs the time
postings for daily activities.
e Based on the resource posting, select the security role as “Time and Billing Administrator” or “Time and
Billing Manager” or “Time and Billing Resources” and “TSP License” and click on Ok to assign the role to the
user.
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Sitemap — Time and Billing

i i . Vikas Reddy
Microsoft Dynamlcs CRM El Time and Billing | v  Settings ® ® F  tsptestt . Lo

(1) L ;
GRAVITY HR Sales Service Settings

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration

- . = . « I
Resource Dashboard Time Entry Job Groups “m Customers Q Invoice Generator E Job Template Resource Utilization
Manager Dashboard ﬁ Expense ~l Jobs & Contacts Time Postings . Job Task Template @ Settings
g . p e (4 9 [P P L] 9 >
""_.‘ Topview Scheduler E Jab Tasks a Billing Line [tems

x Resource Calendar Invoice Entries

Time and Billing ~ I

HE

Figure 6: Site Map — Time & Billing

e On clicking Settings, an Administration window shows up with options such as Resources, Templates and Settings.

Dynamics 365 + | Time and Billing ~ | Settings

|Z| NEW ACTIVITY - = NEW RECORD ~ i, IMPORT DATA

Administration

;J!? Time And Billing Settings @ Resource Verifying

E& Email Motification Settings & Resource Groups Change Password
] Expense Types G2 Upload Images
& portal Settings @ Survey Questions

@ Question Templates

Figure 7: Administration Window

Time and Billing Settings

e You can set your own Time and Billing Settings.
o Navigate to Time & Billing—>Settings—>Time and Billing Settings as shown below.
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amics 365 Time and Bi

[#] NEW ACTIVITY ~ == NEW RECORD ~ i IMPORT DATA

Administration

ime And Billing Settings 3 esouUrce erifying

& Time And gilling S @r @ ver,

54 Email Notification Settings & Resource Groups Change Password
xpense Types oad Images

M cypenze Typ €2 pload Imag

& sortal Settings EE Survey Questions

@ Question Templates

Figure 8: Time and Billing Settings

e C(Click on Time and Billing Settings.
e To create a new Time and Billing Settings record, click on +NEW button on the ribbon.
e Allfields in the record has to be filled as explained below (also see the below image).

Microsoft Dynamics CRM

=+ nEW [& DEACTIVATE I DELETE éﬁ ASSIGN tJSHARE == EMAIL A LINK ".s?, RUN WORKFLOW  [¥] START DIALOG LLL

TIME AND BILLING SETTINGS : INFORMATION

MTC =

4« Company Information

Company Name * MTC Street --

Street2 -- Street3 --

City -- State/Province --

Postal Code -- Country --

Phone -- Email -

Owner™ & TSP Demo WebSite --

Approvals * Resource Manager

CRM URL™ http://tnb2016new:5555/tnbdevd Motification From -

License Key S5EfJGOXDbpRO +u¥345zuNYtHH2h+KomHnr7vix68sL1eklyBy7950bjzCtR620 2vSyFGaHpD 1PSKD7MJuRFmf43n6rrIVTitQmtsntswaXW/ZMNPpisSgoD

AE0w +tdp9zjn53mI0KUEXal9WOA4aQWyiNbgF6WbGAL/ KgyT8LnT7Tt45elQuDOkPI1JareNONV19LmPE91emdadmPaTuGOFusYT98qPHOAmMOCMbRYVS
hPIpFINZNQ+ewzglyaidxlcBCqMoCLc823gNuAdwAzkph7TIBKUg2szk8qyW2uYP200UWCgLR3JUwiGWCc+ 0PFynik8nBANGmM7ZCKD6+755TzEHO==

Mo Of Internal Users @ 10 Mo Of External Users @ 5
Mo Of Managers B s Due Date B 1273172016

4« Time Sheet Settings

Week Start Day ™ Maonday
Hours to Display ™ Total Hours

4 Sequence Numbers

Job Prefix® Job
Next Job™ 1,004

Figure 9: Time and Billing Settings

e All Inputs — fields marked with asterisks are mandatory.
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e Input Company Name, Owner and Approvals under Company Information.
e Approvals can be selected as Project Manager or Resource Manager or Both from the drop down. Consequently, all
the Time Postings of resources would be sent for approval as per the selection made.
e Under Time Sheet Settings, you can define the Week Start Day and Hours to Display.
e |f Monday is the Start Day, then in Time sheets you will have a week from Monday to Sunday or if you start your week
on Wednesday then the Time sheets will have week from Wednesday to Tuesday.
e Similarly Hours to Display — on every click the Options change from Billable Hours to Total Hours and vice versa. So
select the appropriate choice. These fields would be displayed in future for processing Time sheets.
e Gantt Chart & Task Status Colors Settings — All the job tasks created on Gantt Chart and their statuses can be
differentiated by color coding using this settings.
e TNB Gravity Settings — Chart of Account for BLI, Chart of Account for Expense, Cost of Sales — Labor and Payroll Clearing
Account can be set using this settings.
o Chart of Account for BLI —This is the revenue account which refers to customers’ payment towards the billing
line items generated.
o Chart of Account for Expense — This is a revenue account which refers to customers’ payment towards the
expenses involved for carrying out jobs/job tasks.
o Cost of Sales — Labor = This is a cost account which refers to the costs involved in terms of labor for completing
the job/job tasks.

o Payroll Clearing Account — This is a cost account which refers to the internal payroll for the resources.
e After making the necessary changes in the Time and Billing Settings, you are required to save the changes to reflect
the same in the CRM.

Users
Users are the basic functional units of an organization. They are people assigned with specific task roles. Any organization
has all the users listed in its CRM.

To view users in an organization, follow the navigation: Settings = Security = Users

Vikas Reddy
Microsoft Dyna mics CRM = Settings | v  Security @ @ jol E tsptest1 . 0]
Security
Which feature would you like to work with?
Users Teams
Add new users. Edit information about users and deactivate user records. Manage Add new teams and new members to existing teams. Modify the team description
the teams, roles, and licenses assigned to users. and delete members from teams.
Security Roles Business Units
! '\,- Create new security roles. Manage and delete existing security roles for your Add new business units. Edit and deactivate existing business units. Change the
organization. parent business unit.
=) Field Security Profiles [ Hierarchy Security
4{\. - IManage user and team permissions to read, create, or write information in secured i ; Configure hierarchy security, including enabling hierarchy modeling and selecting
‘e fields. the model. You can also specify how deep the hierarchy goes, and specify the

entities to exclude from a hierarchy.

Positions Access Team Templates
Add new Position. Medify the Position description. Add new team templates. Modify the team template description.

Click on Users to see the Enabled Users in your CRM.
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. . — Vikas Reddy
Microsoft Dynamics CRM | = settings | v Security ® ® L B rptest! . o

4 NEW & NEW MULTIPLE USERS e EMAILALINK ~~  [¥] RUN REPORT ~ BE| EXCEL TEMPLATES ~ (B, EXPORTTOEXCEL ~ [ IMPORTDATA ~ ses

+| Enabled Users ~ 2
v Full Name 4 First Name Site Business Unit Title [NETI 4 o <
John Silvani John tsptest] 9
Randall Ykema Randall tsptest1 A
Vikas Reddy Vikas tsptest]

You can manage roles of each user by selecting that user and clicking on Manage Roles and follow the process as explained
under Security Role Privileges.

Creating a New User (On-Premise)

For creating a new user in the CRM, follow the navigation: Settings = Security = Users

e Click on +NEW button on the ribbon.

Microsoft Dynamics CRM — Settings | v  Security

=+ NEW :',0,_ NEW MULTIPLE USERS e EMAILALINK ~ ~  [¥] RUN REPORT ~ Ef| EXCEL TEMPLATES -~ @, EXPORTTO EXCEL ~

e A new window pops up with blank fields as shown below.

. . _ _,  Vikas Reddy
Microsoft Dynamics CRM | = newuser ® ® 5 oo ¢ °

EsAvE E'SAVE& CLOSE  E]SAVE&NEW < NEw [ FORM EDITOR

USER ¥

New User =

The information provided in this form is viewable by the entire organization.

“«Summary w
Account Information POSTS TEAMS
User Name ™ o - Enter post here POST Team Name
Both Auto posts User posts To en
User Information
Full Name *
Title
Primary Email

Mobile Phone

Main Phone
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e |nput all fields with the right data. Fields marked with asterisk are mandatory.
e Finally, click on Save to reflect the changes.

Note: The above procedure holds good for On-premise CRM but for Online CRM, users must be created from Microsoft
Office 365 linked with it.

Creating a New User (Online)

For creating a new user using CRM Online instance, you need to follow the below procedure:

e Open the Admin Portal of your Office 365 account.
e Go to Users. Click on Active users.
e To add a new user, click on + Add a user. Then a side window shows up.

Office 365 Admin center preview

Home > Active users

Goe ‘ -+ Add a user ‘ | More ‘ Filters | All users V‘ |S;a'-:\~ o} | ‘ L Export
Users Display name A\ User name Status
LEziETE Rasool Peter rasocl@rofous.onmicrosoft.com Office 365 Enterprise E3
Ravi Kiran Kiran219@rofous.onmicrosoft.com App Connect Office 365 Enterp...
Contacts
Deleted users
Data migration
User ® Types of users @ Filters
Groups
Users are people in your organization who Different types of users and accounts can use Learn how filtering will help you keep this list
Resources can access Office 365. Office 365 in distinct ways. under control - before it gets too long.

Billing

Support

Settings

Reports

Health

Admin centers

e Fill all the fields required and click on Add button to create a new user.
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New User
new@domain.com

First name Last name

Display name *

User name * Domain
@/ rofous.onmicrosoft.com v

Location

India ¥

~ Contact information

<

Password Auto-generated

<

Roles User (no administrator access)

>

Product licenses Assign a product license

~  Office 365 Enterprise E3 [ ] off

23 of 25 licenses available

~  Microseft Dynamics CRM Online Professional I off

24 of 25 licenses available

Create user without product license I off

They may have limited or no access to Office 365
until you assign a product license.

Adc Cancel

(?) Need help? [ Feedback

Resource

A Resource carries out the job task. Resources page will allow you to add resources to your job/project. Each task is
assigned to a resource who will then start working on that particular job task. A resource could possibly become a contact
to the user.

e To create a new resource follow the navigation: Time & Billing—> Settings=> Resource
e C(Click on Resource under Resources option.
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=+ NEW W DELETE ~ @ EMAILALINK @~ [¥] RUN REPORT ~ Eﬂ EXCEL TEMPLATES ~ @L, EXPORT TO EXCEL  ~ i, IMPORT DATA  ~ ses
+ Active Resource ~ o
v Name Resource Type Resource Group...  Designation Default Work Ty...  Price Per Hour User Cn YW 5] <
Bob Smith External Software Develo... 50.00 3/8/2016 9
W
David Jhon Internal Software Develo... 10.00 6/10/2016 a"
John Silvani Internal Manager 250,00 John Silvani 3/8/2016
Randall Ykema Internal Graphic Designer 120,00 Randall Ykema 7/21/2016
Thomson S Internal Software Develo... 20.00 6/10/2016
Vikas Reddy External Sample 175.00 Vikas Reddy 3/4/20161

e You can see a list of active resources if there are any in your CRM else click on +NEW button on the ribbon to create a
new resource.

Microsoft Dynamics CRM = Mew Resource

B savE ) SAWVE & CLOSE = NEW FORM EDITOR

RESOURCE

Mame™ Designation Price Per Hour™ Created On

New Resource = " - - a.
<« General

Resource Type Internal

User ™ - Mame™

Created By a -- Designation -
Currency US Dollar Price Per Hour ™ -

Vendor --

Resource Group -
Cost Per Hour -

Resource Manager --

[

Settings

Is Project/Resource Manager Can TimePost For:

leject Time Postings

ect TimeSheets

o
3

lobTask

an Approve/Reject Expenses Account
an TimePost For Future Dates Contact

mplete Job

o

an Complete/Stop JlobTask

GO0 0 0 0

Status Active

Active H

Figure 10: Active Resources form

Fields to be filled while creating a new resource:

e Resource type has to be set either as Internal or External.

e User has to be picked from the look up search

e Name, Contact, Designation, Price Per Hour and Vendor has to be filled.

e Default Work Type, Resource Group, Cost Per Hour and Resource Manager has to be set.

e Resource can be selected as Project/Resource Manager for:
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e Approving/Rejecting Time Postings

e Approving/Rejecting Time Sheets

e Approving/Rejecting Expenses

o Time Posting for Future Dates

e Completing the Job
Completing/Stopping the Job Task
Creating Expenses/Time Post for Others
Un-approving Time Sheets
Un-approving Expenses

e Can Time Post for:

e Job

e Job Task
e Account
e (Contact
e (Case

o [ssue

Resource Group

Resource Groups are created for different level of users and carry a specific set of attributes. These groups help in actually
saving time and work while assigning Job or Job tasks to a bunch of resources. Any changes made to the resource group
will automatically reflect for every individual resource who are linked to that group. This will be irrespective of the original
values assigned to individual like cost per hour.

e Navigate Time & Billing=> Settings—=>Resource Groups

22 Dynamics 365 ~ | Time and Billing ~ | settings

[#] NEW ACTIVITY ~ = NEW RECORD ~ i IMPORT DATA

Administration

&8 Time And Billing Settings % Resource Verifying

52 Email Notification Settings 2 Resource Groups Change Password
] Expense Types Ge Upload Images
& rortal Settings @ Survey Questions

@ Question Templates

e Click on Resource Groups.

e A new window opens up. You can see all the Active Resource Groups if there are any in the CRM.
e You can create a new resource group by clicking on +NEW button on the ribbon.

e This is exclusively used for Group of resources only and not for Individual resources.
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Microsoft Dynamics CRM

= NEw | T DELETE ~ & EMAILA LINK

-

Time and Billing | ¥  Resource Dashboard | ~

[¥) RUN REPORT v [ EXCELTEMPLATES v @, EXPORTTOEXCEL ~ s IMPORT DATA

+ |Active Resource Groups ¥

v Mame

Developer Group
Manager Group

Service Group

Created On
7/25/2016 7:29 AM
7/25/2016 T:30 AM

7/25/2016 7:31 AM

Q

Figure 11: Resource Group showing active groups

e Inorder to create New Resource Group, you will have to fill details under General, Settings, and Resources.

Microsoft Dynamics CRM

| sAvE | &' SAVE & CLOSE

RESOURCE GROUPS : INFORMATION

4 General

Q|

Owner * & Vikas Reddy

Name *

Cost Per Hour ™ --

Resource Manager -

4 Settings

Is Project/Resource Manager

Can Approve/Reject Time Postings

Can Approve/Reject TimeSheets

Can Approve/Reject Expenses

Can TimePost For Future Dates

Can Complete Job

Can Complete/Stop job Task

Can Create Expense/TimePostings for Others

Can UnApprove TimeSheets

Can UnApprove Expenses

Oooooooooo

Time and Billing | «

Resource Dashboard | v  New Resource Grou...

=+ NEw  [EEl FORM EDITOR

New Resource Groups =

Default Work Type
Designation -

Price Per Hour * -

Can TimePost For:

Job

Job Task
Account
Contact

Case

oooooao

Issue
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4« Resources

Name ™ Resource Type Resource Gro... . Designation Price Per Hour

User Created On

Figure 12: Resource Group Form

e Under Settings, select the check box against:

o Is Project/Resource Manager
Can Approve/Reject Time Postings
Can Approve/Reject Time Sheets
Can Approve/Reject Expenses
Can Time Post for Future Dates
Can Complete Job
Can Complete/Stop Job Task
Can Create Expense/Time Postings for Others
Can Un Approve Time Sheets
Can Un Approve Expenses

0O O O O O O O O O

Can Time Post for:

Job

Job Task

Account

Contact

Case

Issue

e Save the page to record details.

O O O O O O

e Only after you save the page, other sections such as Resources, Work Types and Resource Work Type Costs would be

available to add/edit.

Job Template

A Job Template is a form which bears important information such as Job Name, Owner Name, Job Tasks, Resources, Billing
Information among others required for successful job completion. You can create different Job Templates for different
Job Requirements. They basically help in saving time by eliminating the need to create additional jobs for similar or

repetitive jobs over and over again.

For using Job Template, follow the navigation: CRM - Time & Billing> Templates—>Job Template

Settings

Dynamics 365 ~  Time and Billing ~

it boar E lorkplos g

Time and Billing
Time and Billing Time and Expenses Jobs Customers Billing
@ Resource Dashboard E, Time Entry Job Groups E Customers nvoice Generator
@ Manager Dashboard Expense Jobs E‘ Contacts Time Pestings
% Top View Scheduler Bl ob Tasks 'a Billing Line ltems
G ks ) = 3 ==
Resource Calendar _._a nvoices

Voice of the Cu:

Templates

g Job Template

[TomTemeate |
Job Task TempIate

Service Financials

Survey

Bad Survey Form

IE’ Survey Activities
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e Click on Job Template. You can see the list of Active Job Templates if there are any.
e To create a new Job Template, click on +NEW button on the ribbon.

4 NEW | [ DELETE ~ e EMAILALINK ~ [FJRUNREPORT ~  EFJEXCEL TEMPLATES ~ @, EXPORTTOEXCEL ~  [§pIMPORTDATA =~  =se
| Active Job Templates ¥ o
v MName Created On Yy 2
C Test 6/10/2016 7:55...
Construction Budget Template 6/13/2016 5:57...
CRM implementation 6,/10/2016 1:36...
Data migration 6/10/2016 1:49...
Gravity Template 3/4/2016 9:52 AM
e A new window pops up with a series of fields to be filled by you.
e Fill the General section which has Name, Description and Billing Information fields.
e Itis important to note that there are 6 Billing Types namely

o Time and Materials

o Fixed price- completion of contract
o Fixed price — percentage complete
o Mile stone

o Cost Plus

o Internal use
e You can set any of the above billing types for the Job Template you create.

e Save the details to unlock Job Task Template section from where you can add Job Task Templates.

e Also, do the Gantt Settings by selecting Yes/No options for Cascade Changes, Recalculate Parents, Move Parent as
Group and Show Today Line.

o Fields marked with asterisks are mandatory.

Dynamics 365 ~ Time and Bi||ilﬁg ~ Job Template > MNew Job Template

B SAVE E3'SAVE & CLOSE = NEW o7 FLOWS ~ FORM EDITOR
JOB TEMPLATE : INFORMATION

New Job Template =

« General

Billing Information

ner & Hasan Kirmani

» Gantt Chart

» Gantt Settings

Active
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Dynamics 365 ~

Time and Billing ~

Job Template > CRM Implementation >

Hsave = new [@ DEACTIVATE  [C] COPY TEMPLATE  ¢% CREATE JOB Tl DELETE S8 ASSIGN  €J SHARE <= EMAIL A LINK wes L
=] =
JOB TEMPLATE : INFORMATIOMN
CRM Implementation =
4« General
Billing Information
*Nam
Name CRM Implementation
*Billing Type [Time and Materials_ |
Description - N Fixed Price - Completion of contract
- _ Fixed Price - Percentage Complete
Rate Structure .
ilestone
Project Manage - - Cost Plus
- Internal Use
Currency Dollar
" Owner & Hasan Kirmani
4« Gantt Chart
=3I +tQQ+ &+ % ==A =
Show baseline task bars  Save task bars as baselines
Task Name Su Mon 29 Jan 2018 Mon 05 Feb 20
# - Start Finish Duration Effort Assigned Resources
Search for task name S M T W|T F S5 5 M |T W T
1 Analysis 01/30/2018 01/31/2018 2 days 8 hours Hasan Kirmani [100%]
2 Design 02/01/2018 02/02/2018 2 days 8 hours Hasan Kirmani [100%]
3 Testing 02/05/2018 02/07/2018 3 days 8 hours Hasan Kirmani [100%]
4 Deployment 02/08/2018 02/12/2018 3 days 8 hours Hasan Kirmani [100%]
5 Maintainance 02/13/2018 02/15/2018 3 days 8 hours Hasan Kirmani [100%]

Figure 13: Job Template entry form

Job Task Template

A Job Task Template is a form which bears important information such as Task Name, Owner Name, Job Template to which
it is linked, Priority and Estimated Hours among others. Like Job Template, Job Task Template is also created with the view
to eliminate the process of creating additional job task templates for similar or repetitive jobs tasks. Different job task
templates can be created for different job tasks and can be recalled when a new job involves the same job tasks thereby
saving time and improving efficiency.

To view Job Task Template, follow the navigation: Time & Billing=> Settings=> Templates—>Job Task Template.

Alternatively, you can also view Job Task Template by following the navigation: Time & Billing = Templates—=>Job Task
Template.

