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1. Introduction

This document will explain how to use the different functionalities of the ExpandIT Essentials BAS-server. To
see some of the functions in action our YouTube channel has videos showing how they work step-by-step.

2. Administration
ex p a r] d It Administration = Administrators-

i Status
:I & Planning Boar _
Maobile users

Statistics
Rl & Approval

Server jobs
@ » ExpandIT Send..-
1.0

Maodules
. i 0.5
Qg » Settings .

Administration can only be interacted with if the administrator is created with permission access to the
Administration tab. The process of giving permission can be read about in Access Permissions.

2.0
1.5

2.1 Status
Status: Latest activities Todays activity: 10634
Sth| All v |entries Search:

1¥ Client 1D Owner User ID Runtime version Device name
11 ExpandIT (for Service3 development) JAA 10.1.2.38 u]
0 imothy Sneath TS 0.1.2.38 u}
11029 MVR MH 172.30.30.134 a

Status will show the last time a user performed an activity on either the BAS-server or the service client.


https://www.youtube.com/user/ExpandIT

2.2 Mobile users
Mobile users

(74 mobile clients in the system, of which 65 are offline and 9 online only)

Show 10 v |entries Search:

Client ID |= Profile Description Qwner User ID Runtime version

(o

(1]

{
O O O o o o0 % o oo
(0 o e o

o

Showing 1 to 10 of 74 entries Previous 2 3 4 5 8

i= Batch creation =+ Add new

From here mobile users can either be updated or created. Click any of the blue text to open the Client details.
To add a new user, press the Add new button in the bottom right corner. Mobile users are used on the Service
client.

Client details 0 Show detals

Client ID: 4,

Profile:  (17a15] Service v3. -
Description: | 15 senice

Owner: Timathy Sneath
User: | Timothy Sneath [TS] -
Azure/Windows Login:

Password:

Blocked:

When creating or updating a mobile user this is a picture of the simple view.

2.2.1 Client ID

When creating a new mobile user, the Client ID will be generated automatically but can be changed manually.
The Client ID must be a number.

2.2.2 Profile
The profile defines the kind of user created. In ExpandIT Essentials the mobile user can only be set to a
[HTML5] Service v3. Profile. This is the standard service client user.

2.2.3 Description

Write a short description of the user e.g. what department the user is a part of.



2.2.4 Owner

Write the name of the user here.

2.2.5 User

Choose the user of the client from the list of users created in Dynamics.

2.2.6 Azure/Windows login
The client can be set up to also use Azure/Windows login. A mobile user can only log in with either a
username/password combination or Azure/Windows login.

2.2.7 Password
Create a password for the mobile user. If an email is entered in the Azure/Windows login field the Password

Password: (password controlled by Windows Login)

field becomes unavailable making it look like this:

2.2.8 Blocked

While this box is checked the mobile user will not be able to login to the mobile client.

2.2.9 Show details

M M [ Show details
Client details
ClientID: | 44 Latest history
Date hits
Profile: | 1HTMLS] Service v3. -
Thin client: {no off-line functionality} 03/15/2019 415

Description: |5 sapice
Owner: | 7 mothy Sneath
User: | Timothy Sneath [T5] M 03/07/2019 112

Azure/Windows Login:

Password:

Blocked:
Inventory locations: MNone has been selected 02/27/2019
Device name: 10.1.2.7
Client Type: HTMLS
Client Processor:
Operating System: Morzilla/5.0 (Windows NT 10.0; Win64; x64... 7
OS5 Version: 02/12/2019 287

02/08/2019 5266

Client Runtime Version:

4 Back D History @ Inspect EH Reset 4 Email + Add new

In the top right corner, a box called Show details can be clicked which will give more options when creating or
updating a mobile user. The fields will give info about the offline user.

2.2.9.1 Thin client
At the top between Profile and Description a new field has emerged. Checking this box will remove the off-line
functionality of the user.



2.2.9.2 Inventory locations
This option is not available when creating the user but becomes an option when editing the user afterwards.
This can be used to assign a default inventory location or restrict which locations are available when

registering Materials on the service client.

2.2.9.3 Remaining fields
The remaining fields will show some info about the offline client like the client type and what operating

system it uses.

2.3 Statistics
The statics gives the user insights on the data usage, the synchronizations and the inactive user list within a
defined period of time.

Statistics

Filter selection
From Date: | 49042020

To Date: | 47042020

Statistic: | gandwidth chart

Mobile users: # g,

' Update

B : Data received from device
@ : Data sent to device
Total data size infout : 13.866 KB

[# Export to Excel

5.900 KB _

08 I‘|

10 17 21 27

Bandwidth chart -
|

Bandwidth chart

Synchromization count chart

Synchromization count list

Inactive user list




2.4 Server Jobs

Task Started Completed Status
E Run Extraction 2 minutes ago A few seconds ago m
Receive data from the ERP system 0/17/2020 2:55 &AM 04/17,/2020 2:57 AM
E Run Injection A few seconds ago A few seconds ago m
Send data to the ERP system 04/17,/2020 9:57 &AM 04/17,/2020 9:57 AM

Server jobs can also be found by clicking on the two arrows in the top right corner
e

The green arrow pointing downwards shows the status of the extraction while the red arrow pointing upwards
shows the status of the injection. The green arrow means it has been under 2 hours since the last
extraction/injection. A yellow arrow means it has been between 2 and 4 hours since the last
extraction/injection. A red arrow means it has been more than 4 hours since the last extraction/injection. While
the extraction/injection is running a green circle will appear.

2.4.1 Extraction

To extract data from Dynamics, click on the button that says Run after a little while the text in the Status field
will change to Done. That means all the changes that are made in Dynamics will now be applied to the BAS-
Server. If a new user has been extracted go to Reference Data and make sure everything is set up right.

2.4.2 Injection
Injection will send data back to Dynamics such as approved time and finished orders so invoices can be
created.



2.5 Modules

Mobile Service

Daily Status Breakdown Service order type
20 500
15 400
1.0 300
0.5 200
0 100
e &
LA S AN & p— - enice
& & o d d;:» Unﬁeﬂﬁ S gard gemit
Client Statistics
Clients online the last 7 days Bandwidth the last 7 days (7.7 MB/2.01 MB)
2.0 763 MBE
15 572 MB
1.0 381 MB
05 191 MB
0 0 Bytes
2 & A 2
4 a F & F
@& o & [} &
R S & & &
& &F &
5
Server time the last 7 days Online activity the last 7 days (5105 hits)
200s 4000
150 s 3000
100s 2000
50s 1000
0s 0
5 5 ) 5 A A
¥ & & & o &
o & d‘-‘o o o
B

Modules will give a quick statistical update about the activity. It is the same page as the front page when
logging in and can also be found by clicking on the ExpandIT logo in the top left corner of the page.
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3. Administrators

G‘Xpal’] d It Administration

El & Planning Board

EJ & Approval

@ + ExpandIT Service

ﬁ » Settings

Administrators-

Maintain administrators

1.0

09

0.8

or

Administrators can only be interacted with if the administrator is created with permission access to the

Administrators tab. The process of giving permission can be read about in Access Permissions.

3.1 Maintain administrators
Maintain administrators

Show| 10 v |entries

User ID 1= Name Linked to user
admin Administrator

av Andy Vidkjeer

bni bni

build Build daemon

cho Charles Heran Richard Lum
cws Casper Mark Hanson
dip Daniel Lopez Peter Saddow
essentials Essentials test account Timothy Sneath
gi Gerth Isaksen

hbo Henrik Bohn

Showing 1 to 10 of 24 entries

Search:

Language Last login

03/19/2019 11:31:05 AM

B

06/27/2018 2:57:20 PM

i

03/21/2019 10:34:47 AM

i

05/29/2018 4:28:30 PM

b

02/19/2018 3:44:10 PM

b

08/28/2017 10:08:05 AM

Il

03/21/2019 9:58:06 AM

H &

01/18/2019 11:21:25 AM

b

Previous - 2 3

=+ Create Administrator

DoooDoOnoD I

m
®

Click any of the blue text to see and edit the information and permissions of an administrator. Click on Create
Administrator to create a new administrator. Click on the red garbage can to delete an administrator.

11



3.1.1 Create Administrator

Create Administrator []

* Sglect or deselect access right by clicking the checkboxes,

Login
Password

Confirm Password

User name
User ID | - select - M
AP| User
Default Department | - Select - v

Azure/Windows account

E-mail
Language | <-- Please select --» -
Access Permissions Set up manually
* Copy from other administrator
Copy permissions from | -- Select administrator to copy permissions from - ¥
Create
3.1.1.1 Login

This is what the administrator will use as User ID on the login screen.

3.1.1.2 Password & Confirm Password
Enter the password twice to confirm the password of the administrator.

3.1.1.3 User name
Enter the name of the user.

3.1.1.4 User ID
Select a user to link the administrator to. This will not influence the login process.

3.1.1.5 API User (need text)

3.1.1.6 Default Department
If the administrator is a part of a department it can be chosen here.

3.1.1.7 Azure/Windows account
Enter information here if the administrator should be able to login with an Azure/Windows account.

3.1.1.8 E-mail
Enter the e-mail of the administrator.

3.1.1.9 Language
Select the language of the administrator.

3.1.2 Access Permissions

Select if the administrator should have the same permissions as an already existing administrator or if they
should have their permissions set up manually. The Access permissions control how much of the BAS-server
the administrator will be able to see and interact with.

12



Access Permissions  ® set up manually

Copy from other administrator
Administration
Administrator Management
Application Configuration
Modules
Planning Board
Planning Board viewer

User Maintenance

Departments Enable all ¥ Show details...
Administration
Produktion
Salg

3.1.2.1 Administration
This permission will enable the Administration tab at the top of the screen next to the ExpandIT logo.

3.1.2.2 Administrator Management
This permission enables the Administrators tab where administrators are created, updated and deleted.

3.1.2.3 Application Configuration
Adds or removes the Configuration option under Settings.

3.1.2.4 Modules
Leaving this unchecked will remove the frontpage entirely including the show/hide panel with the menu on
the left and only leave the top menu shown.

3.1.2.5 Planning Board
This will add the Planning Board option to the show/hide panel at the left-hand side and make it possible for
the administrator to create, edit and delete jobs on the Planning Board.

3.1.2.6 Planning Board viewer

This will add the Planning Board option to the show/hide panel at the left-hand side but will not allow the
administrator to do anything besides viewing the Planning Board. The options on the Planning Board will also
be limited to the following:

Status:inacive Accees | el [ Siarked RS e Compleied | Ugent |
h Today ~ Update Schedule new job Filter Search Show Map Create new job Message Logout

Display: | Extemded ¥ | Date From: |pg/17/2020 ﬂ Te |04/23/2020 ﬂ View: v Travel time

Appointed Acceptec

HToday cUpdate l Y Filter QSearch (wp Logout

3.1.2.7 User Maintenance
This permission will enable the Maintenance tab at the top of the screen.

3.1.3 Departments
The administrator will only be able to see the Departments on the Planning Board that have a mark in their
checkbox.

