Web Work User’s Manual

Projects Module

The Projects module is where Projects are created and maintained. A project consists of a set of phases and
a phase consists of a set of work orders. This Chapter describes how to use the Web Work, Projects

module.

Table of Contents

19.1 OVERVIEW OF THE PROJECTS MODULE ...coooiii ittt sttt bata e 2
19.2 CREATING NEW PROJECTSRECORDS ...ttt ettt e et e e tae e s s e s esste e e senaeeessnbeeessbaeessnnnns 3
19.2.1  ADDING NEW PROJECT RECORDS........utiiiiiieieiiteieeeittee e eeteee s sbeeesessaesssasaeeesssbeeesasseesssasseeesssbenesasseesssassnesssnseness 3
19.2.2  ADDING PHASE TOPROJIECT ..eoeiiteie ettt eettte e et ee e et e e ettt e s st eesebae e s saseeeesssbeeesaseessssseeesasbeeesasansssaseeesssnrenesn 4
10.2.3  EDITING ORDELETING A PHASE ....ceeiiitteieieteeeeiteeesessteseeesseeessbesesassaesssassesassssesesasseesssasssessansesesassensssasnesssssenes 4
19.2.4  ADDINGWORK ORDER TO A PHASE ....ooiicteie e iteee ettt e ettt e e s tee e s eetae e s sasaeeessabaeesesaessssseessanbeeesasaesssaseeessssbeness 5
19.2.5  EDITING WORK ORDER.......ccetttttttetiiiiiittteiiesetesiissssteesssssissssssessssssasisssssssesssasisssssssesssasssssssssesssessssssssessssssssssens 6
19.2.6 DELETINGWORK ORDER FROM A PHASE..... .ottt e s e s bbbt e e s s s s s saabb e e e s e s s s e sanabeneas 7
19.3 CHANGE PROJECT ST AT US ..ttt e s s s bbb e e e s e s s bbb e e e s e s s s e bbb b e eeeesesesaaabaneeeseas 7
S B I N LT o O N O 1 TSR 8
AN APPROVED PROJECT CAN NOT BE DELETED. .ututiiiiiiiiiittitiieieeiiisisstieetesssasisssssssssssesssssssssssssssssssssssssssissssssssssesssassssssees 8
195 VIEW ESTIMATED RESOURRCE ...ttt bba e b e e s s s s b e s e e e s s e s sabaaaban e e e e as 8
19.6  VIEW ACTUAL RESOURGCE ......oo oottt ettt e e e ettt e s e aeea s s bae e s estes s abaeessasbesesassanessnsesnessastesesannes 9
19.7  VIEWING STATUS HISTORY oottt e e s ettt e s e eate e e s esaee e s s beeesesstessssseeessabesesaseesssnseseessnsenesans 10
19.8 PRINTING PROJECT RECORDS. ...ttt e ettt e eaee e s st e e s eaae e s ssseeassnbeeesenseesssneneessnreneeans 11
19.8.1  PRINTING INDIVIDUAL PROJECT RECORDS........cuueeeiiteieeesteeeeeieeesssteeesesteessssssssssssssssssesesasssesssssseessassenesanses 11
19.8.2 PRINTING SELECTED PROJECT RECORDS .....ueiiiiteeeeiteieeeitteeeseaeeessstaeesesssesssessesessassssssassesssassssssssssseesasssnesannes 11
Projects

19-1



Web Work User’s Manual

19.1 Overview of the Projects Module
The Projects module is used to setup and query projects.

Click on PROJECTS from the Side Menu Bar Module List (In the Proj Mgmt group) on the left hand side of
the screen to access the Projects module.

When you enter the Projects module you will be in Query mode as shown in the screen below:
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The Module Options Menu, at the top of the screen contains the

drop down menus for features within the Projects module.

Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.
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19.2 Creating New Projects Records

19.2.1 Adding New Project Records

To add a New Project Record (from the main Projects screen):

» Click on OPERATIONS on the Module option menu and select New Project from the drop down

OR

e Click on the Eﬂ' new icon at the lower right corner of the screen.

« Enter details in the fields noting that required fields are shaded blue and all others are optional fields.

* Click on the H save icon at the bottom right hand side of the screen to save the Project Record.
* Once you save the new project, you will then be in edit mode where you can edit and resave the project

record.
bl

[@ The F12 key is a hot key and may be used to SAVE a record instead of clicking on the
icon.

save
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19.2.2 Adding Phase to Project

A project can consist of one or more phases. To add a new phase to a selected project, click on
OPERATIONS on the Module option menu and select Add Phase to Project from the drop down menu. In

addition, you can click on the 7] add phase button to open the New Phase window.

A popup window will appear and you may enter information about the phase as shown below:
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After clicking H Save button, the popup window will close and the new created phase will appear on the
main project screen.

19.2.3 Editing or Deleting a phase

A phase can be edited or deleted after created. To edit or delete a phase, click on the phase ID to be edited
or deleted, the edit phase popup window will appear. You may edit the phase information and click Save
button to save the changes or you may click on Delete button, to delete the phase from the project.