Dynamics 365 ~ | Time and Biling ~

TaskBoard E Workplace g

Settings

Financials

Voice of the Cu: T

Service

Time and Billing

Time and Billing Time and Expenses Jobs Customers Billing Templates Survey
@ Resource Dashboard F. Time Entry 3 Job Groups L'ﬂ Customers @ nvoice Generator Job Template @ Survey Form
= > e

E Manager Dashboard Expense Contacts

% Top View Scheduler

. Resource Calendar

Q= Time Postings

@ Billing Line ltems
$:=
é—a nvoices

Job Task Template

Survey Activities

Job Tasks

Jobs it

v
[ ]

e C(Click on Job Task Template. You can see the list of Active Job Task Templates if there are any.
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<l
I DELETE @~ & EMAILALINK [F] RUN REPORT ~ El EXCEL TEMPLATES ~ @h, EXPORT TO EXCEL ~ i, IMPORT DATA = ~ L]
+ | Active JobTask Template ~ o
' Name Estimated Hours...  Priority Created On b 4 (1] <

Administrative Costs Medium 6/13/2016 6:02 AM A 9
Agendia _(PS) G- Proof of Insurance provide to Customer 10.00 Medium 3/4/2016 9:53 AM §"
Analysis 4.00 Medium 6/10/2016 1:43 PM
Construction 7.00  Medium 6/10/2016 1:43 PM
Demolition Medium 6/13/2016 &:07 AM
Deployment 400 Medium 6/10/2016 1:43 PM
Design 5.00 Medium 6/10/2016 1:43 PM
Dumpster and Removal Medium 6/13/2016 &:07 AM
Dust control,.Surface protection Medium 6/13/2016 &:07 AM
Engneering Fee Medium 6/13/2016 6:02 AM
Extracting Source Data Medium 6/13/2016 5:55 AM
Financing costs Medium 6/13/2016 &:02 AM
General Requirements Medium 6/13/2016 &:02 AM
Impact Free Medium 6/13/2016 &:02 AM
Job-site Access Medium 6/13/2016 &:07 AM

e To create a new Job Template, click on +NEW button on the ribbon.
e A new window pops up with a series of fields to be filled by you.
e Fill details such as Task Name, Job Template, Owner, Priority, Estimated Hours and Description as required.

Microsoft Dyna mics CRM — Time and Billing | ¥  Job Task Template | v New Job Task Temp...

k3 SAVE | £f SAVE & CLOSE = NEW FORM EDITOR

JOB TASK TEMPLATE : INFORMATION

New Job Task Template =

4« General

Task Name * Owner ™ & Vikas Reddy

Job Template ™ --

Priority Medium Estimated Hours -

Description --

e Finally, save the edits to reflect in your CRM. Fields marked with asterisks are mandatory.
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Time and Billing

Time and Billing helps you to identify all the job tasks and associated resources required to complete a project on time
and bill the resources accordingly.

Dashboards

Dashboards give at-a-glance insights about the status of jobs, job tasks, resources involved and their costs. Time and Billing
solution supports 2 types of dashboards namely, Manager Dashboard and Resource Dashboard.

Manager Dashboard
Any user with Manager Security Role can access and view the Manager Dashboard to get insights about Jobs and Job
Tasks managed by them as well as the Time Postings and Expenses Approval required for their resources. All these statistics
can be viewed in the form of graphical representations (histograms and pie charts) on the Manager Dashboard.

To view Manager Dashboard, follow the navigation: Time & Billing = Manager Dashboard.

Time and Billing

Manager Dashboard

CINC)

Search CRM data 0 Ev

Vikas Reddy
tsptest1 . G

Microsoft Dynamics CRM

Time and Billing

Time and Billing

Topview Scheduler

Resource Calendar

E Resource Dashboard

@ Manager Dashboard Expense

GRAVITY L

Time and Expenses

Time Entry

Jobs

Job Groups

Jobs
E Job Tasks

Customers Billing Templates
E;“, Customers. @ Invoice Generator Job Template
- —

E"‘r Contacts Time Postings Job Task Template
&3

Invoice Entries

Billing Line Items

Administration

.‘}& Resource Utilization

{Z&‘} Settings

e C(Click on Manager Dashboard. You can get the overview of Jobs, Job Tasks, Time Postings, Expenses Approval and
Issues that a Manager is involved in as shown below.

Time and Billing

Manager Dashboard

© ¢ EEENE -

Vikas Reddy
tsptest1 . G

Microsoft Dynamics CRM = =

EZSAVEAS  B% NEW

= SET AS DEFAULT

Manager Dashboard ~

Overview

JOBS

5% JOBTASKS

& REFRESHALL B SWITCH ORG

TIME POSTINGS

- Cost Performance
=

Jobs | Manage

Jobs 1 Manage

EXPENSES APPROVAL

Delayed Jobs |
Manage

-
-

19 &

19

Job Tasks |
Manage

Delayed Job

ISSUES

Tasks | Manage

(0]

Time Postings
For Approval

1 ]
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Approval

Jobs | Manage Vv

Search for records

S.No. Name
6.0.0.0 Data migration
8.0.00 Implement CRM
30000 Test 1
16.0.0.0 To Implement CRM

0 @

Open Issues |
Manage

0
Customer Contact
ABC28UUT
ADVANCEDO0002
ABC28UUT

Contoso Pharm...

Delayed Issues
1 Manage

Billing Type
Per Resource Pr...
Per Resource Pr..
Per Mile Stone

Per Resource Pr..

Fixed Price

Jobs | Manage

Sum (Scheduled Pefor

Sum (Cost Perforima e

Data migrat.. est 1 Data migrat.

Implement C To Implemen..

Sum (Cost Performance Index(Current

Forcast)
+ = Job Tasks | Manage v
Search for records o
Per Hour Pri: S.No. Name Job Customer Contact
Testing Implement CRM  ADVANCEDO002
Testing To Implement C... Contose Pharm..
16.0.0.1 Testing Phase 2 To Implement C... Contoso Pharm..

Schedule Performance

Implement C.

est 1

To Implemen..

Sum (Scheduled Performance
Index(Current Forcast]

+ =
Start Date End Date
6/13/2016 4:10... 6/14/2C
6/21/2016 2:30... 6/22/20
6/14/2016:2:37. 6/15/2(
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Important Notes

Under Jobs, you can find “Jobs | Manage” and “Delayed Jobs | Manage.”

e Jobs | Manage refers to the list of jobs being handled by a Manager and the number on it gives the idea of total
number of such jobs.

o Delayed Jobs | Manage refers to the jobs that are overdue and which needs Manager’s immediate attention. The
number on it gives the idea of total number of such jobs.

Under Job Tasks, you can find “Job Tasks | Manage” and “Delayed Job Tasks | Manage.”
e Job Tasks | Manage refers to the job tasks within a job that a Manager is working on and the number on it gives the
idea of the total number of such job tasks.

o Delayed Job Tasks | Manage refers to the job tasks that are overdue and which needs Manager’s immediate attention.
The number on it gives the idea of total number of such job tasks.

Under Time Postings, you can find “Time Postings for Approval” which refers to all the time postings that need your
approval.

Under Expenses Approval, you can find “Expenses Approval” which refers to all the expenses that need your approval.

Under Issues, you can find “Open Issues | Manage” and “Delayed Issues | Manage.”

e Open Issues | Manage refers to the ongoing issues that a Manager is involved in and the number on it gives the idea
of the total number of such issues.

o Delayed Issues | Manage refers to the issues that are overdue and which needs Manager’s immediate attention. The
number on it gives the idea of total number of such issues.

It is important to note that a Manager has the option to create a new Job, Job Task, Time Posting, Expenses and Issues
right from the Manager Dashboard itself.

Resource Dashboard

Any user with Resource Security Role can access and view the Resource Dashboard to get insights about Jobs, Job Tasks,
Time Postings, Expenses Approval and Issues they are actively involved in. All these statistics can be viewed in the form of
graphical representations (histograms and pie charts) on the Resource Dashboard.

To view Resource Dashboard, follow the navigation: Time & Billing = Resource Dashboard.

Vikas Reddy
Time and Billing | v  Resource Dashboard | ~ ® @ Search CRM data je E tsptest1

Microsoft Dynamics CRM

(1)
GRAVITY HR Sales Service Marketing Settings
Time and Billing ""'
Time and Billing Time and Expenses Jobs Customers Billing Templates Administration
. [“ = . K I
Resource Dashboard Time Entry Job Groups T A Customers I% Invoice Generator Job Template Resource Utilization
EH D =0 i o
= B rime pos B 5o
@ Manager Dashboard Expense Jobs :Z} Contacts Time Postings m Job Task Template RO Settings
Topview Scheduler Job Tasks Billing Line Items
Resource Calendar Invoice Entries

e Click on Resource Dashboard. You can get the overview of the Jobs, Job Tasks, Time Postings, Expenses Approval and
Issues that a Resource is involved in as shown below.
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. . _ . Vikas Reddy
Microsoft Dyna mics CRM = Time and Billing | v  Resource Dashboard | v @ @ Search CRM data jo) B tsptestt . o]

E¥SAVEAS  §% NEW < SET ASDEFAULT & REFRESH ALL u SWITCH ORG

Resource Dashboard |+

Overview
TimePostings For This Month Approved/UnApproved Time postings..
JOBS JOB TASKS TIME POSTINGS o ¢ Pproved/UnApp posing
TimePostings For This Month My Time Postings
13 + Q313 <« @?5 &Q24 & 0] 15

Job Tasks Time postings
which are which are
delayed rejected

Jobs 1am Job Tasks | am
working in Delayed Jobs working in

CountAll (lob)

EXPENSES

-
b

ISSUES

0 ]

0 @&

0o &

Expenses
which are
rejected

Issues which |
am working in

Delayed Issues CountAll (lob) B fpproved [ Unspproved

Job Tasks | am Working In ¥ +

Jobs | am Working In % + =
Search for records Jeol Search for records o)
S.No. Name M Customer Contact Job Start Date End Date S.No. Name Customer Contact Start Date End Date Billing Type
Analysis Test -1234 6/14/2016 5:19... 6/15/2C 1.0.00 Calculate IT and PBX Cost... ADV 3/4/2016 3/11/2016 Per Hour Price
Construction ADVANCEDO0002 Implement CRM  6/13/2016 4:10... 6/13/2C 15.0.0.0 CRM - 1234 ABCO9M32 6/14/2016 6/21/2016 Per Resource P
AD-HOC Construction Contose Pharm... 6/14/2016 1:02... 6/14/2( 27.00.0 'CRM implementation 71142016 7/12/2016 'PerResource P
Construction ‘Contoso Pharm... To Implement C... 6/24/2016 2:30... 6/24/2C 29.00.0 'CRM Implementation 7/14/2016 7/21/2016 Per Resource P

Important Notes

Under Jobs, you can find “Jobs | am working in” and “Delayed Jobs.”

e Jobs | am working in refers to the list of jobs that a resource is involved in and the number on it gives the idea of total
number of such jobs.

e Delayed Jobs refers to the jobs that are overdue and which needs resource’s immediate attention. The number on it
gives the idea of total number of such jobs.

Under Job Tasks, you can find “Job Tasks | am working in” and “Job Tasks which are delayed.”

e Job Tasks | am working in refers to the job tasks within a job that a resource is working on and the number on it gives
the idea of the total number of such job tasks.

o Job Tasks which are delayed refers to the job tasks that are overdue and which needs resource’s immediate attention.
The number on it gives the idea of total number of such job tasks.

Under Time Postings, you can find “Time Postings which are rejected” which refers to all the time postings that are rejected
by respective Managers if any.

Under Expenses, you can find “Expenses which are rejected” which refers to all the expenses that are rejected by
respective Managers if any.

Under Issues, you can find “Issues which | am working in” and “Delayed Issues.”

e Issues which | am working in refers to the ongoing issues that a resource is involved in and the number on it gives the
idea of the total number of such issues.
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o Delayed Issues refers to the issues that are overdue and which needs resource’s immediate attention. The number
on it gives the idea of total number of such issues.

It is important to note that a Resource has the option to create a new Time Posting and Expenses right from the Resource
Dashboard itself.

Top View Scheduler

Top View Scheduler is a new and innovative feature in Time & Billing that allows Managers to get the complete overview
of the jobs in an organization along with detailed mapping of resources with job/job tasks over specific timelines.
Managers can always go ahead and add tasks to resources based on their work schedules as seen in the Top View
Scheduler. All the actions taken by the Manager would be automatically updated in all the associated records.

To view Top View Scheduler, follow the navigation: Time & Billing = Top View Scheduler.

. ) _ Vikes Reddy
Microsoft Dynamlcs CRM Timeand Billing v  Resource Dashboard = v @ @ £ tspesti . ol ?

(..\ §Ed
N
Time and Billing i

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration

@ Resource Dashboard Time Entry Job Groups E‘_“, Customers @ Invoice Generator E Job Template "}z Resource Utilization
> +==
@ Manager Dashboard Expense Jobs Contacts ®|j Time Postings Job Task Template {'ﬁ'} Settings
Topview Scheduler Job Tasks Billing Line ltems
E Resource Calendar Invoice Entries
=

e Click on Top View Scheduler. It gives a complete overview of the jobs in an organization along with detailed mapping
of resources with job/job tasks over specific timelines.

Microsoft Dyna mics CRM — Time and Billing | v+ Topview Scheduler

[z NEW ACTIVITY = <= NEW RECORD ~ i, IMPORT DATA
Horizon: Weeks v  Jobs: Data migration v | WorkTypes: | All v
07/25/2016 08/01/2016
Name
25 Jul 01 Aug 08 Aug 15 Aug

Bob Smith !
pavid thon 2016-07-28 (9 [00:00 v 216 2 h
Thomson S @ Task:
Vikas Reddy Migration X

Job:

Data migration v

Save Cancel
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e On the left side of the screen, the first column has all the resources enlisted. On the right side of the screen, you can
see the jobs/job tasks associated with respective resources.

® You can select Horizon, Job and Work Types to filter the views accordingly.
e If you wish to add any task to a resource, simply hover the mouse to a particular time and date, and drag it horizontally

to the required time and date. A task window would pop up automatically prompting you to name the job task and
select the Job from the drop down menu. Finally, save the inputs to reflect the same on the background.

® You also have the option to Zoom In (+) and Zoom Out (-) to view and follow the job/job tasks on calendar closely.

® Previous timespan and Next timespan can come handy to you while navigating from one column of the calendar to
another column.

K K _ . Vikas Reddy

Microsoft Dynamlcs CRM — Time and Billing | ¥  Topview Scheduler [CIRON scarch CRM data ol F  sptestt fo]

[Z] NEW ACTIVITY ~ = NEW RECORD ~ i IMPORT DATA
Horizon:  Weeks ~ Jobs: | Data migration ~ | WorkTypes: | All - B [ |vaiousnmsspan| [[ Next timespan
y Mon 18 Jul 2016 Mon 25 Jul 2016 Mon 01 Aug 2016 Mon 08 Aug 2016 Mon 15 Aug 2016 Mon 22 Aug 2016 Mon 29 Aug 2016 Mon 05 Sep 2016 Mon 12 Sep 2016 Mon 19 Sep 2016

lame

S SMTWTFSSMTWTEFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTEFSS
Bob Smith rmalysis I
David Jhon
Thomson §
Vikas Reddy
< >

=

e Finally, click on Save button to register the edits. There is also a Select Date button on the bottom left side of the
screen which allows you to navigate to a particular date.

Resource Calendar
Resource Calendar helps you to view the resource activities.

e Only Registered Users in the CRM can avail the Resource Calendar facility.
e Single or multiple users’ facility is also available in Resource Calendar.

To view Resource Calendar, follow the navigation: Time and Billing = Resource Calendar.

. . _ _,  Vikas Reddy
Microsoft Dyna mics CRM — Time and Billing Resource Calendar @ @ Search CRM data 0o & tsptest1 &
Time and Billing Time and Expenses Customers Billing Templates Administration
=] Resource Dashboard r Time Entry KXY customers @ Invoice Generator Job Template ") Resource Utilization
(1] i® ~ o2 2
m iz 195 I&;‘l
Manager Dashboard Expense ;E Contacts Time Postings Job Task Template RO Settings
%3 Topview Scheduler Job Tasks Billing Line Items
Resource Calendar Invoice Entries
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Raghavendar V.

Ais Microsoft Dynamics CRM v #% | TIMEANDBILLING v  Resource Calendar @ Create TNBDev
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Figure 14: Calendar View

e The working pane has Date Calendar on top, and Activities list at the bottom.

o The right side of screen displays the Calendar with activities details

e To View the Calendar Select the Users from the User list by selecting the check box
e Only the users in the CRM are listed in this list.

Calendar View - Day view

e In a highlight drop down list we can see three types of options i.e. Job Task and Activities, Resources, and Accounts.
e Select the option as per your requirement. For example, selected as Job task and activities in the highlight.

e To view the activities day wise click on Day as shown below or select the date in the calendar as shown below.

e This will display the list of activities of the all users as per selected day.

e Double click on any activity will open a CRM window to show details
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Figure 15: Calendar View - Day Wise
Calendar View - Week view

e Toview the activities Week wise click on Week as shown below or select the Week in the calendar as shown below.
e This will display the list of activities of the all users as per selected Week.
e Double click on any activity will open a CRM window to show details
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Figure 16: Calendar View - Week Wise
Calendar View - Month view

e Toview the activities Month wise click on Month as shown below or select the Month in the calendar as shown below.
e This will display the list of activities of the all users as per Month.
[ ]

Double click on any activity will open a CRM window to show details
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Figure 17: Calendar View - Month Wise

Calendar View - My Calendar and Completed Activities

To see the Completed view records select the check box of Completed view as shown below.

You can identify the Completed records with the GREEN color and type will give you the activity information as
Completed.
This will give the details of Completed records of all resources as per selected Day/Week/Month.

You can also get the records of Completed activities of all resources as per selected Day/Week/Month.

Similarly if you select My Calendar only information is displayed in calendar format for your selves only. And if you
uncheck My Calendar you can view details for other resources also.
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Figure 18: My Calendar & Completed View

Time Line View - Day view

In a highlight drop down list we can see three types of options i.e. Job Task and Activities, Resources, and Accounts.
Select the option as per your requirement. For example, selected as Job task and activities in the highlight.

To view the activities day wise click on Day as shown below or select the date in the calendar as shown below.

This will display the list of activities of the all users as per selected day.
Double click on any activity will open a CRM window to show details
Against each user the day view will show from 0 hours to 23 hours, which enables us to have a clear picture of the
resource activities.

Highlight | JebTasks And Acfuites

Calendar Weak | Month 8 Sep 2015

v

Today 4 >

Figure 19: Time Line View - Hourly display
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Figure 20: Time Line View - Day
Time Line View - Week view

e To view the activities Week wise click on Week as shown below or select the Week in the calendar as shown below.

e This will display the list of activities of the all users as per selected Week.

e Double click on any activity will open a CRM window to show details

e Forexample we have selected NOV 20, 2013 as date in the calendar but the Weekly views are displayed for the Current
calendar starting from Monday to Sunday i.e. No 18, 2013 to Nov 24, 2013.
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Figure 21: Time Line View - Week

e Toview the activities Month wise click on Month as shown below or select the Month in the calendar as shown below.
e This will display the list of activities of the all users as per Month.

e Double click on any activity will open a CRM window to show details
e Against each user the Month view will show dates from 01 to 31, which enables us to have a clear picture of the

resource activities.
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Caler-:ir Day | Wask

15ep 201530 Sep 2015

Today 4 »

Figure 22: Time Line view - Dates (month wise)
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Figure 23: Time Line View - Month

All the above documentation has dealt with Job Task and Activities. In the Similar way the user can do the same for
Resource or Account also. For Accounts there is a separate provision for Filtering data to suit your requirements.

Highlight | Accounts v| Select Project “| Select Account .

Select Project and Select account both have the Look up search facility.

Internal Resources

Internal resource are the ones who are working for the company, in other words employees of the company who are on
payrolls. These internal resources will connect to the system through Microsoft Dynamics CRM. Whereas external
resources would connect to the system via web based portal.

By default it is Select All. If you want to uncheck all the resources click on Deselect All, it will uncheck the all the
resources.

Legend:
Using this Legend colors you can easily find out which resource is available and which resource has been allotted
activities.

Availzbie - This color indicates the Resource Available information.

1-25% B
= - This color indicates the Resource busy information with the 1 — 25%.

- This color indicates the Resource busy information with the 25 — 50%.
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IMI - This color indicates the Resource busy information with the 50 — 75%.
- This color indicates the Resource busy information with the 100%.

Note: You can see the resource busy time by clicking on Day/Week/Month for all the above.

Note: The top right corner shows the following

c

- This image indicates the refresh icon. Using this we can refresh the Resource calendar.

A
¢

- This image indicates the Full screen functionality. By clicking on this button Resource calendar functionality
available in full screen mode.

Today -4 >

e Today will display the current day and arrows indicates that backward and forward dates for easy navigation.
e On the left pane below the actual calendar, you will notice the following two options:

My Calendar Wiew

To view your own details check the My Calendar View (exclusively for the logging credentials only)
By checking the Completed Activities the user can view all completed task of all the resources.

There are two types of Calendar Views. One is Calendar Date/Week/Month wise and other is Time Line
Day/Week/Month wise.

External Resource

External resources are the people who are working on on-site projects or the Consultant who are involved in the project
but not being on payrolls of the company. All the external resources have the Portal facility to login and connect to the
System for updates.

Time and Expenses

Under Time and Expenses, you can view and add time postings, approve time postings (only applicable for project
manager/resource manager) and keep a tab on your active expenses.

Time Entry
Time Entry is where you can view and add time postings, and approve time postings (only applicable for project
manager/resource manager).

To view and add time postings, follow the navigation: Time & Billing 2 Time Entry.
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) . _ Vikas Reddy
Microsoft Dynamics CRM Time and Billing | v Time Entry [CINC) B spest . o]

lll' GRAVITY -
Time and Billing ~

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration

% Resource Dashboard . E'_ w1 Customers @ Invoice Generator E Job Template Resource Utilization
>

- 5] rime posti rﬁ! ‘

@ Manager Dashbeard Expense Jobs ;E Contacts Time Postings Job Task Template RO Settings

Topview Scheduler Job Tasks.
Resource Calendar Invoice Entries

Job Groups

Billing Line Items

Click on Time Entry. You can see two tabs — Time Postings and Approve Time Postings.