13



3.1.4 Modules

Modules Enable all ¥ Show details..

ExpandIT Service Company information
Resources
JobPlanning Log
Customers
Products
Planning Map Location
Standard text
Order approval
Document archive
Product lists
Languages
Service Orders
Status Codes
Planning [Gantt]
Assign Inventory locations to mobile users

Report definitions
Work types
Status Code Flow
Service Order

Planning

Configuration

Reference data

Message to Mobile Client
MNew Service Order
Departments

Table Merge

Users

SMS Module SMS Defaults
SMS Account

The black box contains four out the five menu options for the ExpandIT Service Module. The remaining points
on the list are submenu options for the four in the black box.

The outsider of this list is the Approval in the red box. Approval will show up or disappear from three places.
The first place is the menu option Approval that can be seen when logging onto the BAS between Planning
Board and Expand|IT Service.

The second place it can be seen is as the first submenu option of ExpandIT Service.

The third and final place is as a submenu option in ExpandIT Service = Service Order = Approval.

14



A recommended administrator will have permissions as seen on the following picture.

Administration ¢

Administrator Management

+

Application Configuration
Modules

Planning Board

4 %

Planning Board viewer

b

User Maintenance

Departments Enable all ¥ Show details..
Administration

Produktion

ALY VY

Salg

Modules Enable all ¥ Show details..

ExpandIT Service Company information
Resources
JobPlanning Log
Customers
Products
Planning Map Location
Standard text
Crder approval
Document archive
| Product lists
¥| Languages
Service Crdars
Status Codes
Planning [Ganti]
Assign Inventory locations to mobile users
#| Repart definitions
¥ Approval
#| Work types
Status Code Flow
Service Order
Planning
Configuration
Reference data
Message to Maobile Client
MNew Service Order
Departments
Table Merge
Users

ALY YL YL LY

%

LANLSEL ALY b

%

Clicking on an already existing administrator to edit them will give the option to edit all the account
information as well as their permissions. The login information of the administrator can also be changed by
themselves in Your Account. The rest of the documentation is written as seen from an administrator with the
permissions above.

15



4. Configuration

i Administration+  Administrators essentialsbas - ExpandIT
P

:".-, & Planning Board —

u & Approval Product lists

@5 - ExpandIT senice 1 JobPlanning log

Languages

Planning Map Location

Reprt definitions

G : Work t;
g settngs ore s

After logging onto the BAS-server, Configuration can be found by clicking on ExpandIT Service followed by
Configuration. Creation of reports and product lists happens here which can help save time when working on a
job.

The amount of options the administrator can see here can be limited by disabling modules as explained in
Modules.

4.1 Product lists

Product lists + Addrew [ JEICY
& Products
4 Products
1 Products
4 Products

If the company has a lot of different products the Product lists can be used to easily separate those products
into smaller categories. Users on the Service client can choose these product lists to select materials from.

4.2 JobPlanning log
JobPlanning log

| Expooooo0ag
[Reset]
Search:

Logged date I¥ Logged on Logged by Status User ID Type Guid_X JobPlanningGuid

03/21/2019 11-:05:21 AM {1} MOBILECLIENT 5 COMPLETED 5 USER EXPOD00D003S ESSENTIALS-LERIGBEVVXOKSNYNC3GZXSIM1PEZZSAS450186C
03/21/2019 11-:05:17 AM {1} MOBILECLIENT 5 COMPLETED 5 USER EXPOO00D003S ESSENTIALS-LERIGBEVVXOKSNYNCIGZXSIM1PEZZSAS450186C
03/21/2019 10:58:59 AM {1} MOBILECLIENT 5 STARTED 5 USER EXPOD00D003S ESSENTIALS-LERIGBEVVXOKSNYNC3GZXSIM1PEZZSAS450186C
03/21/2019 10:34:04 AM (1) PLANMINGBOARD essentials APPOINTED 5 USER EXPOO00D003S ESSENTIALS-LERIGBEVVXOKSNYNCIGZXSIM1PEZZSAS450186C
03/21/2019 10:33:08 AM (1) PLANMINGBOARD essentials APPOINTED 5 USER EXPOD00D003S ESSENTIALS-LERIGBEVVXOKSNYNC3GZXSIM1PEZZSAS450186C

The JobPlanning log can be used to see the history of a job. In the example above a job that has been
approved is shown.

The logged date and time of the mobile client registrations can be misleading since the data is only logged
when the client is online. If an offline client completes a job the logged time will be whenever the client goes
online again.

16



4.3 Languages
Language List

Only enabled languages will be available on the mobile solutions.

Language is enabled
Language Name
Czech (CS)

Danish (DA)
German (DE)
English (EN)
Spanish (ES)
French (FR)
Icelandic (IS}
Polish (PL)

Latvian (LV)
Nederlands (Nederland)
Norwegian (NO)
Portuguese (PT)
Finnish (F1)

Swedish (SV)

Chinese (Simplified) - 3 (F4E) (1A R LI0E)

Native Name
Cestina
Dansk
Deutsch
English
Espariol
Frangais
Islenska
Jezyk polski
Latviedu
Nederlands
Norsk
Portugués
Suomi

Svenska

HRIT(RHE) (R4 A RAFE)

Language ID

s
DA
DE
EN
ES
R
s
PL
Y
NL
NO
PT
Fl

sV

Language ID (2)

cs-CZ
da-DK
de-DE
en-US
es-ES
fr-FR
is-15
pl-PL
-l
nl-NL
nb-NO
pt-PT
fi-FI
sv-SE

zh-CN

Status

Disable

Disable

Disable

Disable

Disable

Disable

Disable

Disable

ExpandIT Essentials supports several languages that can be enabled and disabled from here. One of the
enabled languages can be chosen in Your account which is found in settings.

17
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4.4 Planning Map Location

~  Planning Map Location

NOTE:

This feature will allow you to delete the current map/gps coordinate for a specific Mobile 1D or to recover it.
It will not remove the log data but only the current position (which is what the Planning Map shows).

This last known position can be recovered from the log data.

Ei‘ Delete the current coordinate, which will result in the Mobile 1D disappearing from the Map.
"@ Recover the last coordinate from the log, which will put the Mobile 1D back on the Map.

There is no recovery data available for this Mobile ID. Probably because the Mobile 1D does not use the location service.
/,‘ Set the current location to home.

'\S] Edit Latitude & Longitude for this Maobile 1D. Use this to place a Mobile 1D on a specific location on the map.

Mobile ID User Recorded Time Set to home Home address Latitude Longitude
1 IMark Hanson 21-03-2019 09:39:34 Ei‘ /‘ 49 Grahams Road,London N12 5XY 51,5461 -0,0661 '\S]
2 John Roberts 27-01-2017 09:19:38 E{‘ 56,2292 10,2395 'g]

In case the text on the picture above is hard to read a copy of it can be found below.

NOTE:

This feature will allow you to delete the current map/gps coordinate for a specific Mobile ID or to recover it.
It will not remove the log data but only the current position (which is what the Planning Map shows).

This last known position can be recovered from the log data.

4/ Delete the current coordinate, which will result in the Mobile ID disappearing from the Map.
£ Recover the last coordinate from the log, which will put the Mobile ID back on the Map.

There is no recovery data available for this Mobile ID. Probably because the Mobile ID does not use the
location service.

(% Set the current location to home.

W] Edit Latitude & Longitude for this Mobile ID. Use this to place a Mobile ID on a specific location on the
map.



4.5 Report definitions

Reports

-

Filter ®

+ Add new It sort

Control of quality Rules (1) | Enabled @p

Report making sure the installation is up to stand ... Service Task

Creating reports is a great way to make a checklist for the employees to make sure that the completed work
lives up to a certain standard. Reports are available to complete on the Service client as soon as they are
marked Enabled. Reports created can be made mandatory so a job/service order cannot be finished without
the report being finished.

Control of quality o
Service order type Department / User

All - All -
Customer Service ltem

All - All -

) Mandatory before work (0 Mandatory ® Not mandatory

+ Add Rule

No Rules added

This report iz visible to all.

Ca nce'

Furthermore dynamic reports can have a set of rules activated for quality control purposes.

Reports can be set to mandatory, mandatory before work or not mandatory for each of the following criteria,
or a combination of the following criteria: service order type, department / user, customer and/or service item.

19



4.6 Work types

Work types
General Users Projects E
Show| 10 ¥ entries Search:
Code Description Unit of Measure Auto-create from & Exclude from total & Hours & Travel © Other 8

MILES MILES MILES ] O
MORHOUR  MNeormal hours HOUR
OVERT100 QOvertime 100% HOUR
OVERTS0 Overtime 50% HOUR
PARTTIME Part time HOUR
REGHOUR Regular hours HOUR

TRAVEL Travel KM

Showing 1 to 7 of 7 entries

& Update (From ERP)

- - - - - - -
A

4.6.1 General

Work types comes from Dynamics and are imported to the BAS-server by clicking on the Update (From ERP)
button. The Code, Description and Unit of Measure fields are automatically filled with information from
Dynamics. Read more about where the information is entered in Dynamics in Appendix XX.

4.6.1.1 Auto-create from
Defines which status code the work type is tied to when auto creating time registrations via start/stop on the
Service client.

4.6.1.2 Exclude from total
Marking a work type as excluded means, that it will not be included in the hour summaries in both the TIME
and Service client.

4.6.1.3 Hours

Marking a work type as hours means, that the quantity will be formatted as hours in both the TIME and Service
client.

4.6.1.4 Travel
Marking a work type as travel means, that boxes for adding registration number, start address and finish
address will be available for the user in the TIME client.

4.6.1.5 Other
Marking a work type as Other should be done when neither Hours nor Travel applies.

4.6.2 Users

Here it can be set up so different users have access to different work types in case not all work types are
relevant for all users.

4.6.3 Projects
Just as not all users need the same work types different projects can be assigned different work types.
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5. Reference data

|t Administration~  Administrators~
[~ .
] ¢ Planning Board

@ & Approval

@ ~ ExpandIT Service 1

Reference data 2

@ ) Settings

Shortcuts.

Customers

Products

Departments

Company information

Reference Data works as the link between the BAS-server and Dynamics. Here everything extracted from
Dynamics will appear and can be edited. Editing through Reference Data is not recommended since everything

extracted from Dynamics the next time will overwrite the existing data in Reference Data.

To learn more about how, what and where please read Appendix XX.