[@ A Phase cannot be added, changed, or deleted if the project is Approved or Closed. A phase
cannot be deleted if there are work orders under the phase.
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19.2.4 Adding Work Order To A Phase

After a phase is created, it will appear on project main screen as below:
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On the right side of the phase record, there are two buttons: E and - £ known as the “Add Work Order”
button and “New Work Order” button, respectively.
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Clicking on E will bring a “Select Work Order “popup window as below:
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If you want to create a work order and add it to phase, click on = 4 , “New Work Order” button.

Clicking on « " button will lead you directly to Work Order module, in New Work Order mode. The only
difference you may notice is on the main screen, Project Id and Phase fields are already filled with the
corresponding data.

e
After typing in the work order information and saving work order, you may click on the =" button beside
Project Id field to return to Project module.

After a work order is added to a phase, it will appear on the main screen, under the corresponding phase.

19.2.5 Editing Work Order

To edit a work order in a project, simply click on the work order record id. You will be in Work Order module
automatically, with the work order opened in edit mode. You may edit the work order data and after saving

e
the changes, to return to project module, simply click on the *" button beside Project Id field.
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19.2.6 Deleting Work Order From A Phase

To delete a work order from a phase, click on the ﬂ button. There will be a popup window asking for
confirmation. If you are sure to delete it, click on OK button if this is what you want.

[@ Deleting a work order will set the work order’s Project Id and Phase to null. The work order record
is NOT actually deleted from the database because you cannot delete a work order.

[@ In the Work Order module, Project Id and Phase are both read only fields. The only method to
change Project and Phase information for a work order is to make the changes in project module.

19.3 Change Project Status

As a project flows through the system of your organization, the project status might be changed a number of
times. i.e.: From new project, to approved project, to completed project. The Web Work Change Status
functionality is used to make these project status changes.

To change status on an existing project:

10|
the projects you want to change a status to.
What o you weank bn da
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Change Status from the drop down menu. B bt = L
™ Cirse Propec
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(refer to sample graphic to the right): e
EIPR -
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BT Nk (Splanel)

the project, or close the project.

J 5
e Click on the down arrow and select the
appropriate status code fro the project/. -
e Add status change comments into the Status
Remarks section, if any. H x
S o
e Click on the H Save button beside your
selection to update the project status. The
Change Project Status window will close and
you will be returned to the main screen of the
project. _ =l
2| Dore (2 Local neranat
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19.4 Deleting Projects

Caution should always be used when deleting any records from the Web Work database. However, there

may be times when this is necessary.

To delete a project (from the main Project screen):

« Recall an existing project record, in EDIT mode.

» Click on OPERATIONS in the Module Option Menu at the top of the page and select Delete Project from

the drop down menu.

A message box will appear asking if you are sure you want to delete the project record.

An approved project cannot be deleted.

&

19.5 View Estimated Resource

Estimate resource can be reviewed in a project.
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19.6 View Actual Resource

Actual resource can be reviewed in a project.
To review Actual:

* Move mouse over Resource menu and select Actual or click on the Actual tab button. Now you will be in
the Project Actual screen. By default the first resource you see is Tasks.

e Click on Labour, Material, or Tools tab button to review corresponding actual resources. For labour,
material, and tools, there will be summary cost shown on the bottom.
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19.7 Viewing Status History
When the project’s status is changed, a history record will be created. User can review the project’s status

history.
To view the project’s status history:

* Recall an existing project.
« Move Mouse over Resource menu and select Status History or click on Status History tab button.

» A screen similar to the one shown below will open, showing the project’s status history.

Aok Wk - Frcacdt InEemaek Baplarer provided by Tero #ebWark
k@ Dparaliafd  Medourced  Teols  Hela mm
[Fan [Ermats | Actus | Status History |
F MalMERAnCE e = z
H hagets r"' :|
b Inv rEbeey r%
E Furcheeing
4 dmin | Dutee | Sl | Chavged by Remaks |
3 Wil Pt AN R IR PN AP TERD
F Brogoin
T Crteduling
v Py Calendsr
Helg
L il
Irl'_!t_-_'l'*.rﬁ'
sy {1 3 }{‘
i
[ g e
] P O Local inbrnst
Projects

19-10



Web Work User’s Manual

19.8 Printing Project Records

There are two ways to print project records. You can print any one individual project record at one time or
multiple project records that you have selected and retrieved at one time.

19.8.1 _Printing Individual Project Records

To print only the location retrieved to the project screen:

» Recall an existing project on the main project screen, in EDIT mode.

* Clickon @ print icon at the bottom right hand side of the screen.

* The selected record will open in a new browser window in a form of a project report. This step is referred
to as Print to screen.

« If you wish to print the project report to the printer, click on the File pull down menu and select print to
proceed with printing through the standard printing procedure of your operating system.

19.8.2 Printing Selected Project Records

To print selected projects retrieved to the Location screen:

» Perform a Location query to retrieve a group of Location records you wish to print.

e Click on OPERATIONS in the Module Option Menu and choose Print Selected Project from the drop
down menu.

e The selected records will open in a new browser window in a form of a Project report. This step is
referred to as Print to screen.

» If you wish to print the Project report to the printer, click on the File pull down menu and select print to
proceed with printing.
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