Note: You will be able to see Approve Time Postings tab only if you are assigned with Manager or Resource Manager
Security Role.

Time Postings
e Time Postings will show all the tasks assigned to you allowing you to do time postings for the same spread across a
week.

2 £ — — Vikas Reddy
Microsoft Dynamics CRM | == TimeandBillng |~  Time Entry © @ & e [l e

[Z] NEW ACTIVITY = = NEW RECORD ~ iy IMPORT DATA

@3 SEND TO APPROVE [ COPY aa

1 Monday To Sunday Vikas Reddy ~ | &
August 2016 - August 2016 o

| ° + M soney ~] Work Type BT Tmey | Momer | ManaY oty Rt 7 Total
®  Analysis ( Test-1234/%3A Datum Corporation (sample) ) Sample ~| 2.50 0.00 0.00 0.00 0.00 0.00 0.00 2.50
£ Construction (  Implement CRM / $& ADVANCEDO002 ) Sample ] 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00
% Construction (#2 Contoso Pharmaceuticals (sample) ) Sample [v] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
% Censtruction ( To CRM /42 Contoso Phar (sample) ) Sample [~ 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
% Construction (  Data Migration - Test Qpp ) Sample [v] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
?  Construction ( CRM Implementation_ ) Sample ~| 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
®  Construction ( Testopportunity ) Sample [v] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
% Construction (  CRM implementation ) Sample M 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
% Create DashBoard ( DashBoard ) Sample v 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Deployment (8&Contoso Pharmaceuticals (sample) ) Sample ~| 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

®  Deployment ( Tolmplement GRIM /$2 Contoso Pharmaceuticals (sample) ) Sample ~| 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
*  Deployment (  Data Migration - Test Opp ) Sample ~| 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Deployment (  CRM Implementation ) Sample v 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00
“  Deployment (  Test opportunity ) Sample v 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
*  Deployment ( GRM implementation ) Sample ~| 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
" Design (%2 Contoso Pharmaceuticals (sample) ) Sample [~] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
BH - 2.00 BH - 0.00 BH - 0.00 BH - 0.00 BH - 0.00 BH - 0.00 BH -.0.00, BH - 2.00
NBH - 0.50 NBH - 0.00 NBH - 0.00 NBH - 0.00 NBH - 0.00 NBH - 0.00 NBH - 0.00 NBH - 0.50

Total - 2.50 Total - 0.00 Total - 0.00 Total - 0.00 Total - 0.00 Total - 0.00 Total - 0.00 Total - 2.50

e Inthe above image, you can see how the solution allows you to do time postings over a week for different tasks.
X ° For doing time posting for a particular task on a particular day, first set the work
" | type and simply click on the grid cell on which day time has to be posted.
0 © . A box pops up asking details such as Billable Hours, Non-Billable Hours, Total
Nen-Billable Hours Hours and Comments.
0 C]
Total Hours

D © . Click on IE to close the pop up box.

Billable Hours

. Provide necessary details and click \i to save the details.

Percentage Completed

. Click on IEI to delete time posting for that particular day and particular task.
Comments . Click on “*" to find copy option. Use this option to copy time postings from
already existing tasks and paste them in tasks that require same time postings.

° In case, if you are working on a new task which is not listed in the time postings,
you can go ahead and create a new task for time posting by clicking on “+” button.
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e Following window box pops up with details such as Customer, Job, Job Task, Contact and Issue.

Select Task
Customer L-=-|4r
Job o)
Job Task Q
Contact =
Issue 3

care

o  Fill the details and click on “OK” button.
e Refresh the page to see the newly created task for time posting.

e To delete any task simply select a task and click on \EI
e You can also sort view by — Account, Job, Job Task, Case, Contact and Issue

Note: Billable Hours refer to the actual productive hours while Non-Billable Hours refer to the non-productive hours (for
e.g. research work, conceptualization and team meetings)

Timepostings Approve Timepostings

@ SEND TO APPROVE COPY ses

e + @ sortsy[—

Account
i : Job -
& Analysis (  Test| brporation (sample)
Analysis ( Test Job Task rporation (sample) )
£  Construction { |©3s€ VANCED0002 )
Contact
£  Construction (%={!ssue bls (sample) )

W

Construction { To Implement CRM / %2 Contoso Pharmaceuticals (sample) )

i

Construction { Data Migration - Test Opp )

= Construction { CRM Implementation )

e Finally, you can send these recorded time postings for approval by clicking on “SEND TO APPROVE.”
e You can also copy these time postings from Time Sheet Or Template.
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(3 SEND TO APPROVE  [] COPY sss

@ FROM TIMESHEET

@ FROM TEMPLATE
& 4+ M Sort By hd

Approve Time Postings

Herein, you can view and approve the time postings of your customers and resources.

Microsoft Dynamics CRM Time and Billing | v  Time Entry

[#] NEW ACTIVITY = == MEW RECORD ~ By IMPORT DATA &3 GLOBAL SEARCH

Timepostings Approve Timepostings

Group By ~ Customer ~| [&] Colapse Al « Approve X Reject &£ Refresh

¥ [ | Management Technology Consulting LLC

[]  Subject Job
[1 DemoonTSP TSP Activiteis
[]  Task Fixed Price Requirernents for TSP

e Click on “Approve Time Postings.” You can see all the time postings that require your approval.
e You can group the entries by Customer/Job/Resource/Work Type to differentiate one entry from another.

e Just below the Approve Time Postings tab you can find options such as Collapse All, Approve, Reject and Refresh.
o Select the checkboxes against the time postings you wish to make a decision and click on either Approve or Reject.
o The responses you give will be reflected across the CRM and respective stakeholders would be notified about it.
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Microsoft Dynamics CRM | = Timeand Biling | v  Time Entry (OO}

\ZI NEW ACTIVITY ~ = NEWRECORD ~ ¥ IMPORT DATA &} GLOBAL SEARCH
Timepostings Approve Timepostings
GroupBy  Customer ~| [& colapse Al + Approve X Reject £ Refresh
Billable Hours Non Billable Hours Total Hours
¥ [J Management Technology Consulting LLC 0.00 3.50 3.50
[ Subject Job Job Task
[0 DemoonTsP TSP Activiteis Dema on TSP 0.00 2.00 2.00
O Task Fixed Price Requirements for TSP Task Fixed Price 0.00 150 150

Expenses refer to spends involved while carrying out the job tasks.

To view your active expenses, follow the navigation: Time & Billing = Time Entry.

Vikas Reddy
Expense | ~ [CRNCN scarch CRM data jel B isptestt

Microsoft Dynamics CRM = Time and Billing

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration
mE - . K, =D . < I
=1 Resource Dashboard Time Entry Job Groups :E Customers @ Invoice Generator E Job Template Resource Utilization

[F] - D= 79 -
Manager Dashboard Expense Jobs 3 g74| Time Postings Job Task Template lﬁ Settings
e . £ = .
@ Topview Scheduler 'E‘" Job Tasks a Billing Line Items
Resource Calendar Invoice Entries

e C(Click on Expense. You will see the list of all your active expenses if any.

== NEW| T DELETE ~ eEMAILALINK @~ [¥] RUN REPORT ~ BE| EXCEL TEMPLATES = @, EXPORTTO EXCEL  ~ s IMPORT DATA  ~

+ | My Active Expenses ~

v Subject P Customer Contact Expense Type Amount Description Job Job Task
exp1 BABCOSSH Travel $22.00 CRM Migration Analysis
Expenses Travel $500.00 Data Migration Task for Migration
Travel to Mumbai ABC2BUUT Travel §200.00 Mumbai travel Data migration

e To create a new expense, click on +NEW button from the CRM ribbon.

e New Expense page opens up with a series of fields to be filled up by you.

o All details under sections — Regarding, Details and Receipts must be provided.
e For better understanding, refer to the below images.
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TSP Demo

Microsoft Dynamics CRM = Time and Billing  ~  Expense | v New Expense Er  TNBDevB

EHsavE E'saveE&cLOSE = NEw = FORM EDITOR Al X

EXPEMSE
Expense Type Cwner™ Created On

New Expense -= - o

4 Regarding

Job - Customer - Job Task

Contact

[

Details

Subject ™ | Receipts

Expense Date ™ - Expense Type ™ -
Resaurce ™ TSP Demo Approver a - &8 Upload Receipts
Amount ™

Reimbursable No

Is Client Reimbursement Yes

Description

Status Active Status Reason B Active

Active H

Jobs

Job or Project is a work requirement from business clients. Jobs are further broken down into job tasks and are assigned
to resources based on the complexities involved and skillset required for its quicker completion.

Jobs

To view Jobs, follow the navigation: Time & Billing=>Jobs.

) X Vikas Reddy
Microsoft Dynamics CRM T oo EEmE - e

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration

% Resource Dashboard Time Entry . Job Groups E;“, Customers Invoice Generator Job Template "}x Resource Utilization
i

:; ‘ ‘ [ -

% Manager Dashboard Expense Jobs Contacts Time Postings Job Task Template lﬁ] Settings
HHH . A4 o .

Topview Scheduler Job Tasks. Billing Line Items

Resource Calendar

Settings Help Center

Time and Billing

Invoice Entries

e C(Click on Jobs. You can see the list of already existing Active Jobs if any.

Page 42 of 97 Copyright © 2018 TotalServ Pro



Serv PRO

1.."' EASY END-TO-END SERVICE PRO MANAGEMENT

EL Time & Billing (1) Tota

) . _ . VikasReddy
Microsoft Dynamics CRM = TimeandBilling | v Jobs | v (CINC) E  wpest . &

% CREATE JOB FROM TEMPL... W DELETE ~ © EMAILALINK  ~ E RUN REPORT ~ E\ EXCEL TEMPLATES ~ @L, EXPORT TOEXCEL ~ i, IMPORT DATA  ~ ||| CHART PANE ~
}'- Jobs I am Working In ~ o
v SNo. Name 4 Customer Contact Start Date End Date Billing Type Fixed Price Per Hour Price Description Created On Yy o ¢

1.000 Calculate IT and PBX Cost... ADV 3/4/2016 3/11/2016  Per Hour Price $30.00 3/4/2016 10:42 AM 9
15.0.00 CRM - 1234 ABCO9M32 6/14/2016 6/21/2016  Per Resource Pri... 6/14/2016 421 PM i
27.0.00 CRM implementation 7/11/2016 7/12/2016  Per Resource Pri... 7/11/2016 8:28 PM
29.0.00 CRM Implementation T/14/2016 7/21/2016  Per Resource Pri... 7/14/2016 11:25 AM
22000 DashBoard ASSOCIAT0001 7/11/2016 7/18/2016  Per Resource Pri... 7/11/2016 2:04 PM
6.0.00 Data migration ABC28UUT 6/13/2016 ©/14/2016  Per Resource Pri... 6/13/2016 6:08 AM
23.0.00 Data Migration A-arvin Tonerst... 7/11/2016 7/18/2016  Per Hour Price $49.00 7/11/2016 2:07 PM
28.0.00 Data Migration - Test Opp Contoso Pharma... 7/14/2016 7/21/2016  Per Resource Pri... 7/1472016 10:43 AM
8.0.00 Implement CRM ADVANCED0Q02 6/13/2016 6/20/2016  Per Resource Pri... 6/13/2016 8:18 AM
25.0.00 Resouce Scheduler ALTONMANO0001 7/11/2016 7/18/2016  Per Mile Stone 7/11/2016 2:12 PM
13.0.00 Test-1234 A Datum Corpo.. 6/14/2016 6/21/2016  Per Resource Pri... 6/14/2016 9:26 AM
32.000 Test opportunity A Datum Corpo.. 7/28/2016 8/4/2016  Per Resource Pri... 7/28/2016 11:02 AM
20.0.00 Test23 AARONFIT0001 6/24/2016 7/1/2016  Per Resource Pri... 6/24/2016 12:50 PM
16.0.00 To Implement CRM Contoso Pharma... 6/14/2016 6/21/2016  Per Resource Pri... 6/14/2016 6:34 PM

e To create a new job, click on +NEW button on the CRM ribbon.
e A new window pops up with a series of fields to be filled up by you.

Create Job From Template

MNew lob
Existing Template
Job From Existing Quote.

Job From Existing Opportuinity.

] Cancel

New Job: It allows you to create a new job by selecting that option.
Existing Template: Displays all the existing templates by selecting that option.
Job from existing Quote: Displays all the quotes which has the forecast information.

Job from opportunity: Displays all the opportunities which has the forecast information
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& COMPLETE €I CLOSE [ DELETE £ ASSIGN ===

Dynamics 365 + = Time and Billing ~ | Jebs > CRM Implementation >
Hsave + New [FSAVEASTEMPLATE + B CREATE JOBTASKS FROM... (1)) ON HOLD
Create JobTasks From Template
JoB

Create job tasks fom an existing job template

CRM Implementation ~=

4 General

Summary Billing Details

CRM Implementation Bill To £

& Project Manager

[ =]

Hasan Kirmani

24-01-2018

09-02-2018

Dollar

A Implementation

& Job-14

Contoso Pharmaceuticals (sample)-

8 Time and Materials

B Hourly Rate Per Resource

& In Progress

Budget Notification

Financial Informatien
Estimates

Estimated Total Hours
Estimated Total Revenue

Estimated Total Cost

No
Actuals
40.00 Actual Total Hours
320000 Actual Billable Revenue
3600.00

09-02-2018

15.00
1120.00

1260.00

4 Job Resources / Sponsors

Job Resources

Resource Role Resource Utiliz...

Hasan Kirmani

Jamie Redin

Job Sponsor

Contact

Lyon (sam

Role A
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4(Gantt + Scheduler

53
Task Name Mon 22 Jan 2018 Mon 29 Jan 2018 Mon 05 Feb 2018 Mon 12 Feb 2018 Mon 19 F
# - EstStat  ActStat  EstEnd Act End % Done Duration| Effort Assigned Resources

Search for task name M| T|W|T|F{sisin w7 F|slsim|TiwTE|sfsim7iwTFlsisinTH

1 Test cases 01/24/2018 01/25/2018 01/25/2018 0 2days  Ohours  Hasan Kirmani [100%)]

2 Analysis 01/24/2018 01/24/2018 01/25/2018 0  2days 8hours  Hasan Kirmani [100%]

3 Design 01/26/2018 01/24/2018 01/29/2018 30 2days Bhours  Hasan Kirmani [100%)] ﬂ

4 Testing 01/30/2018 02/01/2018 0 3days Bhours  Hasan Kirmani [100%)]

5  Deployment 02/02/2018 02/06/2018 0 3days Bhours  Hasan Kirmani [100%)]

6  Maintainance 02/07/2018 02/09/2018 0 3days 8hours  Hasan Kirmani [100%)]

Dimensions

Dimensions in job provides businesses to tag each transaction with the appropriate dimensions codes that
allows you to track projects, events or even repairs to specific activities. Dimensions allows users to maintain
each segment separately thereby reducing the overall maintenance on GL accounts and chart of accounts.
Dimensions are user-defined & easy to create to manage your chart of accounts.

In the Time and Billing module of TSP, Dimensions can be found as a separate tab as shown below.

Navigation: CRM - Time and Billing>Jobs-> Dimensions

~ Time and BI”Ing ~ Jobs » CRM Implementation >

EHsave < NEw  [BYSAVE AS TEMPLATE ~  R% CREATE JOBTASKS FROM .. (UDONHOLD & COMPLETE ===

JOB

S.Mo tatus Reason Complete lue Dat
& Job-14 & In Progress 8 4.00 09-02-2
Estimated Total Hours Actual Total Hours
Estimated Total Revenue Actual Billable Revenue
Estimated Total Cost Actual Cost

4 Dimensions

e |Initially dimensions should be set up in customers and chart of accounts in time and billing settings
page.
e Dimensions fields will have three options (Ignore, optional, Required).
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e Depending on the option selected in the customer and chart of account dimensions will be displayed
on the job form.
For Ex: if it is set as required in the customer and chart of accounts for any one of the dimension then
dimension fields will be displayed on the job form.
If it is set as optional and ignore then dimension fields will not be displayed on the job form.

e Based on the dimensions set in the job same will be displaying in the Time postings, expenses and
invoices as well.

Budget Notification

Budget Notification is a handy feature for Project Managers and Resource Managers to stay informed when the billing
invoice reaches a particular pre-set limit of the total budget fixed so as to take effective measures — either increase the
budget limit or control the unwarranted costs.

In the Time and Billing module of TSP, Budget Notification can be found under Billing Details as shown below.

Navigation: CRM = Time and Billing=> Jobs

- Rahul Singh
‘ =  TimeandBiling | v Jobs | ~ CRM migration | v O @ o E¥ TotalSenPro . o

EHsave 4 new  B¥ CREATEJOBTASKS FROM .. €BSTOP  [B)SAVE AS TEMPLATE = & COMPLETE [ DELETE S8 ASSIGN ol GANTT CHART  =e= v 4 @

Jce

CRM migration -=

S.Ne. Status™ Status Reason Created On
B22.00.0 Active B ot Starte B11/26/2016 11:52 PM
4 Billing Details
Consumed Hours & 16.00 Last Billed Date & 127200 Billed Tl Date B $234.00 Budget Notification
Bill To Address - Ship To Address -- Sales Tax on BLI No Send Budget Notification Yes
Sales Tax Schedule - Sales Tax on Expenses No iate Structure Hourly Rate Per Resour: : Budget Amount ™
Meon Billed Amount B $0.00 Consolidated Cost B $240.00 Consolidated Price 8-
" . .
Billing Type Time and Materiz Budget Notification Percer
*
Include Expenses No
Total Rate B $624.00
Total Expense @ so0.00

e Send Budget Notification — If you set this field as “Yes” then all the people listed in the Email Notification Settings
would receive an email message for the budget notification.

e Budget Amount — It is the budget amount set for that particular job.

e Total Rate — It is total resource cost calculated based on individual resource price per hour and the no. of hours’
time posted for that particular job.

e Total Expense — It is the total expenses incurred on resources for that particular job.

e Consolidated Price — It refers to the total amount thus far incurred for that particular job. It includes total resource
cost plus total expenses (optional).
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e Budget Notification (%) — It is the % criterion for triggering the budget. E.g., if a budget amount is set as $5000 and
budget notification (%) is set as 10% then a budget notification would be triggered when the Consolidated Price
records $500.

Email Notification Settings

Use Email Notification Settings to configure email notifications with different criteria as discussed below.
Navigation: CRM - Settings 2 Email Notification Settings

Creating a New Email Notification Setting

1. Click on +New. A new email notification settings window pops up as shown below.

Rahul Singh
Mew Email Motificat.. G') @ o E TotalServPro . 'ﬂ'

EHsave E'saveE&close 4= NEw [ FORM EDITOR

EMAIL NOTIFICATICON SETTING : INFORMATION

New Email Notification Setting -=

4 Notification Setting

Mame * Trigger Event * Project Manager
Send Budget Send Budget Notification Cd

Motify Entity Selection ™ Resource Manager
Job

Email Notification Level ® Resource

Organization Level

Users

Full Name 4 First Name Site Business Unit Title Main Phone

To enable this content, create the record.

1

Active H

2. Fill the corresponding fields under Notification Settings such as Name, Notify Entity Selection, Email Notification
Level, and Trigger Event.

Field Details
e Name - It refers to the name of notification that you would like to correspond to. E.g., Update Notification for

Project Manager.
o Notify Entity Selection — It has a drop down with entities displayed as Job and Job task. Make selection as required.
e Trigger Event — It is the criterion based on which an email message would be triggered and sent to the recipients.
Trigger events supported are: Create, Update, Status Change, Resource Assign, Delete and Send Budget Notification.
o Email Notification Level — It has a drop down with Organization Level and User Level options.
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e Organization Level — Selecting this option will allow you to configure Email Notifications to Project Manager,
Resource Manager and Resource.
e User Level — Selecting this option will allow you to configure Email Notifications to resources of your choice.
3. After filling in the mandatory details and setting the trigger event criterion, you must save the record.
4. A new email notification setting with the name assigned would be created under Active Email Notification Setting.

H Email Notification Settings Active Email Notification Settings - Microsoft Dynamics CRM - Google Chrome = £

@ https:;//totalservpro.mtecrm.com,/main.aspx?etn=mtctb_emailnotificationsetting&extraqs=etc%3d 10096& pagetype=entitylist#5473737¢

= NEw [ DELETE | = e EMAILALINK |~ [¥] RUN REPORT ~ EXCEL TEMPLATES - ﬁ,_} EXPORTTOEXCEL | =  wae

+ Active Email Notification Settings ~ o

v MName Created On ¥ o ¢
Create Budget 1272172016 12:59 PM ;
Send Budget 12/21/2016 12:58 PM 47'
Update Budget 12/21/2016 12:5% PM

e Details under sections such as General Information, Job Stockholder, Performance and Forecast, Job Resources, Billing
Details, Job Tasks, Expenses & Issues, and Gantt Settings have to be thoroughly filled.

e New Job creation can only be done by Managers or the Authorized personnel having the Security role privileges to do
it. General Users only can use the Created Jobs or Job tasks.

e Approvals By can be changed as per your choice though the default value would be the selection you have initially
made in the Time and Billing Settings. If Project Manager is selected then Project Manager Name field becomes
mandatory. Accordingly, select the appropriate Manager Name. Likewise, Account Manager and Lead Consultant can
be assigned to a job if necessary.

e Itisimportant to understand the billing types supported for the job creation so that you can choose the appropriate
billing type.