The amount of options the administrator can see here can be limited by disabling modules as explained in

Modules.
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6. Planning Board
GXDa I‘]d|t Administration » Administrators

Status._inoctive | INNBOGEGNNN | Accepted |[T Travel [0 Storted (|| Onhoig | [incompicteny] INNGompiea I
1 Today | £ Update Schedule new job Filter Search Show Ma Create new job Message Logout
wrexpandit \‘5 Y | ik VP | job [ W Fiter | Q Q r B job | [ Message | @ Lo
& |PLANNING BOARD Disploy: | Extanded ¥ | Date From:|03/18/2015 ™) To|03/24/2013 | View: v ||#) Travei time
Monday, March 18, 2019 - Week 12 Tuesday, March 19, 2019 - Week 12
78 9 10 11 "1z 13 14 15 16 17 18 19 20 7 [ 9 10 11 12 13 14 15 16 17 1§ 19 20
ADM - Administration I
- i |gem Antarcticoy
AH - Anette Hill QHA"MH oY 2050
JR - John Roberts
LM - Linda Martin
AA - Alfons XXX Aberg
00M - Omradeopmaling I
- Antarcticol Antarctico|
JAA - Jgrgen Alholm % Antwerpen BE 2ok =’| %3 Antwerper, BE-2050 =’|
4= Antarcticol
% Antwerpe r%E-ZOSD

Elkhorn Ai

Elkharn

Atlanta, U$

= Anmrd]capy

# Antwerpen, BE-2050
PROD - Production |
MH - Mark Hanson

TS - Timothy Sneath

SALES - Sales I
MD - Mary A Dempsey

PS - Peter Saddow

Click on the option called Planning Board on the Show/Hide panel to get to the Planning Board.
Each colored rectangle on the Planning Board is a job and the different colors represent the statuses of the
jobs which are explained in Job Status.

6.1 Today

It is possible to change how many days the Planning Board is showing by changing the dates in the boxes
marked on the following picture.

Status/ Inactive | [NNIEBGIIEONNN | Accepted | Wravel | [ Started [
~
‘ ﬁTc:day i Update | - Schedule new job T Filter Q Search Q Show b
Display: | Extended ¥ |Diate From:|p3s,18/20719 ﬂ To|p3,242073 ﬂ View: ¥ | |#| Travel time
Monday, March 18, 2019 - Week 12
7 3 g 10 11 12 13 14 15 16 17 18 18 20 7 8

If the timeframe is set to an amount of days greater than what the browser can show, a scroll bar will appear
at the bottom of the screen allowing for planning and seeing already planned jobs in the future. By clicking on
Today the Planning Board will automatically jump back to today even if the Date from is set to a day in the
future.

6.2 Update

The Planning Board updates automatically every 3 minutes but can be updated manually to see if any changes
are made by other users. To apply any Date From and Date To changes the Update button must be pressed.
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6.3 Schedule new job

Click this button to quickly and easily schedule an existing unplanned job.

~Service Orders L 1=]

~ The Cannon Group PLC - Birmingham (50000003)
Service order ID 50000003
Description Kirkelte Kirkelte
Customer's PO#
Company The Cannon Group PLC
Address 192 Market Sguare
B27 4KT Birmingham
* The Cannon Group PLC - Birmingham (50000025)
*» The Cannon Group PLC - Birmingham (S0000027)

»Service orders created by users

6.3.1 Service Orders

Choose between service orders created from Dynamics. The Service Orders can be dragged onto the Planning
Board for a quick planning. Press the arrow to the left of the order to see more information about the job.
While the job is expanded click on the symbol with the calendar to open the job planning window. Read more
about the job planning window in Create new job. Previously planned service orders that were deleted before
completion will show up here.

6.3.2 Service orders created by users

Expanding this panel instead of the Service Orders panel will not show the jobs created from Dynamics but
instead show unplanned jobs from the Create new job button. Jobs that were placed on the Planning Board
but then deleted before completion will also end up in this box. The jobs are planned by dragging them onto
the Planning Board.

6.4 Filter

In the case that some of the employees or jobs on the Planning Board are redundant to an administrator it is
possible for every administrator to filter out any employee. When changing the view of the Planning Board it
gets updated by clicking the Update button at the bottom of the pop-up window.

Select filters i B

< ADM - Administration

¥/PROD - Produktion
+SALG - Salg

Blank

Show all

»Users
rJob Status
rJob type

»Service order type

Update
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6.4.1 Department

Check or uncheck the boxes to choose if the department should be visible on the view. If all the departments
should be on the view, then check the box Show all to automatically check all boxes. Removing a department
also removes all the users attached to that department even if their individual boxes are checked.

6.4.2 Users

Check or uncheck the user boxes to remove or add individual users. If only one user is needed from a
department uncheck the boxes of the other users in the department. The users are listed alphabetical and not
by department.

6.4.3 Job Status

If there is a lot of jobs with a specific status cluttering up the Planning Board then remove them with a filter
and have another filter where they are visible. Works well as a temporary filter to get an overview.

6.4.4 Job type

Choose to filter out either Service Orders or Service orders created by users.

6.4.5 Service order type
The option of filtering by service order type is useful when a lot of specific types of jobs are crowding the
Planning Board.

6.4.6 Confirming the filter
Click on Update when the filter is set.

6.4.6.1 Temporary view
If the view is temporary nothing else should be done now. This view will stay until another one is chosen, Clear
filters is pressed or until the next logout. Useful when a quick overview is needed.

6.4.6.2 Save a view
To save the view press the blank drop-down box which can be found beneath the Search button and to the
right of the date selection. The Display box will appear after clicking Edit views.

. ;l Display [ x|
VIEWS

ADM + SALES
Defauit view

e Save the current view
P ST =
]
Save

Existing views

Description DefaultSharedDelete

ADM + SALES £l b 4

Default view O b 4
Update

My views
This is where the user can find already saved views.
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Shared
Here the user can select a view that another user has shared. In this example there are no shared views.

Edit
Click on Edit views to get the display box to appear. Enter a description/name of the view and choose if it
should be the default view and/or a shared view and then click Save when the choices are made. Default view

will be how the Planning Board looks like every time the user log in. A shared view can be seen and selected
by other users. It is also from here a user can delete views by clicking on the red button.

Clicking on Clear filters will remove any current filters. This will not delete the filter if it is saved.

6.5 Search

The Search function gives the opportunity to search for jobs and service orders based on different parameters.

| _
Search:

Employee filter:| TS - Timothy Sneath v

Search type:
Job type:

Flanning required

Planning required
Current and future
Mew

All
| & Timethy Sneath | EXP00000054| Backlog (historical unfinished jobs) Appainted
| A job description or D is a document t.. )
(| & Timothy Sneath | EXPOO000054 Antarcticopy Appointed
B A job description or ID is a document t.. g
(| & Timothy Sneath | EXPOO000229 The Cannon Group PLC Started
- 221
omputer |11 600 MHz
= & Timothy Snesth | EXP00000253 The Cannon Group PLC Appointed
o Te mads by automsted scri... )
= & Timothy Snesth | EXPO0O00054 An copy Appointed
_ A job description or JD is a document t.. )
= & Timothy Sneath | EXPO0O00054 Antarcticopy Appointed
o A job description or JD is a document t.. )
= & Timothy Snesth | EXPO0000032 The Cannon Group PLC Appointed
- asd
Front Hub -

The first option is searching for keywords or numbers in the jobs/service orders.
To narrow down the results of the search it is possible to choose either an employee or a department.
Search type defines when the job/service order is planned to make it easier to filter out anything unnecessary.

6.6 Show Map

Show Map will open a new pop-up browser window of google maps. Any users or jobs visible on the Planning
Board will also be visible on the map. Reasons why users or jobs are not visible on the Planning Board can be
because of a filter or a date-range. The users and jobs visible on the map can be interacted with to plan jobs.
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©  ExpandIT Mobile v3.05.05 [Planning Board v1.10] - Goagle Chrome = O x
8 nttps;/ - ice/Planning2/map.asp
Aundoalila ) pn *. N g
| Map  Satellite : A
ptc N - i .
[T N ! A
Sengelpse [ b _ JI‘
- N 9 (I agen
. e Glostrup J 2 '--T{JA Y
Albertslund \ 5 \
S e I  Sundbyoster
Vallensbazk qundbyuest‘k_er = ™ i Eﬁ
5 - : K{bu%tn#avns
e AL : = | avn-
Roskil _-E r Torslunde i A e =CEl - .~,Tiﬂr|?b-y=_— 9
Municipality. i, ﬂ YLy 2 _ ¥

Steerkende "-_ e i

Kastrup
-

v Greve Strand
Tune Viberup

5

ang

T

.

Google.2XPANCIIE

Map data 82019 Google | Terms of Use | Report 2 map errar

Lellinge

ii ol

| — .
g:m" i Aeoainted User: Thomas Sendergaard
st Appoil
Start: 24.04.2019 12:30:00 User ID: 7
Finich: 24.04.2019 14:30:00 Updated: 11.04.2012 11:36:31
Speed: 0.0 mph

Lauritzen Kontarmebler A/S ' Raute from...

Kage, 4600 F Route to

Appointed v

‘ Change location ' Show tmce"ﬂ

' Route from...

¥ Route to... Available jobs nearby:

‘21,8 mil - Service Order EXPO0000012: (Project JOBOOO10) Sh...

Available jobs nearby:

@™ 215 mil - (5) TS - Thomas Sandergaard @ 0,0 mil - (5) TS - Thomas Sendergaard

@"21 8 mil - (7) TS - Thomas Sandergaard @ 0.2 mil - (2) MH - Martin Hansen

@ 21,9 mil - (2) MH - Martin Hansen Q0.2 mil - (1) MF - Mette T Djarup

©"821.9 mil - (1) MF - Mette T Djsrup @ 0.2 mil - (8) MF - Mette T Djgrup

@*W21,9 mil - (6) MF - Mette T Djsrup
L7—\ Vor Frue Kirke @ Ay andskirken

@ 9 . Kange

. Bakery
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6.6.1 Change location

If the work address is entered wrong when creating the job, it can be changed by clicking on Change location
and entering the right address instead. The map also displays an Unknown locations message in the top right
corner if the location cannot be found.

6.6.2 Show trace
If a user is selected instead of a job the Change location option is replaced by Show trace which shows the
user's route throughout a selected day as well as showing the current speed of the user above Route from.

6.6.3 Route from & Route to
Selecting a user or job and clicking Route from and then clicking on another user or job and selecting Route to
will show the shortest route between the two destinations.

< X
Distance: 30.8 mil [
Duration: 00:44:31
Arrival from now: 10:46:57, Wed Apr 24 2019

x Hide

6 ‘a-'ls;:ign the job now

sund

6 Ballerup

b5 4
()

ilde

N
)
0
o~
e
-
©
I
—

a@ﬁﬁ 2

As it can be seen the distance, duration and arrival time will be calculated. Selecting another job/user and
clicking Route from/Route to will show a new route for easy comparison of routes. If a user is paired with a job
the Assign the job now button will appear. This will move the job to the employee on the Planning Board.
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6.7 Create new job

Clicking this button will open a new window making it possible to create a service order that can either be

planned so it ends up on the Planning Board or unplanned making it end up in Schedule new job.

© Job View: New - Google Chrome - ] X
@ Notsecure | NG odules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=18&planningSelected=8&noCache=201...