Billing Types
Time and Billing supports the following 6 billing types:

1. Time and Materials — Under this billing type, you can set the Rate Structure as Hourly Rate Per Job or Hourly Rate Per
Resource or Hourly Rate Per Task as per your business requirements.
a. When Hourly Rate Per Job is selected, you need to set the Per Hour Price value for billing line item generation.
The billing would be calculated as Per Hour Price * No. of Time Posted Hours.

4 Billing Details

Consumed Hours & 050 Last Billed Date & - Billed Till Date a- Budget Notification

Bill To Address - Ship To Address - Sales Tax on BLI No Send Budget Notification No
Sales Tax Sechedule - Sales Taxon Expenses  No Hourly Rate Per Job Total Rate 8 $2500
Nen Billed Amount @ $875.00 Consolidated Cost @ 51500 Total Expense A s0.00
Billing Type * Time an d Materials
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b. When Hourly Rate Per Resource is selected, billing line item would be generated based on the resource price
pre-configured during resource creation. The billing would be calculated as Per Hour Price of Resource * No.

of Time Posted Hours (for all resources associated with that Job).

4 Billing Details

Non Billed Amount B $875.00

Billing Type ™ Time and Materials

Last Billed Date
Ship To Address

Sales Tax on Expenses

Consolidated Cost

No
& $15.00

Billed Till Date 8-

Sales Tax on BLI

< -
Rate Structure

No

Hourly Rate Per Resource

Budget Notification

Send Budget Notification No
Total Rate & $25.00
Total Expense & so0.00

c. When Hourly Rate Per Task is selected, the system shows up all the associated tasks with that job with the
flexibility of adding Price Per Job Task. The billing would be calculated as the No. of Time Posted Hours * Price

Per Job Task (for every task).

4Billing Details

Consumed Hours & 050

Bill To Address

Sales Tax Schedule

Non Billed Amount @ $875.00

Billing Type * Time an d Materials

Last Billed Date

Ship To Address

Sales Tax on Expenses

Consolidated Cost

a-

No
8 $15.00

Billed Till Date a -

Sales Tax on BLI No

Name *

ate
rice Pe
[m]
O
O
O

New Task

New Task

New Task 1111

Hou

rly Rate Per Task

Price Per Jo Task
§50.00
$50.00

§50.00

Budget Notification

Send Budget Notification No
Total Rate B s25.00
Total Expense & s0.00

Fixed Price — Completion of Contract — As the name suggests, this billing type refers to Fixed Price associated with

completion of a contract. That means, billing line item would be generated for the client after the completion of a
particular contract. Fixed Price can be set in the associated field.

4 Billing Details

Consumed Hours
Bill To Address
Sales Tax Schedule
Mon Billed Amount
Billing Type ™

Fixed Price ™

@ 050

@ $875.00

Time and Matenals

Fixed Price - Percentage Complete

Milestone
Cost Plus
Internal Use

Fixed Price — Percentage Completion — In this billing type, billing line item would be generated based on the
percentage completion of a Job. All percentages are predefined along with the corresponding price tags. So, when the
jobis in progress Bill button is enabled in the percentage grid. Based on the completion of these percentages and once
the user clicks on the bill button a corresponding billing line item would be generated. If the overall Job Percentage
Completion is 100% then the billing line item would be generated for all the percentages predefined with the price

tags.
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50

75

100

Billing Details

Bill To Addres

Sales Tax on BLI

*Billing Type

*Fixed Price

lab Percentage ...

Sales Tax on Expensas

Sales Tax Schedule

Job Complete Percentage

Price*
T2,.500.00
T1,000.00

T1,500.00

Contoso Pharmaceuticals (sample)-

Address

Mo

Mo

Fixed Price - Percentage Complete

<5,000.00

Irvoice Status

Un Billed

Un Billed

Un Billed

| Bill | 4+ &
o

Irvoice Mumber Irreraic

Milestone - This billing type refers to billing line item generation based on milestone accomplishment. For example a

project may require Analysis, Coding, Testing and Deployment. So, in this case Analysis, Coding, Testing and
Deployment could be the milestones on whose accomplishment billing line items could be generated. When the job
is in progress Bill button is enabled in the milestone grid. Once the user clicks on the bill button billing line
item will be created.

Task Mame
Arnalysis
Drasign

Testing

Billing Details

Bill To Address

Sales Tax on BLI

Sales Tax Schedule

*Billing Type

Milestone Tasks

Sales Tax on Expenses

Milestone price*
T1,000.00
T1,000.00

T1,000.00

Contoso Pharmaceuticals (sample)-

Addressi

MNo

Mo

& Milestone

Irvaice Status
Un Billed
Un Billed

Un Billed

| Bill | + &

Irvgice Number In
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5. Cost Plus - This billing type would allow you to generate billing line item for the job that takes into account: Cost Per
Hour (each resource) and the Cost Plus Percentage that you want add extra. The billing would be calculated as (Cost
Per Hour (each resource)* No. of Time Posted Hours) + Cost Plus Percentage.

4 Billing Details

Consumed Hours & 0.50

Bill To Address -—

Sales Tax Schedule --

Non Billed Amount & $875.00
Billing Type ™ Cost Plus

Cost Plus Percentage --
+

6. Internal Use — This billing type is for internal use meaning it wouldn’t require billing line item generation for internal
purposes.

4 Billing Details

Consumed Hours g 050

Bill To Address -

Sales Tax Schedule --

MNon Billed Amount B $875.00
Billing T}‘PE* Internal Use

Charts

Charts give you the graphical representation of the data for easy understanding and monitoring of jobs/job tasks.

e Unless the data is saved the charts cannot be displayed.
e To view charts for the jobs at hand, simply click on the charts pane on the extreme right hand side of the window.
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% Time & Billing

+ Jobs | am Working In ~ Searchfo records 3
v SNo. Name Customer Contact Start Date End Date Billing Type Fixed Price Per Hour Price Description Created On v 2 <

1.0.00 Calculate IT and PBX Cost... ADV 3/4/2016 3/11/2016  Per Hour Price $30.00 3/4/2016 10:42 AM 9
15.0.0.0 CRM - 1234 ABCO9M32 6/14/2016 6/21/2016  Per Resource Pri... 6/14/2016 4:21 PM %
27.000 CRM implementation 7/11/2016 7/12/2016  Per Resource Pri... 7/11/2016 8:28 PM

29.000 CRM Implementation 771472016 7/21/2016  Per Resource Pri... 7/14/2016 11:25 AM

22000 DashBoard ASSOCIAT0001 T/11/2016 7/18/2016  Per Resource Pri... 7/11/2016 2:04 PM

6000 Data migration ABC28UU7T 6/13/2016 6/14/2016  Per Resource Pri... 6/13/2016 6:08 AM

23.000 Data Migration A-arvin Tonerst... 7/11/2016 7/18/2016  Per Hour Price $49.00 7/11/2016 2:07 PM

28.000 Data Migration - Test Opp Contoso Pharma... 7/14/2016 7/21/2016  Per Resource Pri... 7/14/2016 10:43 AM L |

e You can as well add a new chart, save a chart, and import/export a chart with the options provided as shown in the
below image.

Cost Performance v + FI H o

e Index(C urrent ..

o

o
)

= = = = o = = )
o o = =] o = ™ =
rd = = = = = ~ =
— ™ = ™ o - =
! = = = - =
=3 = o = a -
= o = = = -
= = o E 4 ] =3
o = c = - .
" 9 = @ e
=1 =] = —
= =
= o E

igration

To Implem

Calculate IT and PBX Cost ...

=

Sum (Cost Performance Index(Current
Forcast)

e Atypical chart for a job would look something like below:
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. . Crm admis
Aiy Microsoft Dynamics CRM «  #% | TIMEAND BILLING v Jobs | v **Agile IT - Intemal** | v @ create e ATiE

+ nEw  B¥ CREATE JOBTASKS FROM... [ DEACTIVATE T DELETE :‘;AASSIGN e

v
oB ¥
** M * % S.No. Status™ Owner™® Created On
Aglle IT - Imtema\ B 510000 | Active | Bhargav Red | 5/15/2014 5:30 AM

Charts

fiig Status Reason by Status Reason v fi§ Percentage Completed by Project T...

All Time Postings Active Job Tasks

80.00
60.00 60.00 60.00

60.00 50,00
2000 4000
40.00 3000 30.00 2000
I 2000 23 00 2000 2000 20.00 2000
I Unépproved 20.00 1000 1000 I I
W ~pproved
0.00 +——=

Sum [Percentage Cam

e IT_|
ITI.
e IT_|.
e [T |
IT.
e T |.
IT_I.
e IT_|
e IT_|
e T |.
IT_I.
IT.
e [T
ITI.
e IT_C.

Agil
Agil
Agil
Agi
Agil
Agil
Agil
Agi
Agil
Agil
Agil
Agi
Agil
Agil
Agil
Agi
Adil
AgileITY.

Figure 24: Creation of Jobs - Charts

Gantt + Scheduler

Gantt + Scheduler is a third party tool embedded in Time and Billing module to help Top Management, Managers and
other decision makers get an overview of the details of the job tasks, associated resources, percentage completion for
increasing operational efficiency and resource utilization.

Gantt + Scheduler also enables you to add/edit tasks and attributes, assign/de-assign resources, and schedule/re-schedule
tasks with drag and drop functionality. You can also track the percentage completion of job tasks using the Gantt +
Scheduler. Lastly, it serves as a Dashboard at one glance.

Gantt + Scheduler lists all the resources involved in the job tasks of that particular job while also displaying the job tasks
with start and end dates and total no. of hours. Thus, Gantt + Scheduler gives a complete picture about resource occupancy
for the job tasks and their availability for future requirements.
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v a = —
Feraa+=s+x%x==H|
Show baseline task bars

Task Name "

# inis! Due D
1| Analysis 07/21/2016
2| Design 07/13/2016 07/13/2016
3 Construction 07/21/2016 07/21/2016
4| Testing 07/20/2016 07/21/2016
5 Deployment 07/11/2016 07/12/2016
6| Maintainance 07/19/2016 07/22{2016

<
Hame
Resources
David Jhon
Thomson 5
Vikas Reddy

Mon 11 Jul 2016 Mon 18 Jul 2016

ort Actual Effort  Status
M T W T F 5 5 MTWT

days 4 hours 0 New
1 day 5 hours 0 New
1 day 7 hours 0 New
2 days 8 hours 0 New
2 days 4 hours 0 New
3 days 4 hours 0 In Progre _

> <

Mon 11 Jul 2016 Mon 18 Jul 2016

M T W T F s S M T W T F S S M T
D D Desigr
Job task o
details
Maintaina A1 Analysis
T T T Analysis
b
Mainti [«]
Mainti
M
Te
D D Create DashBoard
D D Desigi Task for Migra [«]
Ti [«]
<

Figure 25: Gantt chart display

Mon 25 Jul 2016

2
Percentage
Comp!eTiOn 6 Mon 08 Aug 2016
F 5 5 M TWT F §
>
Mon 01 Aug 2016 Mon 08 Aug 2016
T F § §s M T wWTF S S M T WT F § ¢
Mainti  Analysis
Te a
C  Desig
D
>

Ais Microsoft Dynamics CRM « ME AND BILLING v Jobs ile IT - Internal
EHsave 4 NEw A% CREATE JOBTASKS FROM..  [o DEACTIVATE [ DELETE S2ASSIGN ol GANTT CHART  =ee
JOB
* % . | _ | * % S.No. Status™
Agl e |T - Interna 817000 Active
< > <
|Job Tasks & Resources |
S.No. Mame Priority Start Date End Date Job Contact Effort (Hour) Resource
17.0.0.29 Agile IT_{PS) 2- Create Project Sit..  Medium 1/20/2015  1/22/2015  **Agile IT - Internal** Info 18.00
17.0.035 Agile IT_{PS) 7- Configure CPS fo... Medium 10422/20... 10/24/20... **Agile IT - Internal™ 80.00 Hemanth
17.00.30 Agile IT_{PS) 9- Help Desk Site C... Medium 10/28/20..  11/10/20..  **Agile IT - Intemnal™ 15.00 Winay KumarP
< >

Created On

Owner”
8 1/11/2015 5:30 AM

Crm admin

“™" Click Rere to buy a license

Role Resource Utiliza..,
Developer

Manager

Tester

Job Resources

Figure 26: Job Task & Resource —in Job

Job Resources refer to the resources for whom you wish to assign the job tasks of a particular job.
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]

0 oo

Job Resources

Resource *
David Jnon
Thomson 5

Vikas Reddy

Role

>

e To add a new job resource, click on “+” as shown in the above image.
e Look Up Records window pops up. Search for required resources and add them.

W

<

Search

Look Up Records

Enter your search criteria,

Look for |Resource

Look in |Resources not as Job Resource

MName

John Silvani
Bob Smith

Randall Ykema

1 -3 af 3 (0 selected)

Selected records:

Remowve

o) [<] [£]

Resource Type o
Internal 3f A
External 3¢

W
Internal 712
>
Page 1
Add Cancel

e Save the changes and refresh the CRM page for the changes to get reflected.
e The newly created Job Resources will be available in the Gantt + Scheduler for you to assign the job tasks.
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Issues
Issues are also recorded and captured here in Jobs. Any issues raised against any Job or Job task are displayed (existing
ones) here in this connected Job. Issues can also be created new from this screen itself by clicking on “+” as shown below.

. . _ . ime & Billing TNB
Microsoft Dynamics CRM | = TimeandBiling | v+ lobs | v  6orders of Product ... | ~ Search CRM data & wc &
B saveE 4 NEW B CREATE JOBTASKS FROM .. [$ DEACTIVATE [ DELETE 38 AsSIGN ol GANTT CHART  »+ &
log
6 d ]c P d .t S KU JJ202 ( | ) __ S.No. Status™ Owner® Created On
O r e rS O ro u C Sa m p e = E32.000 Active & Time &B H8/20/2015 7:40 PM
Title Job ssue Type Assigned To Job Task Total Hours Billable Hours Non
Issue Title No 1 6 orders of Prod... Bug Time 5 Billing T...
ue Titke No 2 . Improvement Time & Billing T...
ssue Title No 3 Time & Billing T...
»
Expenses
Expense (Job) v +
Expense Type{... Amount Description Job Task s Billed Resource Status eated On =
25.00 No Time & Billing T... Active 0/ )15 2:35..

10000 No Time & Billing T... Active 10/

347 ..

est Expenses No 2 %30.00 Mo Time & Billing T, Active 10/2/2015 348 ..

Figure 27: Issue —in Job

. . _ _,  Time &Billing TNB
Microsoft D)"ﬂ-ﬁ mics CRM = Time and Billing | ~ 6 orders of Product ... ® @ Search CRM data L e m & f
Issue X
Tite ® Issue Title No 3 ssue Type® Bug Owner* & Time & Billing TNB
Job* 6 orders of Product SKU 11202 (sample) Assigned To® 9 - D Description
Job Task
Save Cancal

Figure 28: New Issue creation in Job
All fields marked with Astriex are mandatory and finally save the Issue to get recorded.

Expenses
Scroll down further to get Expenses.

All expenses related to the Job or project can be recorded here. Expenses like Maintenance, Mileage, Food Expenses,
Travelling Expenses and other miscellaneous expenses are stored here. The forecast system also helps the management
to monitor and overview the expenses.
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5 9 S ) — Time & Billing TNB
Microsoft Dynamics CRM | =  TimeandBilling | v Jobs | v 6 orders of Product... | v search CRMdata O [EEE NS &

B sAvE 4 NEw B CREATEJOBTASKS FROM..  [§ DEACTIVATE {ili DELETE S8 ASSIGN ol GANTT CHART  =ee ¥

6 orders of Product SKU JJ202 (sample) = e | o o

Active & Time&B Hg/20/2015 7:40 PM
Issues. +
Title Assigned To Job Task Total Hours Billable Hours Non
ssue Titke No 1 Time & Billing T...
Issue Title No 2 ng T.

Time & Billing T...

Expenses

Expense (Job) w

Subject 4 Expense Type(.. Amount Description Job Task s Billed Resource Status =
mtc test expense 2500 No Time & Biling T... Active
Test expenses no 1 T100.00 No Time & Billing T... Active
Test Expenses No 2 3000 No Time & Billing T... Active 10/2/2015 348 ...
Status Active Billed Till Date B %1,500.00 Last Billed B 9/10/2015 No Billed Amount B z0.00
Active

e C(Click on + against Expenses tab on the screen to add New Expenses

. X _ Time & Billing TNB
Microsoft Dynamics Timeand Billing | «~ Jobs | « & orders of Product... | ~ O © eI T wic |
Expense by
Subject * Travelling Expenses Resource ® Time & Billing TNB Account § Fabrikam, Inc. (sample)
Amount® 3375.00 Job 6 orders of Product SKU JJ202 (sample) Contact @ Maria Campbell (sample)
Description Expense Type d
Save Cancel

Figure 29: Job Task - Add New Expense
e Enter Subject, Expense Type for Expense
e Finally enter the Amount of expense and click on “Save”

Advantage of creating a Resource, Job task, Expense, under Creating a Job

e Anything created under this tab of JOB will en-route proper billing method procedure
e Any omissions in creating under these heads may lead to non-billing of activity.
e All of them be created under the individual tabs but, there the Job has to be mentioned manually

Task Board

Manage all your tasks in a single board display. You get information such as (these columns are not mandatory, but as per
your process whatever status you are using is shown here)

e Task New

e Task in Progress

e Task Completed and
e Task Stopped
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e CRM->Time and Billing->Jobs -> click on more (...

Microsoft Dynamics CRM

Time and Billing | ~ |Jobs | ~

+ Active Jabs v

v | shNe. Name
v 32000 6 arders of Product SKU 1J202 (sampl...

60.00 & orders of Product SKU 1202 (sampl..

30000 eryrty

38000 Fuydyu

hello
000 ob

2000 Job 2

30.00 Jok 3

40.00 Job 4

50.00 Job 5

42000 Lyne for Windows mabile

23000 Myjobi

7.0.00 Meeds to restock their supply of Prod..

26000 Mew Job For Testing

41000

32000

# EDIT &/ ACTIVATE F‘ CREATE JOB FROM TEMPL... [& peacTvaTE @ DELETE | - D OPEN ISSUEBOARD E

I 8 Open TaskBoard

Fixed Price De

& Email a Link

Agcount Contact Billing Type

Fabrikam, Inc. jsample] Maria Campbell ... Fixed Price F0.00

alt Gantt Chart
Fabrikam, Inc. (sample)  Maria Campbell ..  Per Rescurce Pri...
&% Run Workflow
Per Resource Pri..
[®] start Dialeg
Per Resource Pri..
[¥] Run Report

A. Datum Corporation. Per Rescurce Pri..
@ export to Exce
Alpine Ski House (sa... Per Rescurce Pri.. - _
B Import Data
Per Hour Price
ol chart Pane

A. Datum Corporation.. Custom

Per Mile Stone [T New System Vi
I w System View

A. Datum Corporation.. Custom

7]}- Customize Entity

Alpine 5ki House (sa.. Per Mile Stone

L system Views
Per Resource Pri...

Per Resource Pri... F0.00

Blue Yonder Airlines (.. Sidney Higa (sa..

Per Resource Pri...

Per Hour Price

Der Resnurra Bri This it smaskfisiflkillecifillesi

|

Search for records o
= Consumed Hours | Percentage Com..  Last Billed Cwner Y c©

' 9/10/2015  Time & Silling T... 8/2

1133 Time & Billing T... 81

Time & Billing T... /27

, Time & Billing T... 82

N 0o Time & Billing T... 820

R 0o Time & Billing T... 81

100.00 0o Time & Billing T... 81

00 Time & Billing T... &1

00 Time & Billing T... &1

00 4200 Time & Billing T... &1

1250 Time & Billing T... a1

000 Time & Billing T... &1

Time & Billing T... &1

Time & Billing T... /20

100000 500 Time & Billing T... an
Time & Rillinn T RN M

»

Figure 30: Navigation for Task Board

e Select aJob and click on (...) more for Options and select to open Task Board as shown above.

Manage Job Resources

Il New (3)
Deployment
0%

Maintainance
0%

lesting
0%

|Il In Progress (3) |ll Completed

Analysis
0%

Test cases
0%

Design
30%

-

Hasan Kirmani

Add new task...

Il Stopped

Figure 31: Task Board
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e The Task board display all the columns mentioned above to display information respectively.
e If user wants to create a New Task he has to enter in the space provided at the bottom under Not Started column.
e Select the Task and Right click to get

Cpen Issue
Add Timeposting

Issue Information

Celete
v" You Open the Issue record from here itself for any corrections or Modifications
v' Add Time posting to the Task from here itself
v' Get Information of the Task (also the Percentage of Work Completed)
v Delete a Task from the Task board

e Once the task is created you can click on Manage resource button on Top of the form to assign Resources to the
particular task. A pop up window opens with resource Details

e Uncheck the box to remove resource or Select from the List to add resource

e C(Click on add more button to get full list of resources available

e Finally click on Ok to Save changes and continue

Job Resources X

« Time & Billing TNB

Add more I Ok §| Cancel |
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e Bottom of each task you will find Small circle, click on it to view all assigned resources to this particular Issue with their
picture or create a new resource for the issue.

e These task tabs which are created have the Drag and Drop facility. Once the Job is started you can drag and leave the
task in Progress Column or Leave it in Pending column. Similarly Once Job is completed can drag and Move to Done
or Inactive or Completed etc. as per your requirement.