Begin new Service Order

Work desc.:
Customer: -

Project: -
Service ltem: -

Search for Customer Search for project

l Eearcl‘ for Customer... Q

+ Proceed with selected X Cancel

6.7.1 Begin new Service Order

When creating a new job this is the first window that will pop up. Selecting a customer and going to the
Search for project tab will show all projects attached to that job. Next step is to select a service item. If a
project was selected it will only show service items attached to the project. If a project was not selected it will
show all service items from the customer. Before clicking Proceed with selected the work description field
needs to have text in it. Alternatively click Cancel and setup the job 100% manually.
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6.7.2 Details

© Job View: New - Google Chrome = O X

A Not secure | NN !0 dules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=1&planningSelected=&noCache=201...

‘& The Cannon Group PLC _ [l Save & Close |l [ Save % Cancel
Work Address: Service Order: Expected Duration: 02:00 - +
# The Cannon Group PLC Service order type:
192 Market Square Project no.: BRIDGEPZ Remaining: 2:00
B27 4KT Birmingham Project desc.: Bridge phase 2 o

Great Britain
& Work description
2 Mr. Andy Teal -5

&= ham@expandit.com

Planned:
Cetails Customer Tasks Planni"gm Ccmr‘r‘e":sn A::ecl'.'nentsn Repcr:sn History
Project Q= Responsible: ' Timothy Sneath v
Project no.: EBRIDGEP2
. ) Department: | <__ plegse selact > -
Project desc.:  Bridge phase 2
Service order type: | <__ Please selact --> -

Work desc.: | Work description
Customer's PO#:

Ordered by:

Urgent: ||
Call before visit: ||
KLS mandatory: ||

In the Details tab the work description can be changed as well as some other minor changes. To change the
color of the job on the Planning Board and giving it a higher priority make a checkmark in the Urgent box.
Giving a service order type can be a good idea as explained in Filter.

Click on the blue bar at the top of the screen to either show or hide the information in that box.
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6.7.3 Customer

A Not secure

No.:
Name:
Address:
Address 2:
Zip:

City:

Country:

Contact:
Phone:
Phone 2:

E-mail:

C Job View: New - Google Chrome

& The Cannon Group PLC

Details Customer Tasks [f)}

Customer Q &4
10000
The Cannon Group PLC

192 Market Square

B27 4KT
Birmingham

Great Britain

Mr. Andy Teal

ham@expandit.com

C:-‘*-“e-':su

Work Address Q

The Cannon Group PLC

192 Market Square

B2T 4KT
Birmingham

Great Britain

Mr. Andy Teal

ham@expandit.com

Attachments n

= [}

I ! o cules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=18&planningSelected=8noCache=20...

LU CE U TN B Save & Close i B Save ll % Cancel

Rep:”’.sﬂ History

Invoiceto Q¥
10000
The Cannon Group PLC

192 Market Square

B27 4KT
Birmingham

v Great Britain v

Mr. Andy Teal

ham@expandit.com

x

If the work address differs from the customer address it can be changed here or in the Show map feature. A
different invoice address can also be chosen. The button next to the magnifying glass in the customer field

creates a new customer. For the Work Address and Invoice to fields the create button is replaced by a Same as

customer button which will copy the lines from the customer field.
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6.7.4 Tasks

2 Job View: New - Google Chrome
A Not secure | G 1/ odules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=18&planningSelected=8&noCache=20...

= m] X

& The Cannon Group PLC ) Al E Save & Close | ESave | % Cancel

Detail Tasks u.".'.-.n fistor
Show| 5 ¥ entries Search:
12 Service Product
# Item Mo. Serial no. Description Location Address Status
m 7 80007 AST64789 Enterprise Computer 66 <-- Please select ¥

Showing 1to 1 of 1 entries Previous n Next

In the Begin new Service Order window only one service item can be chosen. If more service items need to be
chosen, go to the Tasks tab and press Add new. From here service items can also be deleted from the job by
clicking on the red garbage can. If the service item has been moved since the last time it received service or it
is the first time the employee is at the customer a location can be entered to help.
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6.7.5 Planning

© Job View: New - Google Chrome

= (] X
A Notsecure | NG/ odules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=18&planningSelected=8&noCache=20...

Create planning entry

User/Order Pool :

Appointed

Start: 03/21/2019 8:00 AM . @Intime

Duration : 02:00 - o+

m X Cancel

After a customer, project and service item has been selected in Begin new Service Order and Proceed with
selected has been clicked the Planning tab is the first to be shown. Click on Add new and the pop-up window
on the picture will appear. Choose a user or an order pool to plan the job for. The job status can be changed
to urgent and by clicking on the clock icon it will be moved to the current time to make it visible to the
employee it is getting planned for that it is a priority job. If the job is not urgent it can be planned by clicking
in the date field. The lock in time button is for jobs where the customer requests a specific time and when the
button is pressed the job will not be able to move horizontally on the Planning Board and only vertically

between users. Finally choose the duration of the job and press Add. Multiple planning entries can be made if
it is a job that requires multiple people.
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6.7.6 Comments

© Job View: New - Google Chrome - (m] b

A Not secure | NG 0dules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=18&planningSelected=8&noCache=20...

@ The Cannon Group PLC & Save & Close |l B Save | % Cancel

Details Customer Tas<£u 3Eanni-';m Commentsn .Attac"-ne-‘:-sn Rep:’:;n History

When working on a job communication is an important element. Comments make it possible to write
messages to both the employee working on the job and the customer.

6.7.6.1 Internal Messages

This field makes it possible to write messages internally with the employee working the job. These messages
will show up on the service client and cannot be seen by the customer.

6.7.6.2 Portal messages
If the customer has an ExpandIT service portal they can send as well as receive messages through this field.

6.7.6.3 Invoice comment

Here a message for the invoice can be written. This message can later be changed even after the job is
finished and up until the job is approved.
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6.7.7 Attachments

© Job View: New - Google Chrome = (m} X
A Notsecure | NG/ \odules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=1&planningSelected=&noCache=2...

& The Cannon Group PLC ) Save & Close

3 n Attachments n Reports u History

Details Customer

.’-"annw‘gm

Drop files here to upload (or click for browse)

No attachments found.

In the Attachments tab a user can upload documents and pictures with relevance to the job so it can be seen
on the service client. Documents and pictures uploaded from the service client will also show up here.
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6.7.8 Reports
© Job View: New - Google Chrome = (=] X
A Notsecure | IINNENEGEGEGN ' odules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=18&planningSelected=&noCache=2...

& The Cannon Group PLC Save & Close

Details Customer Ta-:-:sn Planning C:"m*e-‘:;n Attachments n Reponsn History

No reports found.

This tab is not relevant when creating the job since it shows reports completed from the service client and the
job needs to be planned before it appears on the Service client.
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6.7.9 History

' Job View: New - Google Chrome = O X

A Not secure | [IININGEGEGEEE " odules/emsm_NewServiceOrder/NewServiceOrder.asp?CalledAsPopup=1&planningSelected=&noCache=2...

‘& The Cannon Group PLC — B Save & Close | [E Save i X Cancel

vetails Customer asKs Flanmng ] Comr

Reports n History

Location: Service Item: n x
Orders Comments Reports Materials
Date I¥ OrderID User Description Type
03/13/2019
03/01/2019 EXPOO000244 [TS] Timothy Sneath Enterprise Computer 667 MHz General Service
02/28/2019 EXP0O0000229 [TS] Timothy Sneath Computer [Il 600 MHz Preventative Maintenance
02/25/2019 EXP00000218 Computer Il 533 MHz
02/25/2019 EXPO0000217 Computer |1l 533 MHz
02/25/2019 EXPO0000216 Computer Ill 533 MHz
02/25/2019 EXP00000215 Computer lIl 533 MHz
02/25/2019 EXP00000214 Computer Il 533 MHz
02/25/2019 EXPO0000213 Computer |l 533 MHz
02/25/2019 EXPO0000212 Computer Ill 533 MHz

Showing 1 to 10 of 300 entries

Previous - 2 3 4 5 30 Next

Here the old service orders, comments, reports and materials registered on the same customer can be viewed.
When viewing the history, the old reports can be clicked on to be viewed fully. If there is something important
to remember when working on a service item, the specific service item can be searched for and the comments
as well as used materials can be seen.

6.7.10 Complete the order

To complete the creation of the order, click on Save & Close and the order can now be seen on the Planning
Board where it was planned to. If there was not chosen a job pool or employee, the job can be found in Service
orders created by users.

6.8 Message

If an employee and/or a customer needs to get some information about a job the Planning Board message
feature works as a good way to give that information. The message can be sent to a phone number, e-mail or
directly to the Service client. It can be sent to multiple of those medias at the same time.
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Create new message [l H

From

ExpandIT BAS <bas@dev-web-1.expandit.local>
To
Select
Subject
Active from €@ Active to @
03/20/2019 03/20/2019
Message

0 (SMS messages should be shorter than 140 characters)

When selecting who the recipient(s) of the message is/are there are two fields. The top field is a text field
dedicated to phone numbers and e-mail addresses and can fit multiple of those. The bottom field is a drop-
down menu consisting of the departments and employees on the Planning Board. The drop-down menu can
also fit several employees. Send the message to either a whole department, multiple employees or a single
employee and it will appear on the service client. The subject of the message will be shown both on the e-mail
and on the service client but will not appear on the SMS message. Active from and Active to is only relevant
when sending a message internally. Active from defines when the message will be shown on the Service client
while Active to determines when the message will be deleted. If no date is chosen in the Active to field the
message will be available until manually deleted. Last thing to do is writing a message and pressing Send.

6.9 Right click job

On the Planning Board a job can, be right clicked to give more options.

Select

Edit job
Message
Create copy
Add co-workers
Delete

Show Map

YOXRBELOAOV

Search

Lock

|f5 Lock time
{3 Lock to user
Status

Inactive

[+ .

[
|
|
|
|

Urgent
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6.9.1 Select

Select
x Delete
Link

@ Link the selected jobs to the same time
@ Link the selected jobs to the same user

é@ Link the selected jobs in sequence

@@ Rermove links on the selected items

While two or more jobs are selected and one of them is right clicked a new set of options becomes available.
Holding left click and marking multiple jobs will automatically Select them.

6.9.1.1 Delete

Clicking Delete will first make a confirmation alert appear that needs to be accepted before deleting the
selected jobs. Deleting a job will remove the job from the Planning Board but it can still be found when
clicking Schedule new job.

6.9.1.2 Link the selected jobs to the same time
Selecting this option will make the other selected jobs move to the starting time of the job that was right
clicked. The jobs do not have to be planned to the same user.

6.9.1.3 Link the selected jobs to the same user
Selecting this option will make the other jobs move to the same user. The jobs will move to the user whose job
was right clicked while staying at the same time and date they were before the linking.

6.9.1.4 Link the selected jobs in sequence
Selecting this option will not make the jobs move themselves however when one job is moved manually the
other will move the same distance automatically.

6.9.2 Link
Link
@Q Remove links an the selected itemns

@ Select itemns that are linked to this

When right clicking a job that is linked, two new options will appear between the Lock and Status options.