Issue Board

All issues can be managed under one simple board easily. This board has three columns such as (these columns are not
mandatory, but as per your process whatever status you are using is shown here)

o New Issue
e Issuein Progress
e Issue Done (Completed)

e CRM->Time and Billing->Jobs -> click on more (...)

. . _ _ Time &Billing TNB
Microsoft Dynamics CRM | = | TimeandBilling | - M date & wmic &
+ new  # EDIT W ACTIVATE #® CREATE JOB FROM TEMPL... & DEACTIVATE il DELETE - E
. MORE COMMANDS
+ Active Jobs ~ Search forrecords
S No. Name Account Contact Billing Type Fixed Price Description Per Hour Price Consumed Hours Percentage Com Last Billed Crwner h g ]
v 32000 6 orders of Product SKU JJ202 (sampl. Esbrikam, Inc. (sample] Maria Campbell ... Fixed Price #0.00 9/10/2015 Time & Silling T... 8/2
6000 6 orders of Product SKU 1J20Z (samp Fabrikam, Inc_ (sample]  Maria Campbe Per Resource Pri 1133 81
39.000 enyrty Per Resource Pri. 827
28000 fuydryu Per Resource Pri... /2
27000 hella A. Datum Corporation Per Resource Pri 000 8/20
1.0.00 Job 1 Alpine Ski House (sa.. Per Resource Pri.. vbn 0.00 8/20/2015  Time & Billing T... 81

Figure 32: Navigation for Issue Board

e On selection of a job you can see Open Issue Board button. Click to open or Open a Job and click on More to get Open
issue board button, click here to open the Issue Board.
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New (4) In progress (1) « Done (2)

®
@)

— — — —
2wy

ADDYNEVWISSUE HERE

Figure 33: Issue Board

e The issue board display all the columns mentioned above to display information respectively.

e User can create a New issue by entering in the space provided at the bottom under New column.
e Select the Issue and Right click to get

Cpen lssue
Add Timeposting
|lssue Information

Dzlzta

You Open the Issue record from here itself for any corrections or Modifications
Add Time posting to the Issue from here itself

Get Information of the issue (also the Percentage of Work Completed)

Delete a Issue from the Issue board

ANANENEN

e Once the task is created you can click on Manage resource button on Top of the form to assign Resources to the
particular task. A pop up window opens with resource Details

e Un check the box to remove resource or Select from the List to add resource
e Click on add more button to get full list of resources available.
e Finally click on Ok to Save changes and continue
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Job Resources

#| Time & Billing TNB

Add more Qk)| Cancel

e Bottom of each task you will find Small circle, click on it to view all assigned resources to this particular Issue with their
picture or create a new resource for the issue.

e These issue tabs which are created have the Drag and Drop facility. Once the Issue is started you can drag and leave
the task in Progress Column or Leave it in done column as per your requirement.

Job Task

e Navigate CRM->Time and Billing->Job Tasks

. . — N — ime & Billing TNB
Microsoft Dynamics CRM |~ = TimeandBilling ([0l Job Tasks | © Search CRM data IS & wic Lo

Time and Billing Customers Billing Administration

|n m| Das p— = sti s - s
rr Dashboards ﬁ Expense = Accounts E Time Postings L‘iﬂ Resource Utilization
Resource Calendar Time Sheets Contacts Billing Line ltems D Mare

@ Time Posting B Invoices
@ Jobs Invoice Generator

o Now Click on Job Task Tab as shown in the screen.
e New Job creation can only be done by Managers or the Authorized person having the Security roll privileges to do it.
General Users only can use the Created Jobs or Job task.
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. . - Time & Billing TNB
Microsoft Dynamics CRM | = | TimeandBiling | v | Job Tasks || v : E
=+ NEW QI DELETE| = e EMALAUNK | = [P RUNREPORT» Q@ EXPORTTOEXCEL | * Wy IMPORTDATA | » JICHARTBANE=  sse
~ Active Job Tasks * 0
v SNo. Name Priority Start Date End Date Job Effort (Hour) Consumed Hours = Description Percentage Com... b 4 o
VS 123 WIECIUM - IFAV AVl GLereuls Jon 3 U N
AABAAA Medium Job s
23.001 DevTaskTemplate Medium 9/1/2015 9/11/2015  Myjob1 30.00 8/19/2015 3:02 ...
23002 DevTaskTemplate Medium 8/28/2015 9/9/2015  Myjob1 30.00 hkeky 8/19/2015 3:04 ..
AD-HOC DevTaskTemplate Medium 8/20/2015 8/21/2015 30.00 8/20/2015 7:35 ...
5.0,0.10 Medium 8/20/2015 5 Jobs 30.00 8/20/20
AD-HOC Medium 8/19/2015 8/20/2015 30.00 8/19/2015 7:00 ...
AD-HOC Medium 8/25/2015  8/26/2015 30.00
3002 DevTaskTemplate Medium 8/21/2015 8/22/2015 Job 3 30.00
AD-HOC DevTaskTemplate Medium 8/19/2015  8/20/2015 30.00 8/19/2015 7:07 ...
23.003 DevTaskTemplate Medium 9/12/2015 9/13/2015 hello 30.00 0.00 8/19/2015 3:08 ...
1.00.1 Task Medium 8/17/2015  8/18/2015 Job 1 10.00 0.00 8/17/2015 1:10...
2001 Task 2 Medium 8/17/2015  8/18/2015 Job2 0.00 B/17/2075 1:11 ...
3.0.0.1 Task 3 Mexdium 9/3/2015 9/27/2015 _ Inh 3 B/17/2015 1:57 . , h

Figure 34: Job Task screen
o All the Existing Job Tasks are shown with a Serial No.
e The Serial Number can be viewed either Ascending or Descending wise as per convenience
e Toadd new job task to Job click on new icon on the top left corner of the screen. A new Job Task window will pop up.
Give general information for task as shown below.

Ait Microsoft Dynamics CRM v #t | TIMEAND BILLING v Job Tasks | v New Job Task @ Create
EHsave  + New FORM EDITOR
JOB TASK
N J b T |< S.No. Status™ Owner*
ew JO as & - Active Crm admi
General
Task Name * 0 = Job -
Account - Contact -
Start Date ™ 11/13/2014 End Date ® 11/14/2014 Percentage Completed -
Pricrity Medium Estimated Hours -
Description
Consumed Hours B - Phase - Mile Stone B -
Billing Preferences
Billing Type Fixed Cost B - Per Hour Cost 8
Per Resource Price
Per Hour Price
Fixed Price
Per Mile Stone
Custom
Status Active Status Reason Active Created By
Pricrity Medium
Active

Figure 35: Add new job task general information
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e Enter Task Name, Start Date, and End Date and select the Job with the help of icons provided next to the column.
Once entered click on save icon which is on the top left corner of this pop up screen.

e Click on Save icon on top left corner of the screen

e Inthe Job Task Screen you will notice a Warning message “Warning: No Job task Resource have been added” as shown
below inside. This is due to you have not assigned any resource to the job task before saving. A resource is a must for
any job task

Manage Resource

e While you are in Jobs, Job Task creation Add or edit mode, you will able see the Manage Resource button on the CRM
screen.

e |t’s unique and very easy to use feature to Manage resource. You can manage your resources or allocate the task to
any resources from the Active Job Task List

e User can also select and open any record and then in the record also he can select the manage recourse button and
select the Resource.

Job Tasks tc = E::&I“Ilﬂ e . o]
* Active Job Tasks ~ Search fo recoras o
S No. Mame Priority Effort (Hou Consumed Hours Description Percentage Com Created On h 4 =
AD-HOC 23 Medium 20.00 8/25/2015 10:46..
50011 123 Medium 8/20/2015 8/21/2015 Job 5 20.00 8/20/2015 1107...
AD-ROC 123 Medium 8/20/2015 8/21/2015 2000 8/20/2015 735
AD-HOC 123 Medium 8/19/2015 8/20/2015 20,00 8/19/2015 7:07
AD-HOC 123 Medium 8/19/2015 8/20/2015 20.00 8/19/2015 700 ...
3003 23 Medium 8/21/2015 8/22/2015 Job 3 20.00 82172015 452 ..,
5009 ALAALS Medium Job s 8/20/2015 11:01...
230041 DevTaskTemplate Medium 94172015 91172015 Myjob1 30.00 8/19/2015 2:.02 ..
23002 DevTaskTemplate Medium 8/29/2015 9/9/2015  Myjob1 30.00 hkcky 8/19/2015 3:.04
AD-HOC Medium 8/20/2015 8/21/2015 30,00 8/20/2015 7:35
5.0.0.10 Medium 8/20/2015 8/21/2015 Job 5 30.00 8/20/2015 1107...
AD-HOC Medium 8/19/2015 8/20/2015 30.00 8/19/2015 700 ...
AD-HOC Medium 8/25/2015 8/26/2015 30.00 8/25/2015 10:46..
3002 Medium 8/21/2015 8/22/2015 Job 3 30.00 8/21/2015 4:52 ..
AD-ROC Medium 8/18/2015 8/20/2015 30.00 8/19/2015 7:07 ...
23003 Medium 9/12/2015 9/13/2015  hello 30.00 000 8/19/2015 3:08
.

Figure 36: CRM showing Manage Resource icon

e Simply click on the Icon to get a pop up menu (Manage Job Resources) as shown here
e Enter Start Date and End Date

e Select from Drop down list the resource type (Active / Inactive)

e Click on Search go get listed all resources as per your choice.

Resource Name

e Once the List of Resources is listed, select the check box against each individual resource name
e Can select one or More resource at a time
e C(Click on ADD button to display them under Assigned Resources.
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@ https://timeandbilling2013.mtccrm.com:444//WebResources/mtctb_timeandbilling/Schedule htmi?data={71A5DA3B-366E-E411-BE05-0030430 i

Resource Schedular
StartDate | 11/13/2014 End Date 11/14/2014 Select Resource | Active Resource V| | Sear-::hl

[1! Resource Na...| User Availabi...| View Calendar
Abdul Rasheed  50% Calendar
Anwar Noori 50% Calendar
Bhargav Reddy  100% Calendar
Chappidi suresh  100% Calendar
CRM Admin 100% Calendar
CRM Admin 100% Calendar
Daniel Thomas  100% Calendar

O«

Demo User 100% Calendar
Hamanth b 100% Calendar
Jean Francois 100% Calendar
Karthik Madug... 100% Calendar
Lavnya lakshmi  100% Calendar
Leela Vathi 100% Calendar

U
(|
(|
L
L
U
U
(|

2

d

Assigned Resource

|| Assign ||| Cancel |

Figure 37: Pop up - Manage Job Resource

User Availability

e Against each Resource name User availability is displayed

e For Example the first record shows as 50%. Which mean this particular resource is only available for 50% of this total
working time. He has been already assigned in other projects where he is involved.

o Ifit shows as 0%, this indicated that the resource is already busy and there is no time for him to spare for any projects.

o The others are shown as 100%, which denotes that the resource is free and can be assigned to a job or job task.

View Calendar

e Against each Resource name under View Calendar, a Calendar button is displayed

e On click of this button, the user can see the resource work schedule that he has been assigned.
e Like in any other calendar function, the details are displayed as shown below
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iy hitps://timeandbilling. mtccrm.com:444//WebResources/mtctb_timeandbilling/Calender.html?data=53f97733-dccT-e411-0b77-000c2%albec @

Resources I - | > I I today I March 2015

&, My Calendar
&, My Calendar
&, Leela vathi
&, Midhi Agarwal
&, Sandeep Ponugoti o - i

‘ Sandeep Aalet |AWC_DHIH Migration_Form Layouts
&, Rakesh Agarwal Building Contract

&, Thanuja Rekha [Transporting

&, Bhargav Reddy 15 16 17 18

&, Vinay Kumar |AWC_Data Migration_Form Layouts

Buildi AWC_Data Migration_Database layout
&, Mikhil Kumar cﬂnm"cgt AwE_ PR =

&, Vikas Reddy

Sat

22 23 24 25
&, Abdul Rasheed 'AWC_Data Migration_Form Layouts

&, Hemanth b
&, Sai Chaitanya
%, swathi 29 i)

< Vinoy KumarP 'AWG_Data Migration_Form Layouts
&, Raghavendar v
&, Chappidi suresh 5 5

&, Lavnya lakshmi |AWC_Data Migration_Form Layouts
&, Karthik Madugula

0
0
0
0
0
0
O
[l
O
0
0
0
0
0
0
[l
[l
O

Figure 38: Resource calendar from Manage resource

e All navigational facilities are provided to drill down any kind of resource information

e You can Check for the Month, Week, Today, Change the month by clicking on the Arrow buttons

e Forexample you click on Tes1 which is shown under Tuesday 10*" date, it displays your CRM in respect to Transporting.
(CRM screen shown below)
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N 3 @ Crm admin
TIME AND BILLING +  Job Tasks | v  Transporting | v TimeAndBilling
i SAVE 8 CLOSE  ElsAvE & MEw == NEw T DELETE &, MAMAGE RESOURCE g COMPLETE  CBSTOP  sss
JOB TASK
T _t S.Mao. Status™ Owner™ Created On
ransportng 8 29.0.0.6 Active Crm admin 8 3/10/2015 8:43 PM
General
Task Mame ™ Transporting Job Advent
Account 1St3pBEnE:it5 Contact Info
Start Date 3/10/20  End Date 31220 Percentage Completed 80.00
Priority Mediur  Effort (Hour) 24.00
Description -
Consumed Hours 8 - Phase - Mile Stone -
Resources
+
Resource Units(2%G)
Hemanth
Raghavendar V
swathi
Figure 39: CRM screen navigating thru Calendar
Resource

e If the Resources are already added after saving the information you may skip this section else add New Job Task

resource as shown below.

Microsoft Dynamics CRM = Time and Billing

— Time & Billing TNB
v JobTasks | v DevTaskTemplate | v O ® EEElsrEe L &  mic H o]
Job Task Resource x
Name * [ Units{35) - Job Task™ DevTaskTemplate
Resource® 0 -
Save Cancel
Start Date 9/1/2015 End Date 9/11/2015 Percentage Completed - I_I -
Resource Units(%;) 4 -
Priority Medium Effort (Hour) 30,00
User 2
Description
Consumed Hours i - Phase Mile Stone

Figure 40: Add new Job Task resource

Time Posting

® Scroll down to get Time Posting & Expenses shown below in brief. The detail time posting has been described in below

pages separately.
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5 N _ = 1ime & Billing | NB
Microsoft Dynamics CRM | = | TimeandBiling| ~ | JobTasks | v+ DevTaskTemplate | - M dat C - o]

B savE&close kel savEsnew <+ NEW il DELETE Bl MANAGERESOURCE & COMPLETE @b sToOP

JOB TASK

DeVTa S kTe m plate = SNo Status™ Owner* Created On

Bap-Hoc Active & Time &8 Bs/20/2015 735 PM

Job task Resources not found Waming: No Job task Resources have been added,Click on ManageResource Button to Add Resources to the JobTask
Billing Preferences

Billing Type ®

Cumrency

Time Postings and Expenses

Time Postings{Job Task) v = Expense (Job Task) v E

Time Posting Resource Total Hours Non Billable H... Time Post Date | Time Sheet Description

billinglineitem s Billable - Subject Expense Typel.. Amount Descriptio

No Time Posting records found. No Expense records found.

Gantt Settings

Figure 41: Job Task showing Time Posting

Expenses
e Scroll down Job task form to get all details in Expenses,

e Functionality of this mode has been already described in the previous module JOBS. Similarly all the expenses
pertaining to a Job Task has to be recorded here.

_ Time & Billing TNB |
Viicrosotrt Dynarr = TimeandBilling | « JobTasks | +  DevTaskTemplate | v (CINC) MTC
Expense A

Subject . Resource™® Time & Billing TNB Account [
Amount™ Job - Contact g -
Description Job Task DevTaskTemplate

Expense Type *

Figure 42: Adding New Expense in Job Task

Gantt Settings
e Scroll down Job task form to get Gantt Settings.
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J.[[ ® 3 Crm admin
- TIME AND BILLING v  Job Tasks | v  Transporting | v TimeAndBilling
[_:j] SAVE & CLOSE |l savea MEw == NEw T DELETE  E! MAMNAGE RESOURCE g COMPLETE CISTOP e al
JOB TASK
T _t SMo. Status ™ Owner™ Created On
ransportng 8 29006 Active Comadmin | @ 3/10/2015 43 PM
~
£ >
Gantt Settings
Baseline Start Date - Baseline End Date
Parent Job Task - Contraint Type
Constraint Date - Expanded Me
Duration (Days) - Rollup MNeo
Scheduling Mode - Leaf No
Segments
v
Status Active Status Reason Active Created By Crm admin
Priority Medium

Figure 43; Gantt Settings in Job Task

e All Gantt Settings can be done with the help of look up menu
e All these will help to generate the actual Gantt chart for the Job.

Billing

This section deals with Time posting, Billing Line items and Invoices and Invoice generator
Time Posting

Time posting made very easy to operate for the Administrators and Managers. Time Posting gives the working time details.
Resources can post the working details like when they actually started working on the activity, the time when they have
completed the activity, resources Break Duration which comes under Non Billable Hours, to which extent the resource
have completed the activity assigned to him/her. These details help in billing process and Payroll process, saving time of
an organization. Resources can also post the risks associated with task.

A resource who has logged in to the system with his credentials only will be able to do time posting pertaining to him. In
other words this user cannot do time postings for any other user

Time Posting Process from Time Posting entity

Page 69 of 97 Copyright © 2018 TotalServ Pro



E} Time & Billing ‘D TotalServ PRO

' EASY END-TO-END SERVICE PRO MANAGEMENT

. X _ — Time & Billing TNB
Microsoft Dynamics CRM Time and Billing [R@ Dashboards & wic Lo

Time and Billing Customers Billing Administration

|n ni - pense =, r R -
e Dashboards E Expense Accounts g Time Postings L“iﬂ Resource Utilization
Resource Calendar E Time Sheets Contacts Billing Line ltems | Time Pczmg: More

i j Time Posting . voices

7 -

2y Jobs mvoice Generatar
&7

D Job Tasks
@ Cases

e This will give you the details of Time Postings of all resources from the Job, Job task, cases, account and Contact.
e You need to approve the time posting records for the billing purpose.
e Select the records and click on Approve button to approve the Time Postings.

. . _ . Time & Billing TNB
Microsoft Dynamics CRM | = | Timeandgilling | « | Time Postings | ~ F  wic &
& APPROVE M REECT 4 NEwW # DT fif DELETE = S8 ASSIGN € SHARE | sas
& Email a Link 4
+ UnApproved Time Postings v % Run Workron Search or records o
[ start Dislog
Time Posting Resource Sillable Hours Non Billable Hou... T — escription Case Job Job Task Account [ 4 3]
¥ Run Report +
+"  Meeds to restock their supply of Prod..  Time & Billing T. & hours 0 minutes & Meeds to restock thei. Blue Yonder Airii.. Sidney Higa
ﬂ; Export to Excel 4
Meadls to restock their supply of Prod..  Time & Billing T.. 7.5 hours 0 minutas 7 _ Meeds to restock thei. i.. Sidney Higa
B> Import Data >
Test Time & Billing T. 45 minutes. 0 minutes 4 Test
il Chart Pare v
Test One Time & Billing T. 1 hour 0 minutes 1 Test One Fourth Coffee (s..
FP-g View

f.'; New System View
1&» Customize Entity

£ System Views

Figure 44: CRM Time posting (unapproved) list
e All unapproved time Postings are listed
e Can Approve, reject, Edit, Delete, Assign or Share
e Also Create a New Time Post from here by clicking of New Tab

. . _ Time & Billing TNB ]

Microsoft Dynamics CRM | = | TimeandBiling | ~ | TimePostings | Needsto restock th.. | ~ = o]
¥ APPROVE X REECT < NEW il DELETE SEASSIGN € SHARE & EMAIL A LINK

T R .

N d t t |< .t_h : | ,|Z P d t SKU o Owiner”™ Status™ Created On

eeds 10 restock their supply or Froduc . E 3 Tmessn | Actue Bsj07201s 3420M

Filter Information

Job H Needs to restock their supply of Product SKU AX305: will p 1 Job Task - Case -

Account @ Blue Yonder Airlines (sample) Contact § Sidney Higa (sample) Work Type* Default

Issue |-

Time Posting Information

Time Post Date® B/27/2015 Billinglineitem i-

Time Post Subject . Meeds to restock their supply of Product SKU AX305; will purchase at least 25-50 (sample) Time Sheet @ Time & Billing TNE (24-Aug-2015 to 30-Aug-2015)

Billable Hours 7.50 hours Non Billable Hours 0 minutes Description

Total Hours * H 7.50 hours

Administration

Is Billable Yes Resource i Time & Billing TNB Modified On B 911072015 3:42 PM
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e If you want to add one more task for time posting click on the L+ Jicon displays the list and selects any one of them
and enters the duration. Time posting will be done automatically by entering the hours.
e You need to follow the above process for doing time posting for Job Task, Account, Contact and Case.