6.9.2.1 Remove links on the selected items
This option removes the link on the selected items.

6.9.2.2 Select items that are linked to this
Clicking this option will select all jobs linked to the job that is being right clicked.

6.9.3 Edit job

Clicking this option will open the same window as Create new job but since the job already is planned the first
page that opens will be the Details tab. Double clicking a job with the left mouse button will also open this
window.
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6.9.4 Create copy
Creating a copy will copy everything of the selected job and the copy will appear at the same planned time
and on the same user.

6.9.5 Add co-workers

i
Add co-workers i n

Service Order EXPO0000254:
Repatr door after vandalism -
Ravel Mabler
Parkvej 44
Myborg, DK-5800

#| Link the selected jobs to the same time

rAdministration
rDevelopment

+Omradeopmaling

»Production
Cancel Update

Select one or more co-workers from the pop-up and choose to link the job to the same time or not. When
clicking Update exact copies of the job will be created on the timeline(s) of the selected co-worker(s).

6.9.6 Delete

Deleting a job will remove the job from the Planning Board but it can still be found when clicking Schedule
new job. Multiple jobs can be deleted at the same time as explained in Delete.

6.9.7 Show Map

This option works the same way as the Show Map button on the Planning Board. The benefit of right clicking
on the job beforehand is that the job will be pre-selected when the map window opens.

6.9.8 Search

Search: [EXP00000254

Employee filter: | [4ll] r

Search type: | All v

Job type: ®sapyice Orders

Search

ﬁTl mothy Sneath | EXPOO000D254 | Ravel Mgbler Appointed | 19-03-2019 16:30:00
Repair door after vandalism 19-03-2019 18:30:00

m o Mark Hanzon EXPODOODZE4 | Ravel Mghbler Appointed | 19-03-2019 16:30:00
Repair door after vandalism 18-03-2019 18:30:00
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The Search option opens the search box already filled out so any copies of the job can be seen even if it has
been filtered away.

6.9.9 Lock time

Locking a job to the time is a smart way to deal with jobs that have deadlines. This way the job can only be
moved vertically between users and not horizontally on the timeline.

6.9.10 Lock to user

Locking the job to a user is smart if the specific user is the only one who has the tools for the job. This works
opposite of locking the time and can only be moved horizontally.

6.9.11 Status

Depending on what status the job has when being right clicked it may be able to have its status changed.
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7. Service client

expandit

;? Login >
28 Login >
@ Language

‘

System information
ExpandIT Mabile v3.05.05
Login

The first login option is to login with the username and password created when creating the account in Mobile
users. If a user is setup with an Azure/Windows account this login option cannot be used.

Login

The second login option is to login with Azure and can be used if an Azure/Windows account was setup when
creating the account in Mobile users.

Language

Change the language of the client.

expandit

Available roles

% Service N

[ Logout >
@ Language
]% Enable offline operation >

System information

‘

ExpandIT Mobile v3.05.13

The Service client is where an employee can register the time and materials they use working on jobs. The
picture above shows what it looks like after the employee has logged in.

This is also where the employee is directed when clicking the Settings button while in the main menu.

If the user is not logging in with Azure and has forgotten their password it can be changed from the BAS.



Logout
Clicking this button will redirect the employee to the login page.
Change password

The password can be changed from the client. Enter your own password once and the new password twice
(min. 4 characters).

Language

Change the language of the client.

Enable offline operation

This downloads and creates a local database for offline usage of the service client.
System information

Shows the System information when clicked.

7.1 Overview

= ExpandIT Mobile Service

PLANNING JOB - EXPO0000131

&= Start travel |1 Pause -

Job Status Started ™

Wk  Sun Mon Tue Wed Thu Fri Sat Start ar 28, 2019 11:49 am

[te]
o

Duration 2h

John Haddock Insurance Co. 1
10 High Tower Green
MO2 4RT Manchester

© ¢k

1 Miss Patricia Doyle =

john.haddock.insurance.co@cronuscorp.net

/' Repair Status Service in process ~

Work desc.

Replace chassis fan

+6 More 9:18 pm _

-11:18
pm Enter description
EXPO00OO
229-321

—~@ - O =) Y )

This is how the Service clients overview looks like after logging in. The Overview shows the calendar and job
window. The symbol in the top right corner, means that the client is updated while the symbol in the top left
corner symbol is the main menu. At the bottom of the screen the different job tabs can be seen and a dark
blue line below those tabs will show which ones are currently visible on the screen.

The rest of 8.1 will focus on the tabs at the bottom in order from left to right.
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7.1.1 Planning

PLANNING PLANNING
Order Pool Order Pool
< Mar24-30, 2019 > < March 2019 >
Thursday March 28,2019 Wk Sun Mon Tue Wed Thu Fri Sat
9 1 2
11:49 am - 1:49 pm  » EXPO0000131 - Replace chassis
fan
John Haddock Insurance Co. 10 3 4 5 6 7 8 9
10 High Tower Green
MQO2 4RT Manchester
11 10 15 16

Show full list

11 12 13 14
Month  Week Day m
List - Day

+6 More

At the top it can be chosen if the Planning tab should show the employees directly assigned jobs or the jobs
from the order pool. On the pictures above the list view is shown first and the calendar view next to it. The
status of the jobs is shown with the same colors as on the Planning Board. Clicking a job will make it
interactable in the Job tab.

7.1.2 Job

JOB - EXP00000131

&5 Start travel |l Pause -

™ Job Status Started ~

oot Mar 28, 2019 3:37 pm

@ Duration 2h 00 m
John Haddock Insurance Co. 1

9 10 High Tower Green =

MO2 4RT Manchester

Miss Patricia Doyle
_l john.haddock.insurance.co@cronuscorp.net D
(0161) 123 4567

/' Repair Status Initial Repair Status =
Linked
<§) Peter Saddow >
Work desc.

Replace chassis fan




Enter description

MESSAGE TO INVOICE

‘

Enter description

‘

PORTAL MESSAGES

Enter description

7.1.2.1 Start travel
Clicking on this will change the color of the job on both the Planning Board as well as the Planning tab so the
users planning jobs can see the employee is on the way to the job.

7.1.2.2 Pause/Start

JOB - EXPO0000054

&% Start travel .

™ Job Status Appointed

Before the job has been started it will only show Start travel and Start at the top. Clicking on Start will make
the Pause button appear. Clicking on either of the buttons will change the Job Status and the color of the job.

7.1.2.3 Finish/Start

The Finish button will also only appear after the job is started. Clicking on Finish should only be done when
either the job is done, or it is the end of the day and both time and materials are registered. The process of
finishing a job is described in Finish job.

7.1.2.4 Job Status
status: inactive | [NDABPOUEGNNN | Accepfed || Travel || Starfed ||  Onhold | incompiete | INNGompiErEc DN

Started job

Job Status

Started v

Travel

On hold

Incomplete

Completed

Cancel OK

When on a started job and clicking on Job Status the picture above shows the options to chose from.

Started means the job is started.
Travel means the employee is on the way to the job.
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On hold means the employee is taking a pause from the job.
Incomplete means the employee has finished the job but did not complete all tasks.
Completed means the job is done.

Appointed job

Job Status | Job Status

1| Accepted

Inactive H
{ | Travel ]

Accepted
|| Started |

Travel
Rejected

Started |
| Urgent

When on a job which status is appointed and clicking Job Status the two pictures above show the options.

Appointed means the job has been planned to an employee.

Inactive means the job right now is planned but it cannot be seen on the service client.
Accepted means the employee has accepted the planned job.

Rejected means the employee has rejected the planned job.

Urgent means the job has priority over other planned jobs.

7.1.2.5 Start
Here the employees can reschedule the job themselves. Not to be confused with the button that starts the job.

7.1.2.6 Duration

This is the expected duration of the job. If an employee arrives at the costumer and can see the expected
duration the planners have set is either too long or short, it can be changed here by the employee. This will
also change the length of the job on the Planning Board.

7.1.2.7 Location
The work address can be seen here. Clicking on the car will give a route from the employee to the work
address

7.1.2.8 Customer

Here the customer can be seen. Clicking on the letter will open the mailing program so a mail can be sent to
the customer. Clicking the phone will call the number of the customer. All this information comes from the
Customer tab when planning the job.
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7.1.2.9 Repair Status

| Repair Status

| Service is finished
{ Partly Serviced

| Service in process
Referred

Initial Repair Status v |
& Spare Part ordered

Partly Serviced
Spare part received

i Referred
Waiting for Customer

Cancel OK {L Cancel

J Repair Status

OK

Repair Status can either be changed on the job or on the task. The Repair Status of the job will not be seen on

the Planning Board.

7.1.2.10 Linked

If the job is linked to a co-worker this will be visible. Clicking on it will give the option to both call and write to

the co-worker.

7.1.2.11 Work desc.
Here the work description can be viewed.

7.1.2.12 Messages

These messages work the same way as already described in Comments.

7.1.3 Tasks

TASKS =
Task

Description Computer - Basic Package
Status Service in process ™
Service [tem

Service [tem 2000-5-2
Item No. 8904-wW
Serial No

Location Location of Service Item

@ Delete task ) History B Select another

The Tasks tab shows the tasks planned on the job. If there is only one task it looks like the picture to the left

TASKS

Item: Computer - Basic Package
% Serialno.:
Location:

Item: Computer - Highline Package

|:| Serial no.:

Location:

K Edit Initial Re...

o

with more info while it looks like the picture to the right if multiple tasks are planned.
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7.1.3.1 History

Service history Cancel

Filter, Computer - Basic Package , John Haddock Insuranc... Clear filters

22 MAR, 2019

EXP00000131 - Computer - Basic Package
HARDWARE - TS

24 JAN, 2019

EXP00000131 - Computer - Basic Package
HARDWARE - TS

23 JAN, 2019

EXP00000131 - Computer - Basic Package
HARDWARE - TS

23 FEB, 2018

MH-9KG7PI9H6D92519E6 - Computer - Basic Package
- MH

Clicking on History will show the service history. A filter can be set to find a specific task.
If a task was active while History is being clicked it will automatically add that task to the filter.
Orders, tasks, comments, reports and material registrations can be viewed from here.

7.1.3.2 Add

Cancel Task

Task

Description

Status Initial Repair Status ~
Service ltem

Service ltem

ltem No.

Serial No

Location Location of Service Item

Clicking on the + on the blue bar next to History will add another task. Press Select to choose a service item.
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7.1.3.3 Task

8
Task tem: Computer - Basic Package

[  seriotnoss2rs2 7 eir
Description Computer - Basic Package Location: 2nd Floor
Status Service is finished tem: Computer - Highline Package

t Serial no.: # EDIT m
Service Item Location:
Service Item 2000-5-2
Item No. 5904-W
Serial No
Location Location of Service ltem

W Delete task (2 History & Sclect another

e h:d — — €D o =8 = =3 oo

~
L1 L — A

To the left the Detailed view can be seen while the simple view is to the right.
Detailed view

When looking at the Detailed view the Service Item No. and the Iltem No. can both be seen. Those two fields
cannot be edited since the data come from Dynamics, but the Description, Status, Serial No. and Location can
all be changed from the Service client. Below location three additional buttons are visible.

Delete task will remove the task.

The History button at the bottom will show the same as the History button at the top.

Select another will not add a task to the job but instead select a task to replace the current one.

On the navigation bar at the bottom of the screen the information bubble will change color from blue to
green and show 1/7 if the Repair Status is set to Service is finished.

Simple view

The Simple view will show the Location, Serial No. and Description. It cannot be edited by clicking on the text in
any of those fields. Clicking on a task will instead make it active so all the time and materials registered will be
linked to that task. An active task will have a light blue background and the checkbox will show a walking man
like it is shown on the picture. An inactive task will have no background color and an empty checkbox.

To edit the Description, Serial No. and Location click the Edit button instead. This will make a little window
appear that looks like the detailed view and works the same way. The Repair Status is changed by clicking on
the button next to the Edit button. A complete task will show a checkmark in the checkbox, have its Repair
Status button turn green and on the navigation bar it will show 7/x.
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7.1.4 Time
e

‘COMPUTER - BASIC PACKAGE

Time spent 1.25HOUR
Time spent (finalized) 3047HOUR >
Q Search

MILES (MILES) 0

Normal hours (HOUR) 00:00
Overtime 100% (HOUR) 00:00
Overtime 50% (HOUR) 00:00
Part time (HOUR) 00:00
Regular hours (HOUR) 00:00
Travel (KM) 0

Here the work types from Configuration can be seen. Choose one or more work types and enter the time
and/or distance. The values entered can be viewed at the top in the Time spent field. Clicking on Time spent
will expand the field and make it possible to delete anything entered. Time spent (finalized) shows all the
already approved values entered on the same job or project. In the top right corner, the currently active task
will be shown so the employee is aware of what task they are applying time to. In the top left corner, the
employee can choose to add time to a different resource by clicking on their own name.

7.1.5 Materials

VSRS @8 CAR100 AB 12 125 = Grinder Tvpe AV9

Materials used 0 >
Q  se =

Smart item !

1027 @) PlSCE @

1026 @) S?K @

1023 e PlSCE @

1022 O plg(:E @)

1040 O S?K @

1000 a0 @D

Aircon ~ plECE
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The Materials tab works almost the same way as Time. The materials are tied to the currently active task which
can be viewed in the top right corner. The button in the top left corner gives the opportunity to change the
inventory the material is taken from. Materials used shows the number of different materials used while
Materials used (finalized) shows the already used materials on earlier service orders. To the right of the search
field a button can be clicked. The button will open a pop-up where one or more product lists can be selected.
The product lists are created in Configuration.

Material - CANCEL

Description *

D 02

Quantity 1 PIECE
Unit price 0
Cost price 0
Shipment date Apr 17, 2020
Task Grinder Type AVS33 ~
Inventory location Car 100 AB 12125

Comment

If for any reason the technician needs to register usage of materials, which are not part of the “standard”
materials, the technician can create a smart item with all relevant details.

7.1.6 Reports

Reports Grinder Type AVS33

Ongoing 1 Vv

Control of quality

Apr17,2020 = B
Grinder Type AV933 pr ~» L

Create new 0 v
Q

Control of quality x' +

SSO - Check List BE £+

The reports created in Report definitions will be visible and interactable here. After filling out a report it will
move to Ongoing. A report will be attached to the currently active task when filling out the report. As seen on
the picture the task the report is attached to is visible under the report name. More than one report can be
completed on a job and even a task. Mandatory reports will be marked with "*".
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7.1.7 Attachments

ATTACHMENTS COMPUTER - BASIC PACKAGE

B Add file

Expandit_logo_neg_RGB_M.png i

expand
Mar 28, 2019

Uploaded by the office

Attachments can be uploaded from the Service client for the office to see or can be uploaded by the office
when creating the job. An attachment is just like a report tied to the job rather than a task.

7.1.8 Finish job
Finalize CANCEL

Come back later?

E Tasks P
() Time 325HOUR
& Materials 2 >
[#  Reports 2 )
[I]J Attachments 1D

Clicking Finish on the Job tab will make this pop up. Everything registered on the job can be viewed here.
Clicking Finalize will send the lines to approval and show the job as Completed on the Planning Board. Nothing
will be able to be changed on the job from the client hereafter.

The service order can only be finalized once the mandatory reports have been filled out.
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7.1.8.1 Come back later

Finalize CANCEL

Come back later? ®
| Mar 30, 2019 8:00 am
&) oustion 2h~ 00m~
® pLn e fe Ti -
- imothy Sneath

& FINALIZE

E Tasks 2 >

() Time 325HOUR D

& Materials 2 >

3/ Reports 2>

[I]J Attachments 1>

If the job is not done at the end of a day or a more important job gets in the way the Come back later option
should be used. This lets the job be planned for another time while still sending the lines to approval. On the
Planning Board the status will show as incomplete and the new scheduled job can be seen on the Planning
Board.

7.2 Clock in/out (Need text)

Clocked in:
P CLOCK IN M cLock out 12:03 pm
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7.3 Week Sheet

=  Week sheet

Total: 5 HOUR
Pending Approval: 3 HOUR
Hours by work type

Work type Quantity Unit of Measure
Normal hours 3 HOUR

Overtime 50% 2 HOUR

Order Address ‘Work type Quantity UoM
EXP0O0000089 192 Market Square Birmingham MNermal hours 2 HOUR
EXP00000256 Porschestrae 911 Hamburg 36 MNormal hours 1 HOUR
EXP00000256 PorschestraBe 911 Hamburg 36 Overtime 50% 2 HOUR

Details

Monday Mar 18, 2019

Tuesday Mar 19, 2019

Wednesday Mar 20, 2019

Thursday Mar 21, 2019 [ 5 hour |
Order ID Address Work type Quantity Approved
EXP0O0000089 192 Market Square Birmingham Normal hours 1HOUR B ]
EXP0O0000256 PorschestraBe 911 Hamburg 36 Normal hours 1 HOUR
EXPQO0000256 PorschestraBe 911 Hamburg 36 Overtime 50% 2 HOUR
EXP0O0000089 192 Market Square Birmingham Normal hours 1HOUR B ]

Friday Mar 22, 2019

Week sheet gives an overview of a week selected at the top of the screen. From here the total amount of hours
worked that week can be seen alongside the number of hours that has been approved. The sheet shows hours
by work type and by job. Each weekday can be clicked individually under Details to see what jobs have been
worked on, what work types have been used, the working address, the time spent and if the time has been
approved.

7.4 Create new job

Create new job

Please select...

i} SERVICE ITEM/SERIAL NO.

- CUSTOMER

An employee can create a job themselves by either choosing to create it based on a Service Item or a
Customer.



7.4.1 Service ltem/Serial No.

Service ltem

Summary BACK CANCEL

Customer ( 10000 )

0

- ]
4

17" M780 Monitor

17" M780 Monitor

17" M780 Monitor

17" M780 Monitor

Service Order

Order information

BACK CANCEL NEXT

Employee created job

Planning information

Mr. Andy Teal
ham@expandit.com

The Cannon Group PLC 1
192 Market Square
B27 4KT Birmingham

Order information

Work desc.

Planning information

Mar 29, 2019 12:27 pm
2h~ 00m~

Timothy Sneath ~

Employee created job

Mar 29, 2019 12:27 pm

Task

Planning information

Description

Service ltem

Mar 29, 2019 12:27 pm

17" M780 Menitor

27

BACK CANCEL NEXT

17" M780 Monitor

Initial Repair Status ™

54



The process of creating a job on a Service Item is:
Choose service item > Create task 2 Finish service order 2 Press DONE in the Summary

7.4.2 Customer

Customer List CANCEL | Select an address BACK CANCEL
Q Q
Kontorcentralen A/S Customer no.: 10000
Carl Blochs Gade 7 Anders Madsen Create new
5800 Nyborg anders.madsen@contoso.com

**default address**

Ravel Mabler Customer no.: 20000
Parkvej 44 Sven Mortensen
4300 Atlanta sven.mortensen@contoso.com

Lauritzen Kontormebler A/S
Jomfru Ane Gade 56

4600 Koge nanett.marcher@contoso.com
Litware, Inc. Customer no.: 40000
10 Tower Green Klaus Sejr
Hilliard, US-FL 37125 klaus.sejr@contosa.com
Relecloud Customer no.: 50000
Occam Court, 1 Jesper Nielsen
GB-GU2 7YQ Guildford jesper.nielsen@contoso.com
Service ltem ez ltediad
SERVICE ITEM
Q

Computer - Basic Package
Computer - Highline Package

Computer - Highline Package

Creating a job based on a customer has a different process at the start. The step after selecting the Service
Item is the creating the task and then the rest of the flow looks like Service Item/Serial No. above.




7.5 Order search

= Search job list

p ‘

TOWERT?
Tower phase 7

TOWERS
Tower phase 8

TOWERS
Tower phase 9

BRIDGEP1
Bridge phase 1

= Search job list

D ‘

EXPO0000040
2, Computer 11l 600 MHz

EXPOD000041
33, Computer - TURBO Package

EXPO0000042
35, Server - Enterprise Package

Clicking on a project will open it in the Overview. Here time and materials can be added to the project and can
act as a shortcut instead of needing the project to be planned on the Planning Board.

Clicking on a Service Order will also open it in the overview where messages, finalized time and materials can
be viewed but nothing new can be added.

7.6 History
Filter CLEARFILTERS WV
Customer 7
Location ?
Service Iltem ?
Item No. ?

EXP00000131 - Computer - Basic Package
HARDWARE - TS

In History old orders, tasks, comments, reports and material registrations can be viewed.
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7.7 Messages

M o

= Messages

Reminder Mar 29, 2019
Christoffer Tofteng: Reminder to remind you to remember to clock out 11:59 am

Messages from the office can be viewed by either going to the main menu and choosing Messages or by
clicking on the letter in the top right corner. The letter will only appear if there is a new message, so to view
old messages the employee must go through the main menu.

7.8 Settings

Clicking this will redirect the employee to the start page.