Billing Line Items

. . — — Time & Billing TNB
Microsoft Dynamics CRM | = | Time and Billing Time Postings | ~ cavdata 0O EENEEEETE od

Time and Billing Customers Billing Administration

B bl Do e = W . e = -
M Dashboards E Expense Accounts E Time Postings L‘iﬂ Resource Utilization
Resource Calendar Time Sheets Contacts @ Billing Line ltems D More

) TimePosting SR] o= Billing Line ftems

r@ Jobs nvoice Generator

D Job Tasks

E'; Cases

e Billing line items are created for jobs when time posting is approved.
e Billing type is “Fixed Cost” create a New Billing by clicking New icon on top left corner

" . Crm admi
Aig Microsoft Dynamics CRM «  # | TIME AND BILLING v Billing Line ltems | v @ Create ﬁm:n:;i""ingzm

4 new I DELETE| +  [J COPYALNK ~ e EMAILALINK ~ [ RUNREPORT >  see

+ Active Billing Line Items ~ o
' Subject Job Job Task Account Case Description Billing Type Cverride Total Hours Fixed Cost ¥ &
Addivant_(PS) 1- Initiate Projectin C..  Addivant Agilefscen...  Addivant (PS) 1-Initi..  Integrated Time.. Initiate Project in CAM Per Hour Price Use Default 950 A

Addivant_{PS) 1- Initiate Project in C...  Addivant AgileAsc Addivant_{PS) 1- Initi..  Integrated Time... Initiate Project in CRM Per Hour Price Use Default 2.50
Addivant_{PS) 5- Create Scope & Pre..  Addivant AgileAs Addivant_{PS) 5- Crea.. Integrated Time... Create Scope & Presentation Per Hour Price Use Default 10,00
Addivant_(PS) 5- Create Scope & Pre...  Addivant AgileAscen...  Addivant_(PS) 5- Crea... Integrated Time... Create Scope & Presentation Per Hour Price Use Default 2.00
Addivant_{PS) 8- Customize CRM Tas.. Addivant AgileAscen...  Addivant_(PS) 8- Cust..  Integrated Time... Customize CRM Tasks to Reflect Proj...  Per Hour Price Use Default 9.00
Addivant_(PS) 8- Customnize CRM Tas..  Addivant AgileAscen...  Addivant_(PS) 8- Cust..  Integrated Time... Customize CRM Tasks to Reflect Proj..  Per Hour Price Use Default 150
Addivant_{PS) A- Is Project ADFS/Sha..  Addivant AgileAscen...  Addivant_(PS) A- Is Pr..  Integrated Time... Is Project ADFS/SharePoint Per Hour Price Use Default 16.00
Addivant_(PS) A- |s Project ADFS/Sha..  Addivant AgileAscen...  Addivant_(PS) A- Is Pr...  Integrated Time... Is Project ADF5/SharePoint Per Hour Price Use Default 2.00

Figure 45: Billing line items

. . _ Time & Billing TNB
Microsoft Dynamics CRM | =  TimeandBilling | v Billing Line ltems | v Mew Billing Line lite... & e

+ nNEw

EHsavE B sAvE &

BILLING LINE ITEMS

NeW Blmng |_|ne |tem5 = :\'xe:j;PTrJ\'.I:: ;;E\’]L‘TCJ"Q ie:::ul:e' C:,a,tes On
Project Information
Subject™® Q-

Job - Job Task

Account - Contact

Case - Mile Stone i -
Issue

Description
[l Override

Billing Information

Billing Type Fixed Price Fixed Cost”

Total Amount H F0.00 Resource®

Figure 46: Billing line items new

Page 71 of 97 Copyright © 2018 TotalServ Pro



E} Time & Billing l/.\.g TotalServ PRO

-llll EASY END-TO-END SERVICE PRO MANAGEMENT

e Once you get the above screen opened Input the Subject Description

e Enter Detailed description

e Select Job, Job Task and case, Account, or Contact with the help of Look up icon

e Once done, it navigates to Billing Line Details for the Total Amount to be inputted
e Click on Save or Save & Close or Save & New icon on top left corner as desired

Invoices

. . TSP Demo
Microsoft Dynam\cs CRM Financials | v Invoices | v AR-100 | ~ B TNBDev8

Financials Settings
Time and Billing

Time and Billing Time and Expenses Jobs Customers Billing Templates S

@ Resource Dashboard Job Groups L’ﬁ Customers Invoice Generator Job Template

-
@ Manager Dashboard Expense =1l Jobs Time Postings Job Task Template
3 Billing Line ltems
:

e 4
e Top View Scheduler . Job Tasks
Invoice Entries

Resource Calendar

Time Entry

Contacts

v

This is the last stage in this Time and Billing functionality. Till now whatever jobs / Projects have been created earlier along
with relevant Job task or tasks are now processed to generate Invoice (commercial billing / revenue for the company).

e To navigate Invoices click on left panel Time and Billing=> Billing=> Invoices Entries>
e The blow screen is opened in the working area. Existing Invoices are displayed if a

Microsoft Dynamics CRM = Financials | ~ Invoices | ~ AR-102 | «
=+ nEw CORRECT % COPY  £31 INVOICE PRINT .ﬂ, ADDTO QUEUE [ QUEUE ITEM DETAILS €= EMAIL A LINK *\’{. RUM WORKFLOW === al X
=+ NEW
Service Invoices o
Transaction Number 1 Entry Date Apply Date Job Customer Id Customer Mame = Total Posting Status Posting Exception [
AR-105 11/4/2016 I_,"_'_']e and material ¢ oog Google 59800  Posted -
11/4/2016 Test Job 33 MSFT Micorsoft $2,000.00 Posted
11/10/2016 Job Test AMZ9179 Amazon 5340.00 Posted
11/10/2018 Job for Testing -Be E-Becs $256.00 Posted
I R - e m - ,
1- 25 of 157 (0 selected) 144 Pagel P
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& |
. . — — TSP Demo
Microsoft Dynamics CRM Financials | v  Invoices | v AR-100 | v B  TNBDevs
=+ NEW CORRECT % COPY lgl INVOICE PRINT .E.'. ADD TO QUEUE _Q, QUEUE ITEM DETAILS <= EMAIL A LINK Q’{. RUN WORKFLOW LLL al X
A R ’| OO Transaction ID Posting Status Customer ID* Customer Name
= AR-100 Posted MSFT Micorsoft
a
INVOICE INFORMATION ADDRESSES
Transaction Made ™ Invoice Bill To Address -
Customer 1D ™ MSFT
Customer Name Micorsoft
Pre Bill Invoice No
Job Job for Cost plus
Invoice Date 11/2/2016

» Default Values

4 |nvoice Lines

[ 5] TOTALS
+ Add more lines Delete
Inventory Master Line Description Site Id Service Date Unit of Measure . Quantity Rz Total Cost $0
Subtotal $3!
Job for Cost plus 11/1/2006 3.00
Discount S0
Job for Cost plus 11/4/2016 2.50
Taxes S0
P . -
Job for Cost plus 11/2/2016 3.00 Total 53 ¢

Figure 47: Invoice(s) list
e Select an Invoice and click to view

Figure 48: Invoice

e User has an option to mark it as Invoice paid, or Cancel this Invoice or Recalculate the Invoice
e User can create a New Invoice or Delete this Invoice.
e More options are shown under (...
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e To create a new Invoice click on new

Microsoft Dynamics CRM

Time & Billing TNB

Time and Billing | ~  Invoices |~  New Invoice =T MTC
H sav + NEW B LOOK UP ADDRESS B8 FORM EDITOR
N | : Total Amount Status ™ Status Rezson Owner™
ew Involce -= i Active New 3 Tmeas
Summary
Invoice ID* "] PRODUCTS SALES INFORMATION
Product Name Properties  Unit Price Per Unit  Quantity Discount Extended Amount  Suggestions . Opportunity
v Toe er - & Order
H No
Detail Amount § -
Due (-) Discount (%) -}
(-) Discount -
SHIPPING INFORMATION
Pre-Freight Amount § =
Shipp od (+) Freight Amount -
Payment Terms (+) Total Tax & B
Total Amount [§ -
ADDRESSES
Bill To Address
Ship To Address

Figure 49: Invoice creation — New

e Fields marked with Astriex are mandatory.

Microsoft Dynamics CRM

Test Inv

+ nNEw WD 1} LOOK UP ADDRESS

Test Inv =

E mvoice PaD

B CANCEL INy

[ RECALCULATE

3 GET PRODUCTS

Total Amount Status™ Status Reason Owner®
ﬂ¥5,495‘CC Active New & Time&B

Summary

Invaice ID* § INV-01003-NER9BE PRODUCTS ] + SALES INFORMATION

Hame Test Inv Product Mame  Properties  Unit Price Per Uit Quantity Discount  Extended Amount Suggestions . Opportunity

Cumency i v [ testno2 500,00 100000 2000 @ 500.00 Order

Price List™ Office 365 USA (sample) - . - )

. P [0 test 5,000.00 1.00000 3500 @ 34,995.00 Customer & A Datum Corporation (san
Prices Locked H Mo

SHIPPING DATES 1
Date Delivered
Due Date
Detail Amount § %5,495.00

SHIPPING INFORMATION () Discount (%) (-}
Shipping Method {-) Discount
Payment Terms Pre-Freight Amount § $5,495.00

(+) Freight Amount
ADDRESSES (+) Total Tax § %0.00
Bill To Address Total Amount § $5,495.00

Figure 50: New Invoice Created

Once you click Save, on the left Panel, Related menu gets activated
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e C(lick either on Products under Common to Add Billing Line items or Add existing Expenses
e The following screen is displayed after clicking products

Ak Microsoft Dynamics CRM < #t | TIME AND BILLI.| «  Invoices | ~ | Test | & @ Create 5 u

INVOICE «
T Total Amount Status® Status Reason Owner”
est & Rs.0.00 Active New Raghu V
Invoice Product Associated View ~ Sesrchfor rcords
= ADD NEW INVOICE PRO... [ BULK DELETE | ADD EXISTING BILLING LI...I |A.DD EXISTING EXPENSES |||.'; CHART PANE = sas
Existing Product Write-In Product Price Per Unit Quantity Extended Amount T

Figure 51: Add existing Billing Line Items

A4 Microsoft Dynamics CRM - # TIME AND BILLI. ~  Invoices | ~  Test | « @ Create

INVOICE =

Test ([ Look Up Records - Google Chrome = = Oumner?
- Raghu V
& https://tnb.crm5.dynamics.com/_controls/lockup/lookupinfo.aspx?AllowFilterOl
Invoice Product Associated View - Look Up Records
= ADD NEW INVOICE PRO...  [& BULK DELETE DD EXISTING BILLING Ll... ADD EXI Enter your search criteria.
Existing Product Write-In Product Price Per Unit Look for B T
Look in Bi View Filter by related Account
Search o
Subject Jeb Case Account &
Mo Biling Line Items n ble in this vie
< >
& slected Page
Selected records:
Remove
Add Cancel
of Page
Active

Figure 52: Invoice Products

e Select any of the icons shown in the top ribbon “Add Existing Billing Line items” to “Add Existing Expenses”

e Only the relevant records pertaining to the selected Customer field (Account or Contact) are displayed in pop up
screen.

e Select the item(s) if any and say Ok. As shown in the below screen.
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e If finished with Billing line items, then select Add existing expenses now

e Follow the same procedure to select from the pop up list for expenses

e Only the Approved expenses will be displayed in the list

e Complete all details like Bill to Address, Ship to Address Notes etc. and save to exit

e C(Close the screen to go back to Invoice screen

e In the main screen top ribbon you will have various icons as shown below.

e You can select any of the icons and to a specific operation as mentioned like Cancel Invoice, Recalculate, Lock Pricing,
and Get products etc.

e Once the invoice is paid click on “Invoice Paid” icon and select the Status reason from the drop down menu

e Click on Ok to continue. Once this operation is completed this particular Invoice is marked as Inactive mode and will
not be further seen in the active mode selection.

4 MEW {fj DELETE [4} LOOK UPADDRESS [ INVOICE PAID  [B CANCEL INVOICE  ses

Figure 53: Invoice Paid / Cancel Invoice

Invoice Generator

To navigate click on Time and Billing->Billing->Invoice Generator as shown

: . TSP Demo ¥
Microsoft Dynamics CRM Financials | v Invoices | v AR-100 | v O ® L & mmeoee 00 B | 7

-
- - \ - >
Financials A ' Settings

Time and Billing

Time and Billing Time and Expenses Jobs Customers Billing Templates S

@ Resource Dashboard F, Time Entry Job Groups L'u Customers | Invoice Generator E Job Template E
=y -

@ Manager Dashboard Expense Jobs E‘ Contacts Time Postings Job Task Template E N

S A - .
2eq] Top View Scheduler Job Tasks gilling Line Items
Resource Calendar 3@ Invoice Entries

. . _ Time & Billing TNB
Microsoft Dynamics CRM Time and Billing | ~ | Invoice Generator & wrc od

[£) NEW ACTIVITY * 4 NEW RECORD ~ B IMPORT DATA

(3 GENERATE INVOICE ~ **EXPANDALL  *#COLLAPSEALL & REFRESH

Name Billingline Items Amount Expenses Amount Total Amount
» Fourth Coffee (sample) § 125000 §0 §1250.00
L3 Fabrikam, Inc. (sample) $ 150000 50 § 1500.00
L4 City Power & Light (sample) § 3000.00 50 § 3000.00

e C(Clickon E' to Expand as shown below
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. . J— — ime & Billing TNB
Microsoft Dynamics CRM = Timeandgilling | « Invoice Generator F  wic &

7] NEW ACTIVITY * = NEW RECORD = i 1MPORT DATA

[“"GEMERATE INVOICE €¥ EXPAND ALL *€ COLLAPSE ALL & REFRESH

Name Billingline Items Amount Expenses Amount Total Amount
E Ld Fourth Coffee (sample) § 1250.00 s0 §1250.00
Billing Line tems Expenses | = NEW H SAVE £ REFRESH
L4 Name Billing Type Case Job Job Task Fixed Cost Per Hour Cost Total Hours Total Amount
id Need to apply the required updates-Ti.. Per Resource Sharepoint Integration su.. Need to apply the requir... $ 500.0000 25 $1250.00
-10f1items
» Fabrikam, Inc. (s $ 1500.00 30 $ 1500.00
» City Paw $ 3000.00 50 5 3000.00

Figure 54: Invoice Generator

e All the Billing Line times or the Expenses pertaining to the selected Account or Contact are displayed

e You can toggle between Billing Line Item and Expenses

e Select the record(s) or Click on new to create a new record by giving details as Project Information for Billing Line item
or Expense details for Expenses.

e C(Click Save to record the information.

e Select an Account and click Generate Invoice button, which is placed on top left corner of the screen

e Proceed to generate New Invoice.

e If any time user makes any changes to the fields in the existing record save button is enabled for that
particular record. If the user clicks on generate invoice button without saving the changes a waring message

pops up.

i Apps ) Professional Service: E i % | BE Micrasoft Dynamics »
mtccrm2.crm8.dynamics.com says:
EEE Dynamics 365 + Yaur changes have not been saved. Click 'ok' to save the changes and
g 9
generate the invoice
(7] NEW ACTIVITY = = NEW REC( Concel
Cance
[ GENERATE INVOICE | €7 EXPANGALL ¥ COLLAPSEALL  © REFRESH
Job Name Remaining Pre Bill Amount Billable 4
v Test Quote $0.00 T 2,320
Billing Line ltems | F4 SAVE == APPLY TO PRE BILL Sales Tax Schedule ji-ll
Name Service Date Line Description Billing Type Customer Job Task
Analysis 011072018 Time and Materials AF3HNZS4 Analysis
H  Deployment 01/08/20138 Time and Materials AFIHNZ54 Deployme
Design 121372017 Time and Materials AF3HNZ54 Design
Design 12714/2017 Time and Materials AF3HN254 Design
Maintainance 121472017 Time and Materials AF3HNZ54 Maintainan
Testing 12/13/2017 Time and Materials AF3HMN254 Testing
1-6of 6items
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Cases

Generally Cases are not seen in the Time and Billing Site map. If a user wants to use cases in Time and Billing, the User has
to initially configure as discussed Under Time and Billing Settings in the previous pages.

Under the Customer Settings, The Customer Type has to be “Use CRM Accounts, Contacts and Invoices” in Settings area.

Cases are similar to Jobs or projects but the main difference in both of these are as follows:

e In cases nature of job is very simple and small compared to project.
e (Cases will not have job tasks within. Cases are directly billed and goes to billing line items

e Unlike Job tasks where time posting is done, here the time posting is done directly from cases
e The method of operations is very much similar to Jobs

To navigate click on Time and Billing-> Cases

Time & Billing TNB

MTC

.e:

Microsoft Dyﬂamics CRM = Time and Billing I Cases | v

Time and Billing

In n boa
~ Dashboards

[T ]
Resource Calendar

@ Time Posting
@ Jobs
[\

D Job Tasks
4

i .
Expense

Time Sheets

Customers

[=h,
]

Accounts

Contacts

Billing

E Time Postings
Billing Line Items

Invoices

I ! Invoice Generator

Administration

Eﬂ Resource Utilization

Once the Cases screen is displayed you can view them by selecting any one from the drop down list provided. As shown

below

Cases | v

Microsoft Dynamics CRM | =

® PHOMESUPPORT | DELETE | =
+ My Active Cases ~
v tle 4

(5] ete overhaul required (sample]

L Contact information requested sample)

L Contact information required (sample

M  Damaged during shipment (sample!

L Defective item delivered (sample)

& Faulty product catalog sample}

L Incorect product information (sample

& Information on the product (sample)

[

L n delivery (sample]

& Maintenance informatien (sample)

L Maintenance required {sample;

=] time information required (sample)

= mple)

Time and Billing | «

[¥] RUN REPORT *

Case Number

CAS-00005-F3L2H2

CAS-00007-K3Z3Ke

CAS-D0032-XTKBGE

CAS-D0008-HENER1

CAS-D0009-VEM2B1

CAS-D0010-H2DTC3

CAS-00011-TIK3T2

CAS-00012-58X9VE

CA5-00013-Z6CTZ6

CAS-D0014-B0P5PE

[ exPORT TO EXCEL | ~

MNoma

MNoma

Low

Nomal

@ MPORTDATA | ~ gl CHART PANE »

Origin Customer

Web Paul Cannon (sample)
Phone Alpine Ski House [samp
Phone Blue Yonder Airlines (samp.
Email Yvonne McKay (sample)
Phon City Power & Light (sample)
Ema Rene Valdes (sample|

Fhon Scott Kenersmann {sample)
Email Thomas Andersen (sample)
Ema Fabrikam, Inc. (sample]
Phone Maria Campbell (sample)
Phone Nancy Anderson (sample)
Phone Sidney Higa (sample)

Web Contoso Phamaceuticals (...
Email A, Datum Corporation (sa.

Status Reason
In Progress

In Progress

. In Progress

In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress

In Progress

Time & Billing TNB
M . 'ﬂ

Created On
8/9/2015 3:30 PM
8/7/2015 2:30 PM
8/10/2015 5:30 AM
8/4/2015 3:30 PM
7/31/2015 3:30 PM
8/10/2015 5:30 AM
B/6/2015 3:30 PM
8/4/2015 5:30 AM
8/7/2015 3:30 PM
8/9/2015 2:30 PM
8/5/2015 12:30 PM
8/4/2015 3:30 PM

8/10/2015 5:30 AM

8/10/2015 5:30 AM

(4]

e To create a new case click on NEW icon on the top left corner

Figure 55: Types of cases displayed
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Crm admin
TimeAndBilling2012

i Microsoft Dynamics CRM «  # | TIMEAND BILLING v  Cases | v New Case @Cre-)le

EH SAVE L SAVE&CLOSE 4 NEW # EDITPROCESS S| FORM EDITOR

CASE : INFORMATION ¥

N C Customer” Billed Till Date MNon Eilled Amount Last Billed

ew Lase - 8- 8- 8-
__- Next Stag

General

Owverview

Casa Tive 0 -

Customer ™ -

Subject - Case Type

Case Origin - Satisfaction

Billing Information

Billing Information Bxisting Eaisting
Billing Type" |
Per Resource Price ~
Per Hour Cost .
er Hour Cost Sor Howr Price Fixed Cost
Active Work Type Cost  Fixed Price
Per Mile Stone v
WorkType # | Cost | Custom Contact Billing Informati.... Cwmer Created On

Assignment Information

Owner* & Cm admin Status Reason In Progress
Follaw Up By - Priotity Normal
Status Active
Active

Figure 56: Cases - Create a New case

e Enter Title — Give name for the case

e Select Customer with the help of Look up icon

e In Case Origin you have Phone, E-Mail or Web to select from the drop down list

e In Case type you have 3 options to select from drop down list — Question, Problem or Request

e Satisfaction you have Very Satisfied, Satisfied, Neutral, Dissatisfied and Very Dissatisfied to select

e Under Status Reasons you have In Process, On Hold, Waiting for Details or Researching

e  Priority you have Normal, High or Low

e Service Level you have Gold, Silver or Bronze.

e Select any one Subject from the list “Default Subject”, “Query”, or “Service”

e Select from the drop down list provided for Case Type, Case Origin, and Satisfaction

o Select Billing type from the drop down list. (This is very much similar to Job task or Job as explained earlier in Billing
Information topic)

e Click on the top left corner “SAVE” icon to save the record. At this stage the a Automatic Case Number is generated
by the CRM

e Click on Case Resources on the left panel and add new resources to this case. (similar to Job tasks)

. . _— —,  Time & Billing TNB
Microsoft Dynamics CRM | = Timeandsilling | v Cases | v Complete overhaul... crvdata PO SR . o]
Common Process Sessions
R
Knowledge Base Reco... E Expense @ TimeSheet Template L., Background Processes
T=_} Activities @ Job Task Resource |/l| Work Type Costs Gf* Real-time Processes
|—:=_.Ij' Closed Activities E Mile Stone
o5 .
m] Connections JobResources
a8
% Audit History D JobResources
Billing Line ltems e Time Postings
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. . _ _,  Time & Billing TNB
Microsoft Dynamics CRM | = | TimeandBiling |~ | Cases | v  Complete overhaul... | v search CRM dato O (NGNS &
¥
N Priority Created On Status Owner*
CO m p | ete ove rh au | req Ul red (Sa m p | e) = High Hg9/2015 330PM In Progress S Times®
G)
& eearn e Resove
Similar Cases Find
w Assign to Others* & Time & Billing T = Mext Stag
Time Posting Associated View Seorch fo reconds o
W TIME ® BULK DELETE ol CHARTPANE~ [P RUNREPORT ~ [ EXPORT TIME POSTINGS  ~
Resource Total Hours Non Billable H...  Time Pa Description Case Job Job Task Account Contact I s
No Time Posting records found.