7.9 Language
Language
MRz (i F) (R A FRHF0E)
Dansk

Deutsch

Espariol

The Language can be changed from the main menu and not only from the start page.
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8. Approval

expa Ndit  Administrations  Adminisuators=

essentialsbas - ExpandlT  Chaistoffer Tofteng » £ &
E] & planning Board e
u & Approval
¥ Filter A
3+ ExpandIT Service Search ©  Department Respansible Show
Need approval
] + serings

Order(s) in process
Approved orders
® A

Clear fiers | Apply

Show 10 v |entries

Search:

Project | Ordar Description Responsible Customer Department Status Recaived Sent to ERP

Approved data Approvad by
No dsts available in table

Showing 0 to 0 of 0 entries Previous  Next

The Approval module is used to approve time and finished orders so invoices can be sent to the customer. It
can be found either as marked by the black box on the picture or through ExpandIT Service = Approval

8.1 Orders

Hours Orders

Y Filter

Search ©  Department Responsible Show

‘ ‘ ® Need approval

© Order(s) in pracess
O Approved orders
O an

Service order information

Show [ 10 + | entries Search:
Project |1 Order Description Responsible Customer Department Status Received Sent to ERP

Approved date Approved by
Ne data available in table

Showing 0 to 0 of 0 entries Previous Next

From the Orders tab it is possible to select filters before searching for the order that needs approval. When the

search is done the results will appear in the blue box below. If a search returns with a lot of orders the box has
its own sorting options and search function.
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8.1.1 Order overview

Order overview

Files (0) Mr = Service work sheets (2) @ | Reports (0) @  Purchase from a supplier (0) W Approve everything
sl =
Order no. EXP000000SY No messages found Two monitors replaced in the main hall
Status Completed
Customer The Cannon Greup PLC (10000)

Responsible Jargen Alholm
Work desc. Test

Save

Consumption T
P’ Summary [VRETTEY Y

Show| 10 v entries Search:

Type |: Description Lines Quantity . UOM Work type Total cost Total
F 5 Resaurces (1] 1.00  HOUR NORHOUR - Normal hours 0.00 0.00
> Materials 2] 0.00 69.00

Showing 1 to 2 of 2 entries Previous - Next

Close

After clicking on an order, the Order overview appears. Here everything registered on the job can be viewed.
At the top it can be seen how many files, service work sheets and reports there are on the order. Clicking on
each of the tabs will show when and who the files, sheets and reports are from. Clicking on Reports and
selecting one will open the report in a new window.

8.1.1.1 Information, message to office and invoice text

The top half of the Order overview consists of three smaller boxes. The Information box which shows what
order it is, the Message to office box which show all messages sent internally throughout the duration of the
job, and the Invoice text box which is editable.

The Order overview is the last chance to edit the Invoice text.

8.1.1.2 Consumption
Summary

The Summary of the consumption only shows how many lines there are of each type. If more than one work
type was used on the job it will show them as separate types.

The button on the blue bar to the right is the filter button. By clicking on it the option to see already approved
lines appear as well as the option to sort by only resources or materials.

Approved Line type
O Al Al
® Need approval © Products
) Approved © Resources

Apply Close

By comparing the following picture with the first Order overview picture it can be seen more lines are added.



Consumption Y
P Summary Detailed )

Show 10 v entries Search:

Type |: Description Lines Quantity = UOM Work type Total cost Total
i Resources [ J¥ 325 HOUR NORHOUR - Normal hours 0.00 0.00
1 Resources o 0.50 HOUR OWVERTS0 - Overtime 50% 0.00 0.00
d Materials [5) 0.00 135.84

Showing 1 to 3 of 3 entries Previous Next

The red 7T means a line has been deleted.

.
Detailed
Consumption Y
B Summary Detailed ¥y +
Show 10 = entries Search:
Type |: No. Date Quantity Service Item Inv. location/Work type Description Cost price Approve
& sz 0372112019 1 res | 23217 M7s0Menit.. ¥ | | Blue Warehouse + | 17° M780 Monitor 0
£ e 03/21/2019 1 ocs | 2517 M7e0 Monit., ¥ | | Biue Warehouse = |17 M780 Monitor 0 [ |
) y . . Normal hours =
F R 03/21/2018 1 HouR |z5- 7 Mrsomonit. v | | NORHOUR-Nommat., v | JETRISE om0
Showing 1to 3 of 3 entries Previous Next
Nomal hours: 1.00 Total: 1.00 HOUR

The approving in the Detailed tab works the same way as with Hours so each line can be edited, deleted or
approved. The key difference between the Hours tab and the Order overview is that materials are present here.
Right now, there is only one time-line from TS. That is because the other line was approved in the Hours tab
and the filter is right now set to only show unapproved lines. To the right of the filter button a + has appeared.
Clicking on this button gives the option to add another line to the order that being both resource and
material.

Product / Resource

I -

Choose a resource/product

Quantity

1

Service Item

Add line Close

Choose service item
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Consumption A s
L5 Summary Detailed Y +

Show| 10 v entries Search:

Type 1: No. Date Quantity Service Item Inv. location/Work type Description Cost price Approve
A simos 1110 200 12 Monkeys 000 v
& eoom 12/11/2018 100PCS 128 MB PCA00 ECC 000 v
P 12/11/2018 200PCS 102 GB ATA-66 IDE 000 v
£ e 03/21/2019 1 Bs || 23170 M780 Manit.. ¥ | | Biue Warchouse = | 17" M780 Monitor o @] [
& s 03/21/2019 1 ncs | 25- 17" M780 Moni.. ~ | | Blue wisrehouse = | 17" M780 Monitor 0 [a ] [

Normal hours
p R
F IS 12/11/2018 025 HOUR NORHOUR - Normsl hours Tom \rarket Square Sirmingram - %0 v
) Overtime 50%
f: VI - =L
A MARK 12/11/2018 0,50 HOUR OVERTSQ - Overtime 50 192 Morket Sqre Birmingham - %0 v
) Normal hours
A ARk 12/11/2018 100 HOUR NORHOUR - Normal hours Tom Vrerket Square Birmingrem - %0 v
A 03/21/2019 100 HOUR 19678100022016 - 25 - 17" M780 Monitor  NORHOUR - Normal hours :‘g"z"aa‘ pou - 000
arket Square Birmingham -
) : . . Normal hours
L = 03/21/2019 1 HOUR 25 - 17° M780 Monit NORHOUR - Normsl... 108 Morket Sauore Sirminghom -~ © (& ] [
Showing 1 to 10 of 11 entries Previous - 2 Next
Normal hours: 3.25 | O Total: 3.75 HOUR

With the filter turned on to showing all lines the approved lines appear as well as the one deleted line. The
picture also shows the approved time-lines from when the job has been worked on earlier. Mark has worked
on the job 12/11/2018 while the deleted line was registered on 03/21/2019. The approved time-line from TS
cannot be seen on this picture since it is on page two so be cautious when approving a job with a lot of lines
since they can be on another page. At the top each page can be set to show more lines.

A justification is required when adjustments are made to the data prior to the approval.
Check the boxes that need approval and press save to send them to Dynamics.
Approve everything

When the job is done, and every line is registered on the job, the green Approve everything button can be
pressed. This will make an alert appear and when clicked the job will be sent to the Dynamics next time [nject
is used and can no longer be edited. Remember to write an Invoice text if the field is empty.

61



8.2 Hours

Hours Orders

Y Fitter Create new v || Edit ~

Date Employee Responsible

03/21/2019 - 03/21/2019 | | ‘
Work type Order/Project no. Show

| ‘ Approved ‘_‘ Deleted ‘_‘

=+ Add resource line £ Fold all infout

© TS - Timothy Sneath m -

Project / Order Date Quantity Service Item Work type Description Cost price Total Approve

03/21/2019 - Thursday - 12 - Total: 5.00 HOUR

BRIDGEPS - EXPOO0000SS - Change monitors | 03/21/2019 1 Hour | 25-17°M780 Monit.. ¥ | | NORHOUR - Normal.. ~ | fgnic::‘;wa Simingham - | 0 000 [e[w]&] [
Normal

BRIDGEPS - EXPO00000E2 - Change monitors. 03/21/2019 1 HouR | 23- 17" M780 Monit.. ¥ ‘ ‘ NORHOUR - Normal... ¥ | ng‘lrk:‘“;;um imingham - 0 6.00 ﬂﬂﬂ [}

EXPO0000256 - Testing linked jobs 03/21/2019 2 sor | < | [ oveRrso- overtime . < | im0 Homburg3s- | © 000 [o[w]a] s |

EXPO000D256 - Testing linked jobs 03/21/2019 1 HOUR | +| | NORHOUR - Normal... ¥ | E:’;T:;;f:é: T 0 000 ﬂﬂ E ¢ |

Normal hours: 3.00 | Overtime 50%: 200 Total: 5.00 HOUR|

A\ 9 have no registrations

Save

‘

Hours registered on a job can be approved before the job is completely done like described in Come back
later. This feature can be useful in case the job being worked on spans over multiple days including payday
and the employee(s) working on the job still wants their salary.

To find any time to approve a search needs to be done first. Choose whether to set a filter or just search for
anything unapproved by clicking Apply. The date is automatically set to today unless changed. Just like on the
Planning Board a filter can be saved for later use and shared to other users by clicking on Edit at the top to the
right.

The blue bar must be expanded manually for it to look like the picture above. Here all the time registrations
can be seen and edited. When editing a time registration, a Justification is required like it can be seen on the
picture below. The Justification can be seen by the employee on the Service client afterwards.

BRIDGEP3 - EXPO000008S - Change monitors 03/21/2019 EI ¥ | Hour

| Justification:

ooo $

The first of the 4 symbols on the image above gives information about the job it is attached to. Clicking it will
open the Order overview.

The picture with the two papers will make an exact copy of the line.

The trash can will delete the line. Clicking on it will ask for a justification before the action is performed. When
aline is deleted a message will be sent to the user through the Service client.

The last symbol will only show if the job is linked to other jobs. It cannot be clicked but hovering the mouse
over the picture a box will appear telling which employee(s) the job is linked with.



Check each box individually if not all lines of a user should be approved at the same time. If all lines should be

approved an easier way is to check the box in the blue bar, this will check all the boxes under the user. Press

Save at the bottom of the screen to approve the lines.

9. Settings

:‘;I & Planning Board

£ Hide

@ & Approval

@ v ExpandIT Service

!.# » Shortcuts
g ~ Settings

9.1 Logout

Clicking on Logout will log out the user.

9.2 Your account

Your account

» The Password has to be typed in to update any data

* You can change your cumrent [User name]

® You can change your cument [Login]

* (Change your current Password by filling [New password] and [Confirm Mew Password]

Confirm New Password l:l

Administrator Management

Application Configuration

User name ‘Essentials test account |

Login ‘essentials |

Password |

Windows account ‘ |

Language | English (EN) -

Newpassword

Administration

Modules
Planning Board
System settings

YRR R R AR

User Maintenance

Update

The Password has to be typed in to update any data

63



e You can change your current [User name]
e You can change your current [Login]
e Change your current Password by filling [New password] and [Confirm New Password]

The language can also be changed from here. The amount of languages to choose from is set in Languages.

9.3 Configuration
Application Configuration

# Mobile Service

R Attachments
¢ Comments
& General

9 Geolocation
& Materials
& Planning
e Projects

[ Reports

= Tasks

® Time

& Service Manager

Application Configuration

& Mobile Service

& Service Manager

v Approval

From Configuration the settings of different parts of the solution can be set.
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9.3.1 Attachments
@ Attachments v
Show attachments m Hide
Show attachments throughout the solution
Images only

Restrict the file types to accept from users to be images only. This setting will prevent users from uploading other
types of documents.

H
=
o

Maximum file size - other types (kB)

p 2048
Specify the maximum file sizeA (in kilobytes) allowed for attachments other than images.
Maximum file size - images (kB) 100
Specify the maximum file size (in kilobytes) allowed for images.
Maximum height for images (pixels) 1024
Specify the maximum height (in pixels) allowed for image. Typical values 768,1024.
Maximum width for images (pixels) 1280
Specify the maximum width (in pixels) allowed for image. Typical values 1024,7280. -
9.3.1.1 Show attachments
Show attachments throughout the solution.
9.3.2 Comments
» O Comments
Additional messages Show D
Additional comments are comments from the ERP system, that are not mapped to the other comment types
Internal Messages m Hide
Internal comments are shared between the mobile users and dispatchers
Message to Invoice m Hide
Invoice comments are intended to be saved through to the ERP system and presented on the final invoice. This
functionality may require additional development in the ERP system
Portal messages m Hide
Portal comments are shared with customers on the ExpandIT Service Portal

This panel determines what messages can be sent and seen on the job for the user. In Comments, the three
boxes Internal Messages, Message to Invoice and Portal messages which here are set to Show, can be seen in
Comments as white and text can be entered into them while the last box Additional messages is greyed out.

9.3.2.1 Additional messages
Additional comments are comments from the ERP system, that are not mapped to the other comment types.

9.3.2.2 Internal Messages
Internal comments are shared between the mobile users and dispatchers.

9.3.2.3 Message to Invoice
Invoice comments are intended to be saved through to the ERP system and presented on the final invoice.
This functionality may require additional development in the ERP system.

9.3.2.4 Portal messages
Portal comments are shared with customers on the ExpandIT Service Portal.
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9.3.3 General

£ General

Enable service items
If enabled, use service items throughout the solution

Enable create new work order
If enabled. new work orders can be created

Message check interval
Specify the duration in seconds to check for new internal messages, or use 0 to disable

Clock infout
Allows the maobile user to specify if they are working or not

Clock in mandatory
Require the user to clock in before being able to record data

Background synchronization
If enabled, the offline database will be updated automatically and in the background

Background synchronization interval 15
The interval (in minutes) to perform the background synchronization

Use barcode scanners that emulate keyboard
Enable this setting. if you wish fo use barcode scanners that transfer barcedes to applications as normal keystrokes.
External scanners typically do this.

The General box contains options related to the Service client. From here the Clock in/out is enabled or
disabled and can even be made mandatory, allow the user to not specify a work type or make it mandatory to

choose a project when creating a new service order.

9.3.3.1 Enable service items
Specify whether service items should be usable throughout the solution

9.3.3.2 Enable create new work order
Enable for ability to create new work orders from the client

9.3.3.3 Message check interval

Specify the duration in seconds to check for new internal messages or use 0 to disable.

9.3.3.4 Clock in/out
Allows the mobile user to specify if they are working or not.

9.3.3.5 Clock in mandatory
Require the user to clock in before being able to record data.

9.3.3.6 Background synchronization
Specifies the ability to update the offline database in the background.

9.3.3.7 Background synchronization interval
Set the background synchronization interval in minutes

9.3.3.8 Use barcode scanners that emulate keyboard
Enable for ability to use a barcode scanner to enter barcodes as normal keystrokes.
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9.3.4 Geolocation

@ Geolocation v

Enable Geolocation Tracking
Enables geolocation tracking in the mobile device (from the browser)

Only track location when clocked in
Control if location tracking is performed always or only when clocked in

Geolocation Tracking interval when moving (s)

50
Sets the interval in seconds that the mobile device will send the gps position to the server when the user is in
"moving" status
Geolocation Tracking interval when not moving (s) a00

Sets the interval in seconds that the mobile device will send the gps position te the server when the user is in "not
moving" status

The Geolocation box is where options about the location tracking on the mobile client.

9.3.4.1 Enable Geolocation Tracking
Enables geolocation tracking in the mobile device (from the browser)

9.3.4.2 Only track location when clocked in
Control if location tracking is performed always or only when clocked in

9.3.4.3 Geolocation Tracking interval when moving (s)
Sets the interval in seconds that the mobile device will send the gps position to the server when the user
is in "moving" status

9.3.4.4 Geolocation Tracking interval when not moving (s)
Sets the interval in seconds that the mobile device will send the gps position to the server when the user
is in "not moving" status

9.3.5 Materials

B Materials -

Show materials m Hida
Show materials throughout the solution

Task mandatory
Require an active task to record materials

Inventory location mandatory

Require an inventory selection fo record materials
Smart Item No
If enabled, the user will be able to add a smart item under materials

Smart item product

1000
Define which product should be used as smart item

This panel is about materials and whether some options about materials should be mandatory e.g. a user
cannot finish a job before adding materials.

9.3.5.1 Show materials
Show materials throughout the solution.

9.3.5.2 Task mandatory
Require an active task to record materials.
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9.3.5.3 Inventory location mandatory
Require an inventory selection to record materials.

9.3.54 Smart Item

If enabled, the user will be able to add a smart item under materials.

9.3.5.5 Smart item product
Define which product should be used as a smart item.

9.3.6 Planning

£8 Planning

Show Job Pool
Show the Job Pool in the Planning column

Allow rescheduling of jobs
If enabled, the user can reschedule jobs

9.3.6.1 Show Job Pool
Show or hide the job pool in the planning column

9.3.6.2 Allow rescheduling of jobs
Define whether technicians can reschedule jobs.

9.3.7 Projects

afa Projects

Allow search for all projects
Find all projects (yes) or internal projects only (no)

Require project selection
When creating new orders, (s a project required during the creation process

9.3.7.1 Allow search for all projects
Define access for all projects

9.3.7.2 Require project selection
Define whether a project is required for new orders.

9.3.8 Reports

[ Reports

Show reports
Show reports throughout the solution

Add customer's e-mail to reports
If enabled. automatically copy the customer's email address to the recipient list of the report

9.3.8.1 Show reports
Show reports throughout the solution.

9.3.8.2 Show reports

A4
Yes Qs
Yes Qs
v
o
o
v

o
-

Define whether the e-mail address should be populated automatically for the recipients list of the report.
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9.3.9 Tasks

= Tasks -
Show tasks m Hide
Show tasks throughout the solution
Additional messages for tasks S m
Additional comments are comments from the ERP system, that are not mapped to the other comment types
Internal messages for tasks m Hide
Internal comments are shared between the mobile users and the office
Message to invoice for tasks m Hide
Inveice comments are intended to be saved through to the ERP system and presented on the final invoice. This
functionality may require additional development in the ERP system
Portal messages for tasks S m
Portal comments are shared with customers on the ExpandiT Service Portal
Enable create new task No
If enabled, new tasks can be created
Link activities to tasks No
If enabled, an activity can be linked to a task during creation. The information about the activity will be displayed on
the task
Link service items to tasks No
If enabled. a service item can be linked to a task during editing and creation. The information about the service item
will be displayed on the task
Link products to tasks No
If enabled, a product can be linked to a task during editing and creation. The information about the product will be
displayed on the task
Allow manual text entry on tasks No
If enabled, tasks can be created with no other information than a text field

9.3.9.1 Show tasks
Show tasks throughout the solution.

9.3.9.2 Additional messages for tasks
Show additional comments from the ERP system, which aren't mapped to other comment types.

9.3.9.3 Internal messages for tasks
Enable messages between the mobile user and the office

9.3.9.4 Message to invoice for tasks
Invoice comments to be saved to the ERP.
(Additional development in the ERP-system is required.)

9.3.9.5 Portal message for tasks
Portal messages are shared with customers and the ExpandIT Service Portal

9.3.9.6 Enable create new task
New tasks can be created if enabled
9.3.9.7 Link activities to tasks

If enabled, an activity can be linked to a task during creation. The information about the activity will be
displayed on the task.

9.3.9.8 Link service items to tasks
If enabled, a service item can be linked to a task during editing and creation. The information about the
service item will be displayed on the task.
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9.3.9.9 Link products to tasks

If enabled, a product can be linked to a task during editing and creation. The information about the product

will be displayed on the task.

9.3.9.10 Allow manual text entry on tasks
If enabled, tasks can be created with no other information than a text field.

9.3.10 Time
® Time

Show time
Show time throughout the solution

Task mandatory
Require an active task to record time

A

Time resolution
The time resolution in minutes to use when recording time. A value of 15 allows minutes 0. 15, 30 and 45

Allow blank work type
When enabled, the users can enter time without specifying a work fype

Yes

Enable record time for machines Yes
If enabled, the user can enter time for machines
Enable record time for other persons

Yes
If enabled, the user can enter time for other persons

9.3.10.1 Show time
Show time throughout the solution.

9.3.10.2 Task mandatory
Require an active task to record time.

9.3.10.3 Time resolution
The time resolution in minutes to use when recording time. A value of 15 allows minutes 0,15,30 and 45.

9.3.10.4 Allow blank work type
When enabled. The users can enter time without specifying a work type.

9.3.10.5 Enable time for machines
If enabled, the user can enter time for machines

9.3.10.6 Enable record time for other persons
If enabled, the user can enter time for other persons

Hide

No

Mo

MNo

MNo
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9.3.11 Approval

« Approval v
Approve service orders automatically Yos m
If turned off, service orders will have to be approved manually before they can be invoiced

Approve service order products automatically

Yes LI
If turned off. service order products will have fo be approved manually before they can be invoiced
Approve service order resources automatically Yes m
If turned off, service order resources will have to be approved manually before they can be invoiced
Approve service order costs automatically Yes e

If turned off, service order costs will have to be approved manually before they can be invoiced

Approve service order comment lines automatically
if turned off. service order comment lines will have to be approved manually before they may be sent to the ERP
system

ﬂ

{1} No

"

Approve service order a
If turned off. service order attachments will have to be approved manually befare they may be sent to the ERP system

ents au ically

H

‘es No

Approve service order reports automatically
If turned off, service order reports will have to be approved manually before they may be sent to the ERP system

Yes QAL

Approve service order signatures automatically Yes e
If turned off. service order signatures will have to be approved manually before they may be sent to the ERP system

The options in the Approval box will determine how much of the service order will have to be approved
manually.

9.3.9.1 Approve service orders automatically
If turned off, service orders will have to be approved manually before they can be invoiced.

9.3.9.2 Approve service order products automatically
If turned off, service order products will have to be approved manually before they can be invoiced.

9.3.9.3 Approve service order resources automatically
If turned off, service order resources will have to be approved manually before they can be invoiced.

9.3.9.4 Approve service order costs automatically
If turned off, service order costs will have to be approved manually before they can be invoiced.

9.3.9.5 Approve service order comment lines automatically
If turned off, service order comment lines will have to be approved manually before they may be sent to
the ERP system.

9.3.9.6 Approve service order attachments automatically
If turned off, service order attachments will have to be approved manually before they may be sent to
the ERP system.

9.3.9.7 Approve service order reports automatically
If turned off, service order reports will have to be approved manually before they may be sent to the ERP
system.

9.3.9.8 Approve service order signatures automatically
If turned off, service order signatures will have to be approved manually before they may be sent to the
ERP system
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