Figure 57: Time Posting Associated View

Time & Billing TNB
Microsoft Dynamics v = TimeandBiling | ~ Cases | v  Complete overhaul... | + O © ErElsrEs L & wmic - &
Time Pasting X
Filter Information Time Posting Information
Jab 8- Time Posting Subject® Complete overhaul required (sample)] Time Sheet a-
Account billinglineitem a-
Contact Paul Cannon (sample) Resource Time & Billing TNB
Job Task - Billable Hours s Billable Yes
Case” Complete overhaul required (sample) Mon Billable Hours Description
Issue |- Total Hours ™ 8-
=

ADD NEW TIME POSTING '_; BULK DELETE II', CHARTPANE *  [F) RUN REPORT = li EXPORT TIME POSTINGS | ~

Figure 58: Cases - Time Posting

e Finally click on Save or Cancel to push the data to Billing line items

o All the operation are similar to Job Task, please refer previous topics to get full detailed information

e Go back to main screen, refresh by clicking < F5 > key.

e The Time post data is now shown in Billing Line item and Invoice can be created from Invoices (both the operations
and using this module has been explaines in the previous sheets . Please refer for any more details)

e Once the Invoice is generated the total Invoice amount generated is shown in the blue box as shown in the above
figure against the column Billed till Date

Expenses

e Click on Expenses tab as shown below
e One should have proper Security Roles defined to use this module “Expenses”.

Time & Billing TNB

Microsoft Dynamics CRM | = | Time and gilling Dashboards & wmrc . Lod

Time and Billing Customers Billing Administration

=
@ Dashboards Accounts E Time Postings Eﬂ Resource Utilization
Resource Calendar Time Sheets Contacts Billing Line ltems D More
=]
@ Time Posting Invoices
@ lebs Invoice Generator
\ =Y | g

D lob Tasks
Cas:
@ ases
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e This module is available only to the manager designate to use

e All the Expenses entered during the process are displayed (can be sorted list also)
e Select an expense in the check box and click Approve or Reject.

e Once this is done these records are processed for billing

e Double click on the selected record to view details

Ay Microsoft Dynamics CRM v #t | TIMEAND BILLING v  Expense | v @ creste %r,'n"e::?;“",mg
+ NEW  # EDIT W DELETE |+  SBASSIGN  +ee

+ UnApproved Expenses v Searen for records o
~ | Subject Account Contact wpense Type(D...  Amount Description Job Job Task Case Is Billed Y z
**AgilelT Internal_Travel Venusgroup, Inc Mileage $230.00 **Agile IT - Internal** Mo CRM AA

Auto maintenance expenses Dupre Energy Services  Info Food $200.00 Academy of the Holy... No Hemar

Auto maintenance expenses Management Technol... Others $10.00 ABA Customer Portal...  ABA_Enroliment chan... MNo Hemar,

~  Auto payments A M Al Khorafi Est Mileage $23.00 Avery Dennison - Agil... No Hemar

~  Coffee in order to work Saudi Digital Wisions Info Others $30.00 Agendia-Hyper V =2 No Hemar

Credit payment Venusgroup, Inc, Info Others $20.00 **Agile IT - Internal** Agile IT (PS) 2- Creat.., No Hemar

Disability payment tax FPL FiberNet LLC Info Others $800.00 Active Apparel-Agile..  Apparel_(PS) &- Billin... No Hemar

Education expenses FPL FiberNet LLC Food §32.00 0 Active Apparel-Agile..  Apparel_Ascend (BP)... No Hemar

ExpenseMew Agile It Others $50.00 Pilaro Migartion No CRM A

First Capital Connect - train travel Management Technol... Info Food $200.00 ABA Customer Portal... No Hemar

First Capital Connect - train trave ABB Technologies Others $2,500.00 Data Migration Backup Verification T... No CRM A

Food Allowences CRM Knowledge Info Others $40.00 *Build Project Templa... No Hemar

Garbage tax Management Technol... Food $40.00 Garbage tax ABA customer web p.. MNo swathi

Gas expenses Mileage $60.00 office oil tax test one No swathi

< >
1- Page 1

Figure 59: Expenses - Approve / Reject

e The Icons related to Expenses gets activated only if any of the Expense records are selected

e Also all the expense scan be selected on single click on the check box next to Subject

e Now you can either Approve, Delete, Deactivate, Reimburse or Reject an Expense(s)

e Expenses are created for Job, Job Task, Cases, Account and Contact also. On all these entities you can create an
expense in this Time and Billing module. (Same is shown below)

Page 81 of 97 Copyright © 2018 TotalServ Pro



E} Time & Billing ‘x? TotalServ PRO

& | I , EASY END-TO-END SERVICE PRO MANAGEMENT

i i = = = Time & Billing TNE
Microsoft Dynamics CRM | = | TimeandBiling | «| Expense . Travelling Bxpenses I ® F  wc o

EXPENSE
Travelling E = S —
ravelling cxpenses = - 5 Tmeas 5 307 P
Regarding
Job Myjob1
Job Task - Account a wrc Contact 8-
Details
Travelling Expenses
Time & Billing TNE Expense Type ™ Maintenance F800.00
Reimbursable Mo
Description Description of the expenses
Has Receipts Attachad
Receipts
Stams Active Status Reason B Active

Figure 60: Expenses form

® Receipts: This receipt area works as storage of receipt details. Any form of .JPG, JPEG, PDF format files can be placed
here with Drag and Drop facility.

. - - . Raghavendar V.
A4 Microsoft Dynamics CRM v # | TIMEAND BILLING v  Expense | v Travelling Expenses | v @ Create TNBdev

» APPROVE M REECT = NEw 8 DEACTIVATE D DELETE

EXPENSE

T rave | | i n EX enses | Expense Type | Cwner | Created On

g p Milazna 2 Danho a 1‘,29""2015 6:21 PM

Details

Subject : Travelling Expenses

Resource . Raghavendar V. Expense Type . Mileage Amount . $50.00

Description Being amount spent for travelling for the period from 19h jan 2015 to 29th January 2015

Has Receipts Attached il

Receipts
Status Active Stat Active

Active

Figure 61: Expense Form showing Receipts stored

e This Receipts will help in keeping copies of receipts, or any other relevant details pertaining to this expenses.
e Select the Image and Right click on it to delete the image if needed.
e Save the form to record information
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Time Sheets

Time Sheets have made the time posting earlier and continent to use. The user can directly post time for a period of one
week for any number of tasks at a time.

e CRM->Time and Billing->Time Entry->
e This helps to view all the Time sheets which are pin pending state for Approval.

Microsoft Dynamics CRM | = | TimeandBiling | v Time Entry

Time and Billing Time and Expenses Jobs Customers BiIIing Templates S

@ Resource Dashboard | i@ Time Entry Job Groups “['ﬂ Customers Invoice Generator Job Template E
-
@ Manager Dashboard Expense i‘“ﬂ Jobs :E' Contacts . Time Postings Job Task Template E>
% Top View Scheduler 2 Job Tasks Eﬂ Billing Line Items
i} $.=
Resource Calendar

e C(Click on Time Entry to display all Time Sheets as shown below

TSP Demo

Microsoft Dynamics CRM | = TimeandBilling | v  Time Entry EY  TNEDevs

|2| MNEW ACTIVITY ~ = MEW RECORD ~ il IMPORT DATA

Timepostings Approve Timepostings

[ COPY e 12 Mondaymw 18 Sunday Jo1e TSP Demo v @

o+ @ sort By - Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total
£ Mew Task { & Testlob11183 /& SRMTC ) 0.00 0.00 0.00 0.00 450 0.00 0.00 4.50
£ Testtask12130 (& TestJob11183 /34 SRMTC ) 0.00 0.00 0.00 300 & 0.00 0.00 0.00 3.00
£ Testtask12130 (& Testlob11183 /48 SRMTC ) 0.00 0.00 0.00 4.00 0.00 0.00 0.00 4.00
BH - 0.00 BH - 0.00 BH - 0.00 BH - 6.00 BH - 3.00 BH - 0.00 BH - 0.00 BH - 9.00

NEH - 0.00 NEH - 0.00 NEH - 0.00 NEH - 1.00 NEH - 1.50 NEH - 0.00 NEH - 0.00 NBH - 2.50
Total - 0.00 Total - 0.00 Total - 0.00 Total - 7.00 Total - 4.50 Total - 0.00 Total - 0.00  Total - 11.50

Figure 62: List of all Times sheets
Select a time sheet to

e Send to approve time sheet

e Create a New Time Sheet
e Email alink

e Export data to Excel

e |mport data

e  Run Workflow
e Runreports etc.

e Click on New tab to create a New Time Sheet
The details of time Sheet, how to enter, process, edit, How to select task are discussed below in Time posting.

Time Posting
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Time posting is very important to record all working hour for any like Account, Job, Job Task, Case, Contact or an issue. It
is one place where in the user will have option to input his working hour time for a total week in a single go.

Usually the time posting is displayed for the user who has logged in with right credentials. He can only do the Time post
for his hard work. But if the user has the user privileges such as Manager or Administrator, he can also change the user
name and post time for others. (This has been explained in detail in Security roles in the previous pages).

COPY sas . - . . . . .
0 Is unique facility provided to the user to copy the previous time sheet stored or Copy it from Template. This

is helpful if the user is working on similar projects. This also save lots of time in creating a new sheet.

Time & Billing TNB

This is available on the top right corner of the page. Click here to change the User accordingly.

Microsoft Dynamics CRM = = tTimeandGilling | «  Time Posting ® @ E Bowc e . Lod
%) NEW A + e P ATA
”,,. — ’ 28 Monday 1o 4 sunday " ~
Work Type Man day Tuesdsy  Wednesday  Thursday Friday Saturday sunday Total
Default v oo0 0.00 Q.00 000 I 000
T 1. (Sample) [ B0 Pajrck Sands (sampks) Detaul A 0o 0.00 0.00 000 0.00
] Taski(®Jobi e | Detaun v 0.00 0.00 .00 .00 000 £ ke Fours E‘“
. Task3 (©Job 3« Defaull v 0.00 0.00 0.00 0.00 000 o o
Taskd (0 Jb b [SAFTDMS | Detaull ¥ o0 000 0.0 oo .00 .
] Taskd (©Jobd Detaun . 000 000 200 200 . MNonDillsblz | ours
f"i- orders of Product SKULOD2 (sampis ] /& Fabrkam, Inc, (sampls) /00 Detaull v 060 0.00 .00 n00 000 v ".";‘
1 voduct KL 202 i sarepie) Detaut v 000 0.0 0.00 .00 .00 Tofa [z
4 Testidd (& A Dabem Corporation (sample] Detaull L (L] .00 .00 00 0.00 0 E‘
| TesiTask (0 Job 5/ & A Dabum Corporation isamgple Dedault v 0.00 0.00 0.00 000 000 Peranleye Tumpleed
Ll | nrhewwy |0 baby Defaull ¥ o0 000 0.0 (L] 0.9
7 s Mo 1 (0 Myik Detaiil A 000 0.00 0.00 000 0.00
7 issue Mo 2 (0 Myiobi Defaull v 0,00 0,00 .00 (1] 0.0 Comment:
¥ Igsue Titke Mo 1 (06 grders of Producd SKU LI202 (aamel Dedaull v 0.0 0.00 .00 (L] 0.00
7 lssue Tie Mo 2 (0 § oiders of Produc SKU A0 Dedaull L o0 000 o.00 o0 0.0
7 imsus Title Mo 3 { © 6 orders of Product SKL U202 | sampike Detaull v 000 0.00 2.00 000 0.00
¥ EsusSriered (0 Job 3 Default v 0.0 0.0 0.00 000 0.0
TH - 0.00 TH - 0.00 TH - 000 TH - 0.00 TH - 0.00 TH - 00 TH - 0.00 TH - 0.00
NEH - 0.00 MNBHM - 0.00 NEH - 0.00 NEH - 0.00 MNEM - 0.00 NEM - 0.00 NEBH - 0.00 MNEM - 0.00
Billable - 0.00  Billable - 000  Billable - 0.00  Balable - 0.00  Billable - 0.080  Billable - 0,00 Ballable - 0.00  Billable - 0.00
Figure 63: Time Sheet
Select Task
° Enter all details like Time Sheet description, Start & End
Account @ Date, Resource and Approver
. 3 ° Filter and Sort data by Account, Job, Job Task, Case,
- Contact or Issue
Job Task = +
= ° Click on to get the list of tasks
Case =
e 4 ,
Contact = These are the icons for Refresh, Add and
| 3 Delete any of the Activities.
ssue L
. Select any one to proceed to create time sheet for
example, you have selected Job Task, then a look up screen
populates to get information
Cancel . Select the right Job Task from the list and click on Ok
. A New row is created in the Time sheet from Monday to

Sunday.( as defined previously)

Page 84 of 97 Copyright © 2018 TotalServ Pro



El Time & Billing (1) TotalServ PRO

1.."' EASY END-TO-END SERVICE PRO MANAGEMENT

e You can directly input the Hours with the help of a drop down list provided as shown below

: Raghavendar V.
Ais Microsoft Dynamics CRM » Y | TIMEANDBILLING v Time Sheets | v @ Create TRBdev
Hsave @ senDToAPPROVE 4 NEw T DELETE [ COPY FROM TEMPLATE === T ¢
TIME SHEET
C dl,,j‘ 15-Dec-2014 to 21-Dec-2014 Status Reason umer Created On
rm a |n ec O ec Active ; e & 12/18/2014 800 PM
Approver - Total Hours A 975
FWone
Monday Tuesday ~ Wednesday  Thursday Friday Saturday Sunday
iockivPe 15 Dec 16 Dec 17 Dec 18 Dec 18 Dec 20 Dec 21 Dec ctat
& Accountl 0.00 0.00 0.00 0.00 1.00 0.00 0.00 1.00
L JLEaccountt) 0.00 0.00 0.00 0.00 0.00 0.00 050 0.50
R | Test Contact 0.00 0.00 0.00 0.00 0.00 075 0.00 0.75
/ Test Case3(FSTest Contsct3) 0.00 0.00 1.00 0.00 0.00 0.00 1.00
~ -
™ | Test Jobtj&Test Accounts) 0.00 0.00 0.00 0.00 2.00
Billablz Hours V...
0 Q
Non-Zillable Hours
Total Hours .
TH - 0.00 TH-0.00 | TH-3.00| TH-250 TH - 3.00 TH- 075 TH-0.50 TH-5.75
NEH - 0.00 NEH - 0.00 NEH-100  NEH-150  NBH-Z2.00 NEH - 0.00 NEH-0.00  NBH-450
Billable - 0.00 Billable - 0.00 Billable - 2,00 Billable - 1.00  Billable - 1.00 Billable - 0.75 Billable - 0.50 Billable - 5.25

Figure 64: Time Sheet - Information
e You can also write any comments that you wish against the time post in this sheet for your reference.
e Clickon 4 to save the entry
e User can also copy the Time post data from One day to another day. Such as When you click on (...) which is in the
window a drop down is provided as shown below
e Select Copy for data to get stored in,

Billable Hours . |

- Co
0 - PY

=

Mon-Billable Hours

a0 {E}

Total Hours

o

Percentage Completed

Comments

Figure 65: Pop up for Billable Hours
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e For example the above data is for Monday Jan 19%, you can copy the same for Friday 23™ Jan also. Click on Friday to

get a pop up display, Select (...) and click on Paste followed by to save data. All the Billable Hours, Non Billable
Hours, Total Hours and Comments are copied as it is from the previous one. User can repeat this process any number
of times

Billable Hours IE‘"*

Co
5 & Py
Paste
Mon-EBillable Hours

0 {E}

Copy Time Sheet for Template or from other Time Sheet.

e User can also copy Time sheet from Template (already Created) for from the Existing Time sheet already
created.
e On the form as shown below select the desired option

Microsoft Dynamics CRM = Time and Billing | ~  Time Pasting

[£] MEW ACTIVITY = + NEW RECORD ~ i IMPORT DATA

5 [ coPy «ee 28 Monf_ja_ 2015 fe 4 §EJ_I_1C_:]_8_\;;O‘%

= m October ZU L
F FROM TIMESHEET
D FROM TEMPLATE
- Monday Tuesday Wednesday
= + m Sort By Work Type 38 San 50 Sen 50 Son
L AAASAA [ Job 5/ & A Datum Corporation (sample) ) Default T 0.00 0.00 0.00
L. Standard Task Template | & Fabrikam. Inc. (sample) / B8 Patrick Sands (sample] ) Default A 0.00 0.00 0.00
| Task1 (€ Job 1/ & Alpine Ski House isample) | Default hd 0.00 0.00 0.00

Figure 66: Time Sheet form showing icons
e By clicking on from Time sheet it opens a new Pop up window as shown below

. . —_— = Time & Billing TNB
Micrasoft Dynamics CRM = TimeandBilling | v Time Posting ® @ F  wic . &

[2] NEWACTVITY * =+ NEWRECORD*  ffly IMPORT DATA
Look Up Record x
Enter your search criteria. P
@3 SEND TO APPROVE | [§ COPY wee Time & Billing TNB + el
e
Look for Time Sheet A Show Only My Records
Look in Al TimeSheets v :
o + m sort By o Thursday Friday Saturuay Sunday Total
Search o) 1 Oc 2 Oc 3 Oet 4 Ocf
L) | AAsssn (@ Job 5/ & A Datum Corporation (sample) ) 0.00 0.00 0.00 0.00 0.00
Ll ' Standard Task Template ( & Fabrikam, Inc. (sample) / B Patrick Sands (sample) ) 0.00 0.00 0.00 0.00 0.00
[J | Task 1 (© Job 1/ & Alpine Ski House (sample} ) Hame Crested On L 0.00 0.00 0.00 0.00 0.00
[ |Task2 (@ Job2) +  Time & Billing TN8 (07-5ep-2015 to 13-5ep-2015) 9/8/2015 %57 PM 0.00 0.00 0.00 0.00 0.00
[ ' Task3 (€ Job3/& A Datum Corporation (sample] ) Time & Billing TNB (24-A 8/27/2015 9:55 AM 0.00 0.00 0.00 0.00 0.00
[ | Task4 (@Jobd) o . 0.00 0.00 0.00 0.00 0.00
Task to check dates ( € 6 orders of Product SKU 202 (sample} / & Fabrikam, Inc. Time S Siling THE (25-52 (RIS TR
L Maria Campbel (sample] (en ER 1LY Ay 0.00
] | Test1 (© 8 orders of Product SKU JJ202 (sample] ) 0.00 0.00 0.00 0.00 0.00
L] | Test123 [ & A. Datum Corporaticn (sample} ) 0.00 0.00 0.00 0.00 0.00
L) | TestTask ( € Job 5/ & A. Datum Corporation (sample} ) 0.00 0.00 0.00 0.00 0.00
[ | tyrturyyu (€ hello } 0.00 0.00 0.00 0.00 0.00
l°/| issue No 1 ( € Myjob1 } 3 0.00 0.00 0.00 0.00 0.00
[# | Issue No 2 | © Myiob1 ) 1-30f3 (1 selectad) Page1 0.00 0.00 0.00 0.00 0.00
l‘/‘, Issue Title No 1 (€ 6 orders of Product SKU JJ202 (sample) ) 0.00 0.00 0.00 0.00 0.00
I.I'| Issue Title No 2 (@ 6 orders of Product SKU JJ202 (sample) ) 0.00 0.00 o.00 0.00 0.00
I‘}. issue Title Mo 3 | @ 6 orders of Product SKU JJ202 (sample) ) New Cancel 0.00 0.00 0.00 0.00 0.00
[ | issueSriertert { © Job 3 ) 0.00 0.00 0.00 0.00 0.00

Figure 67: Pop up to Copy from time Sheet
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Select the appropriate time sheet and Add to get the Time sheet copied.

Copy from template: Click on the Button, Select the desired record from the Look up Record and press Add to add

data to existing from.

nsoft Dynamics CRM

Time and Billing | «

Time Posting

oo

[£] NEW ACTIVITY * 4= NEWRECORD ~ [l IMPORT DATA
Look Up Record %
Enter your search criteria. B
@ SEND TO APPRO Time & Billing TNB o
]
Look for TimeShest Template ¥ Show Only My Records
Look in AlTimeSheetTemplates b
o W soney v . Thusdey | Fiday | Saudy | sindy | o
L| AAAAAA (€ Job 5/ & A Datum Corporation (sample) } 0.00 0.00 0.00 0.00 0.00
|  Standard Task Template ( & Fabrikam, Inc. (sample)/ B Patrick Sands (sample) ) 0.00 0.00 0.00 0.00 0.00
[J | Task1 (€ Job 1/ & Alpine Ski House (samole) ) ame creEd on < 0.00 0.00 0.00 0.00 0.00
[  Task2 (@Job2) v Test B/25/2015 1156 AM - Time & 0.00 0.00 0.00 0.00 0.00
[J | Task3 (¥ Job 3/ & A Datum Corporation (sampie) ) 0.00 0.00 0.00 0.00 0.00
[0 | Task4 (@Job4) 0.00 0.00 0.00 0.00 0.00
o] liaasr}i‘at?::rgcg;ﬁt::ng CI;IB orders of Product SKU JJ202 (sampile) / & Fabrikam, Inc. 0.00 0.00 0.00 0.00 0.00
[ | Testt (€ & orders of Product SKU JJ202 {sample) | 0.00 0.00 0.00 0.00 0.00
L| Test123 (& A Datum Corporation (sample} } 0.00 0.00 0.00 0.00 0.00
L| TestTask (€ Job 5/ & A. Datum Corporation (sample) ) 0.00 0.00 0.00 0.00 0.00
[ | tyrtuyyu { € hello ) 0.00 0.00 0.00 0.00 0.00
[# | issue Mo 1 (© Myiob1) » 0.00 0.00 0.00 0.00 0.00
[4 | Issue No 2 { €@ Mviob1 ) o1 1 selected) Zage 1 0.00 0.00 0.00 0.00 0.00
lﬂ Issue Title No 1 (€ 6 orders of Product SKU JJ202 (sample) } 0.00 0.00 0.00 0.00 0.00
lz lssue Title No 2 (€ & orders of Product SKU JJ202 (sample) ) 0.00 0.00 0.00 0.00 0.00
lﬁ issue Title Mo 3 { © § orders of Product SKU JJ202 (sample) ) New Cance 0.00 0.00 0.00 0.00 0.00
[Z | issueSrtertert ( € Job 3 ) ~ - 0.00 0.00 0.00 0.00 0.00
Figure 68: Time Sheet with Look up Screen
e After adding the data the form will be as shown below.
o  When template is added to the existing time sheet, the Values will be Zeros.

Microsoft Dynamics CRM

SUNNCUNCUU U

B IMPORT DATA

)

V ACTIVITY ~ = NEW RECORD ~

2 <4 M sortby v

ABAARA (

© Job 5/ & A Datum Corporation (sample) )
. | Standard Task Template ( & Fabrikam, Inc. (sample) / B Patrick Sands (sample} )

J Task1 (€ Job 1/ & Alpine Ski House (sample) )
] | Task2 (@Job2)

4 Task3d
| Taska

(1 Job 3/ & A. Datum Corporation (sampie) }
(©Job4)

Task to check dates (€ 6 orders of Product SKU JJ202 (sample} / & Fabrikam, Inc. (sample} /B8

IVI d
< 28 M,

Work Type

Default
Default
Default
Default
Default
Default

Maria Campbell (sample}
. Testl (© 6 orders of Product SKU JJ202 (sample) }

Test123 (& A. Datum Corporation (sample}
TestTask (€ Job 5/ & A. Datum Corporation (sample) }
tyrtuyyu (S hello )

issue No 1 (€ Myiob1

Issue Mo 2 ( € Myjob1

Issue Title Mo 1 { 6 orders of Product SKU JJ202 (sample] )

Issue Title Mo 2 (€ 6 orders of Product SKU JJ202 (sample) }

issue Title Mo 3 ( © 6 orders of Product SKU JJ202 (sample} )

issueSrtertert (€ Job 3

Default
Default
Default
Default
Default
Default
Default
Default
Default
Default
Default

To 4 Sun

) 0
Monday
28 Sep

v 0.00

- 0.00

v 000

v 000

v 0.00

v 0.00

v 0.00

v 0.00

v 0.00

v 0.00

v 0.00

v 0.00

- 0.00

v 000

v 000

v 0.00

v 0.00

TH - 0.00

NEBH - 0.00

Billable - 0.00  Billable

day >

Tyregday Wednesday

20 Sep 30 Sep
0.00 0.00
0.00 0.00
0.00 o0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 o0.00
0.00 0.00
0.00 0.00
0.00 0.00
TH - 0.00 TH - 0.00

NBH - 0.00 NBH - 0.00

-0.00 Billable - 0,00 Billable - 0.00

Time & Billing TNB {-‘
Thp[sday F!\gay Sap{rday Sunday Total
Oct 2 Oct 3 Oct 1
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 o0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 o0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
TH - 0.00 TH - 0.00 TH - 0.00 TH - 0.00 TH - 0.00
NBH - 0.00 NBH - 0.00 NBH - 0.00 NBH - 0.00 NBH - 0.00
Billable - 0.00  Billable - 0.00 Billable - 0.00  Billable - 0.00

Figure 69: Time Sheet with Template data
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e Once the time sheet is ready, you can sent this sheet to Approver for approval by clicking on SEND TO APPROVE tab
which is placed on top of the sheet

. - — — Time & Billing TNB
Microsoft Dynamics CRM | = TimeandsBilling | ~ Time Posting earct a & wrc &
] NEW ACTIVITY = = MEW RECORD ™ i IMPORT DATA
5 3 COPY ves 28 Monday o 4 Sunday Time & Billing TN v ()
2015 m 2015

e When the Approver approves the time sheet it create Billing line items which enables you to easily make the Invoice.

The Approver can also reject the Time sheet.

P fam 1 x
Select Approver Look Up Record
Enter your search criteria.
T Look for User v
Approver
- Look in Resources with requried roles v
Search 0
Full Mame 4 Business Unit =
w*  Time & Billing THE newmtctnb
[
1 of 1 (1 selected) Page 1
submit || cancel
Mew Add Cance!

Customers
Customers are the business givers/owners whose complete data including contacts would be maintained here.

To view Customers, follow the navigation: Time and Billing - Customers.

. . — —  Vikas Reddy
Microsoft Dynamlcs CRM = Time and Billing |G Customers | v @ @ Search CRM data L £ tsptest1

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration

. [“ = . ] -
Resource Dashboard  JG@ Time Enti -JbG N cust B invoice Generat Job Templat Resource Utlizat
@ esource LUashboar ime £ntry 0 roups :‘ ustomers i nvoice LGenerator ob lemplate .}z esource Utihization
=] i =] e . [$79] .
Manager Dashboard Expense I~ Jobs ]| Contacts [ Time Postings E Job Task Template 0% Settings

Job Tasks Billing Line Items
& Resource Calendar Invoice Entries

Topview Scheduler

(= B4 =
EQ

e C(Click on Customers. You can see the already existing customers list if there is any.
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=L Time & Billing (1) Tota

+ |Active Customers|¥ Search for records o
v Customer ID Customer Mame Phone Price Class Sales Tax Salesperson Territo W o <
A Datum Corporatio...| A. Datum Corporatio...  555-0158 A 9
jab]
AARONFITO001 Aaron Fitz Electrical Default North a
A-arvin Tonerstore
ABC28UUT Adventure Works (sa... 555-0152
ABCO9M32 Alpine Ski House (sa..  555-0157
ADV Advance Tech South :
ADVANCEDODO2 Advanced Tech Satelli... Retail Midwest :
AFFSESIK Fabrikam, Inc. (sample)  555-0153
ALTONMAMNOODT Alton Manufacturing Default West
ASSOCIATOO00M Associated Insurance... Retail East (v
< >

e To create a new customer, simply click on +NEW button from the CRM ribbon.

Microsoft Dynamics CRM — Time and Billing | v  Customers | « @ @ JORN o

=< NEW | [ DELETE ~ e EMAILALINK @~ [¥] RUN REPORT ~ BE| EXCEL TEMPLATES - @, EXPORT TO EXCEL ~ ses

e New Customer Window page pops up. Fill the necessary fields under Customer Information, Default Details, Payment
Options, Addresses & Contacts, and Credit Cards.

e Details under Addresses & Contacts, and Credit Cards can only be entered after creating the record with necessary
details.

o Please refer to the below image for quick guidance.
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Microsoft Dynamics CRM Time and Billing Customers | v+ New Customer
EHsAvE EJ'SAVE& CLOSE = NEW FORM EDITOR Al X
CUSTOMER : INFORMATION
Customer ID* Customer Name ™ Active
New Customer =
4«Summary ~
| CUSTOMER INFORMATION |
Customer ID * Q - Default Terms
Customer Name © Default Site
DBA Name Credit Limit
Active Active Sales Tax
Ship Complete No
Price Class
Finance Charge
Salesperson
Phone
Territory
Phone 2 Ivoice € .
nvolce Lommen
Phone 3 N7
Fax - Project Ignore
Email - Account 1D |-
Website -
PAYMENT OPTIONS
Invoice Delivery -
Payment Method -
DEFAULT ADDRESSES
Bill To | --
Ship To g --
Statement To i -
4« Addresses & Contacts
ADDRESSES CONTACTS
Name Address Street 1 Last Name “ First Name
0 enable this content, create the record. To enable this content, create the record
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4« Credit Cards

Name Created On
To enable this content, create the record.
ACTIVITIES NOTES
Y =

All Entities ~ | Add Phone Call  Add Task

We didn't find any activity records.

Active

o After filling the necessary details, don’t forget to click on the Save button.

Contacts
Contacts give required information about persons/companies for direct communication. You can create and save as many

contacts as possible.

To view Contacts, follow the navigation: Time and Billing = Customers - Contacts

Vikas Reddy
C‘-) @ Search CRM data e/ [ tsptest] . Lo ?

Microsoft Dynamics CRM Time and Billing = v  Contacts | v

GRAVITY ii;

Time and Billing ‘llll

Time and Billing Time and Expenses Jobs Customers Billing Templates Administration
] Resource Dashboard |'- Time Ent Job Groups m Customers. Bl invoice Generator Job Template N Resource Utilization
[T i© v L1 P ~ ] P v

[ e posons Expense Jobs Time ostings b escrenmpine G setins
Topview Scheduler Job Tasks 13 Billing Line Items

Resource Calendar E Invoice Entries

e Click on Contacts. You can see the already existing contacts if there are any.
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Microsoft Dyna mics CRM = Time and Billing | v  Contacts | v

[ DELETE @~ @ EMAILALINK  ~ [¥] RUN REPORT ~ ﬂf| EXCEL TEMPLATES ~ ﬁ, EXPORTTO EXCEL ~ Ll

+ [ Active Contacts ~ Search for records o

+*  Last Name 4 First Name Email Business Phone h 4 ] <
Ambani Anil ~ %’
Ambani Mukesh a
Andersen (sample) Thomas someone_m@example.com 555-0112
Anderson (sample) Mancy someone_c@example.com 555-0102
Burk (sample) Susan someone_|@example.com 555-0111
Campbell (sample) Maria someone_d@example.com 555-0103
Cannen (sample) Paul someona_h@example.com 555-0107
Carrter James jearter@gmail.com
Glynn (sample) Jim someone_j@example.com 555-0109
Lyon (sample) Robert someone_g@example.com 555-0106 W

e To create a new contact, click on +NEW button from the CRM ribbon.

e New Contact Window page opens up.
e Fill all the necessary fields under Contact Information and Contact Address as shown below.

Microsoft Dyna mics CRM — Time and Biling = v  Contacts New Gravity Contact
Hsave 'save& close == NEw  [E| FORM EDITOR al X
GRAVITY CONTACT : INFORMATION
| CONTACT INFORMATION | CONTACT ADDRESS A
First Name - Street 1 -
Last Name ™ Q - Street 2 -
Job Title - Street 3 -
Company Name (Custor™ |- City -
Company Name (Vendc™ B - State / Province -
Email - Country / Region -
Business Phone - ZIP / Postal Code -
Mobile Phone -
Fax -
Send Invoice No
v
Active H
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e Finally, click on Save button.
Accounts

To navigate click on Time and Billing-> Accounts (Customers)

Microsoft Dynamics CRM = Time and Billing Dashboards

Time and Billing Customers Billing Administration

I: "i Dashboards Time Sheets |. Accounts | E Time Postings Eﬂ Resource Utilization
o=y - its -
Resource Calendar . Contacts % Billing Line Items D Mora

{) Time Posting
@ Jobs Invoice Generator
=

D Job Tasks

Expense

Invoices

Create an Account. This Account form also consists of Billing Preference section. This is very important since while billing
is done if there is no information provided for the Job task or Jab about the billing type, the same matches with this
account/contact and creates a new bill with this billing preferences.

Time & Billing TNB

Microsoft Dynamics CRM = Time and Billing| v | Accounts | L 7 B wmic

NEW | T DELETE |+ @ EMALALNK | » [ RUNREPORT~ [ EXPORTTOEXCEL | »  [pIMPORTDATA | =  JICHARTPANE=  see
+ My Active Accounts ~ L

v Account Name Main Phone Address 1: City Email (Primary Contact; A 4

Q

158 Redmond

A. Datum Corporation (sample 55 someone_i@example.com

Adventure Works (sample) 555-0152 Santa Cruz Nancy Andersen (sample) someone_c@example.com

Alpine Ski House {sample) 55 Missoula Paul Cannen (sample) someone_h@example.com
Blue Yonder Airlines (sample) 555-0154 Los Angeles Sidney Higa (sample} someone_e@example.com
i & Light (sample} 555-0155 Redmaond Scoft Konersmann [sample)  someone_f@example.com
ry (sample) 55 Phoenix Jim Glynn (sample) someone_j@example.com

Contoso Phamaceuticals (sample) 555-0156 Redmond Robert Lyon (sample] someone_g@example.com
Fabrikam, Inc. (sample) 555-0153 Lynnwood Maria Campbel| (sample’ someone_d@example.com
sample) 555-0150 Renton Yvonne McKay (sample) someone_a@example.com

Litware, Inc. (sample) Dallas Susanna Stubberod (sample]  someone_b@example.com

Figure 70: CRM Accounts form

On the form select Information as shown below
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Microsoft Dynam\'cs (RM | = Timeand Biling | v Accounts | v A Datum Corporati.. v

3 CREATENVOICE NEW [ DEACTIVATE &5 CONNECT  + 7 ADD TO MARKETING LIST éﬁ,‘JSSIGN I EMAILALINK - e

ACCOUNT : INFORMATIONg™
Account )
> |{Corporation (sample) -=
Information

Primary Contact Preferred Method of Contact Chwner *

[ Rene Valdes (sample) BAny f & Time &Billing TNB
Credit Limit Annual Revenue

B @%10,000.00

Figure 71: Account Form showing options

- - CRM Admi
Ais Microsoft Dynamics CRM ~  # | TIME AND BILLING ~  Accounts |~ Harris Technologies | ~ nme,qnd';'i:;i'nggms

=+ nEw  [S DEACTIVATE 23 CONNECT | ~  [F ADD TO MARKETING LIST  $3 ASSIGN === + 3

ACCOUNT | INFORMATION ~

Harris Technologies

Primary Contact Preferred Method of € Owmner *
Mats cruws Any & CRM Admin
Credit Limit Annual Revenue

Description

Billing Preferences

Billing Information Owverride
Billing Type Per Resource Price ~
Per Hour Price
Fixed Price ~
Details

Professional Information

Industry —

Figure 72: Account - Billing Preference

Contacts
To navigate click on Time and Billing-> Customers->Contacts

Time & Billing TNB

Microsoft Dynamics CRM = Time and Billing l Accounts | v A Datum Corporati... | v Search CRM data B wic . @

Time and Billing Customers Billing Administration

@ Dashboards E Expense % Accounts B Time Postings Eﬂ Resource Utilization
Resource Calendar Time Sheets E Billing Line Items D Mare

g@‘ Time Posting n‘.-cucez

@ Jobs LA; mvoice Generator
D Job Tasks

@ Cases

Create a Contact. This Contact form also consists of Billing Preference section. This is very important since while billing is
done if there is no information provided for the Job task or Jab about the billing type, the same matches with this contact/
account and creates a new bill with this billing preferences.
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Time and Billing | v | Contacts |~

i DELETE | ~ < EMAILALINK | ~ [¥] RUN REPORT ~ (3 expORTTOEXCEL ~ B MPORTDATA |~ all CHART PANE ~ L

+ My Active Contacts ~

ne Business Phone A g

Full Name

555-0109

someone_j@examplecom  Coho Wi

Jim Glynn {sample}

someone_d@example.com Fabrikam. Inc.

Maria Campbell (sample]

Nancy Anderson (sample)

Dat

=nds (sample)

Paul Cannon (sample

someone_c@example.com
mple) [pramplecom
someone_h@example.com

semeone_i@example.com

Adventure Works (sample) 555-0102

Alpine Ski House (sample)

Alpine Ski House (sample)

A. Datum Corporation (sa..

someone_g@example com 1106
nersmann (sample) someon mple.com 1105
ple someone_e@examplecom  Blue Yonder Aiines (samp..  555-0104

Susan Burk (sample) someone_|@example.com A, Datum Corporation (sa..

am ample)

samplg) someone_b@exampl

someone_m@examplecom  Coho Winery (sample)

someone_a@example.com  Fourth Coffee (sample)

Figure 73: CRM Contact form

Time & Billing TNB
& MTC . .

Microsoft Dynamics CRM Time and Billing | ~ | Contacts ||~  Nancy Anderson (sa..

ASSIGN @ EMAILALINK X DELETE  *s+

e
[

§ DEACTIVATE &3 COMNECT =  [f ADD TO MARKETING LIST

Owner®

derson (sample) = & Times

Time & Billing TNB

Microsoft Dynamics CR . § e

+ new [ DEACTIVATE 33 CONNECT | ~  [MADDTOMARKETINGLUIST S8 ASSIGN & EMAILALINK X DELETE  *++

E-ma Preferred Method of | Cwiner™

Nancy Anderson (sample) =

Bsomeone_c Bany B2 Time

| Billing Preferences |

Billing Type Per Mile Stone -
1Custom

Details

Professional Information

Department - Role -

Manager - Assistant -

Manager Phone - Assistant Phone -

Personal Information

4/22/1960

Gender Female y
Marital Status Married Anniversary 1/1/2007

Spouse/Partner Mame Harris, Phyllis

Notes & Activities

Prafarences
Status Active

Figure 74: New Contact Billing Preferences
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Administration

This section covers Resource Utilization and Settings of Time and Billing module of TSP solution. They are explained in-
detail in the following sections.

Resource Utilization

Resource Utilization gives you an overview about resources and their activities along with percentage completion so that
you can optimally utilize your resources.

To view Resource Utilization, follow the navigation: Time and Billing = Administration = Resource Utilization.

Vikas Reddy
Microsoft Dynamics CRM = Time and Billing Resource Utilization ® @ 3 tsptest1
Time and Billing Time and Expenses Jobs Customers Billing Templates
Resource Dashboard Time Entry Job Groups ;;E Customers @ Invoice Generator E Job Template
‘I" Manager Dashboard Expense Jobs E Contacts Time Postings Job Task Template :] Settings

Topview Scheduler Job Tasks -g Billing Line Items

]
Resource Calendar Invoice Entries

= B £
[

e Click on Resource Utilization.

e You can see resources along with their activities/job tasks. On the right hand side, the calendar gives you the
availability status of resources through color coding references. Green color indicates that a particular resource is
available while orange color indicates that a resource is fully engaged.

=
August ] z
January  February March Apiil May June July August  September  October  November  December

1 2 3 4 5 6 7 8 9 10 11 12 13 (14 15 16 17 18 19 20 21 22 23 24 25 26 |27 (28 29 30 31

& Vikas Reddy
Construction
Design

& John Silvani

Design

&3 Bob Smith

David Jhon
& Thomson S
Randall Ykema

e At any point of time, you can click on the calendar where the individual activity/job task of a resource is represented
in color coded bars and find out the percentage completion.

August =
January February March April May June
1 2 3 4 5 [ 6 | T g 9 10 11 12 13 14 15 1

& Vikas Reddy

Design k
Jobtask : Construction
& John Silvani lob : Test opportunity
€3 Bob Smith Percentage Completed: 0
David Jhon
& Thomson S

Randall Ykema
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Also, you can visit the job task page by simply clicking on the listing under a particular resource.

(2 Job Task: Construction - Internet Explorer - O X
=. https://tsptest1.go-gravity.com/main.aspx?etc= 101068extrags= %3f_gridType%3d10106%26etc%:3d 1010 57d8pagetype=entityrecor i@ |Ju
Microsoft Dyna mics CRM Time and Billing « Job Tasks | v  Construction
B Vikas Reddy
Gonstruction [:_]] SAVE & CLOSE EJSAVE& NEW = NEW [ DELETE k! MANAGE RESOURCE  jg COMPLETE ) STOP === Al X
Design
& John Silvani \ JOB TASK
=—— Construction
David Jhon -
&) Thomson § S.Na. Status”™ Owner” Created On
Randall Ykema - Active & Vikas Red B7/28/2016 11:02 AM
Task Name * Construction Job les A
Customer A, Datum Corporation (sample) Contact -
Start Date }/Bnd Date }/Due Date -
Priority JAetfort (Hour) " Bercentage Completed
Description -
Consumed Hours B -Mile Stone | - v
Status Active Status Reason B New Created By B Vikas Re |
Priority B Medium
Active unsaved changes H

Note: You can view resources and their activities across different timelines. A Refresh button is also available to refresh
the calendar page.
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