Product Description

We have a comprehensive security measures on this product. All the pages came under the
security curve and we can restrict the Groups to access only those areas which are their
concerns.

This is how you can use this interface.

e Select Group Name from Group combo.

e Select item(s) from Available Pages List.

e Press the > button to move one item in the Assigned Pages List

e Oryou can Press >> button to move all the items to the Assigned Pages List.

e Press the < button to remove one item from the Assigned Pages

o Oryou can Press the << button to remove all the items from the Assigned Pages List

When you press Assign Rights button the changes will be saved in Database and the selected
Group has an updated view based on the Assigned Pages accordingly.
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All project resources are handled differently. Not every person has a same skillset and duties,
so rates can vary from person and their responsibilities. Here we provide an Interface to define
the rates for a specific Resource Group



This is how you can use this interface.

For New Record press NEW button

Enter Resource Code

Enter Resource Code Name

Enter Check out Rate

Select Resource Code Group

Check Is Active Resource if you want this Resource to be used in the system.

e Press Save button, record will save in database

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be remove from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Rates

Resource Code: A

Resource Code Name: Director

-

Charge Out Rate: 180

Resource Code Group: Manager ;I
[#]ls Active Resource
First Previous [ MNext H Last H MNew ]‘
1 of 7 Records
Code Group: —Select Group— LI zort: ~Select Sort Order-- LI Records: —Records/Page— LI
Code Name Charge Out Rate Code Group
B3 a Director 180.0000 Manager
3 B Project Manager 150.0000 Manager
_j C Project Controls 120.0000 Manager
_j D Senior ProjectManagerandDirectorRND 140.0000 Manager |

There is an Interface where we can define all the employees working on projects. Every
employee is assigned a specific Resource Code Group so its salary/hourly rate can be
determined.

This is how you can use this interface.

e For New Record press NEW button
e Select Login Name



o Enter Employee Code

e Enter First Name

o Enter Surname

e Enter Position

e Select Resource Code

e Enter Email

o Check Is Active Employee if you want this Employee to be used in the system.
e Press Save button, record will save in database.

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Employees Management
Login Name: Bi0\nauman LI
Employee Code: 00004
First Name: Muhammad Nauman
Surname:  Jamil
Position: SE
Resource Code: B-Project Manager LI
Email: muhammad.nauman@bioaxs.com

I= Active Employee

First | [Previous| [ Next ][ Last |[ New ]‘
1 of & Records
Sort: —Select Sort Order— LI Records: —~Records/Page— LI

it Employee Code Surname First Name Resource Code

=]
B
=]

00004 Jamil Muhammad Nauman SE B muhammad.nauman@bioaxs.com

00011 Ahmed Arman SE DEV_TEAM armanils@gmail.com

00012 Ahmed Haseeb PM B alirazazulfi@yshoo.com




You can define all the project(s) running in your organization. Each project has a scheduled
Start /End Date, must assigned to a Department. By Defining the Project URL our system
automatically creates a designated URL for SharePoint project.

This is how you can use this interface.

e For New Record press NEW button

o Enter Project Code

e Enter Project Description

e Select Project Start Date

e Select Project End Date

e Select Department

e Select Client Name

e Select Project Owner

e Enter Project Site URL

e Enter Project Correspondence Library URL

o Check Is Active Project if you want this Project to be used in the system.

o Press Save button, record will save in database. Also the Project Site URL and Project
Correspondence Library URL will be created.

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Projects Management

Project Code: 2000

Project Description:  Test Project

Project Start Date: 27/08/2011

Project End Date: 13/10/2011

Department: 9000 - IPS Corporate

Client Name: Alianz Insurance | 35

l |« B8 &8

[PS Froject Owner: BHP DocControl
Project Site URL: hitp:ffspserver1:27759/Projects

Project Correspondence Library URL: hitp://spserver]:27759/Projects/2000

Is Active Project

First Pre'-;icus[ MNext ][ Last ][ New ]‘

1 of 29 Records

Some organization use nested projects. So we have defined an interface if you do use nesting
projects you can define hereby Sub Projects under the Parent Head (Projects)

This is how you can use this interface.

e For New Record press NEW button

o Enter Sub Project Code

e Enter Description

e Select Project Code

e Press Save button, record will save in database.

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Sub Project Management
Sub Project Code: 0005

Description: Test Sub Project 1

Project Code: 2001 | Proj2 LI
‘ First Previous [ MNext ] [ Last ] [ New ] ‘
1 of 4 Records
Records: ~Records/Page- |

Edit Code Description Project

lj;' 0005 Test Sub Project 1 2001 | Proj2

2 AD0S Test Sub Project 2 2002 | Proj5s

B ooo1 Tesing 2001 | Proj2

2 ooo2 Test 2100 | Test Projest

Now as we have defined the resources and projects in the system. We needed some interface
to assign projects to the employees, we could also have done this in the Employee Definition
Page but there may be a case when an employee hired won’t immediately be assigned a
project. So for later work we used this interface.
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Assign Projects To Employees

Employee: -Select Employee-- -
Available Projects: Assigned Projects:
2000 | Test Project -
2001 | Proj2
2002 | Proja
2003 | Proj7
2004 | hahahah E
2005 | Today 22-9-11 \LJ
2006 | Testinign =

2007 | Test Project 22-9-2011

2008 | Proj Test <
2010 | Proj 2010 —
2011 | Proj 11 u
2012 | Proj 12

2013 | Proj 13

2080 | Test

2081 | Testing - -

Assign Projects

Now as we have all the main entities of the project defined, we need to define some codes
which later will be used by the ‘Time Sheet’ and ‘Cost Claim’ Interfaces. For this we first define
the Task Code. Tasks will be assigned to projects so all the tasks would be distinct and
reusable as well.

This is how you can use this interface.

e For New Record press NEW button

e Enter Task Code

e Enter Description

e Check Is Default Task Code if you want this Task Code to come as by default on other
screens.

e Select Project Code

e Check Is Active Task Code if you want this Task Code to be used in the system.

e Press Save button, record will save in database.

Similarly for Updating Record First, select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Task Codes Management
Task Code: FAB_01
Description: Fabrication Management
[[ls Default Task Code
Project Code: gogs | Proj11 LI
[@:ls Active Task Code
Save
‘ First Previous MNext Last ‘
0 of 6 Records
Code: —Select Task Code- LI Project: —Select Project Code—- LI sort: —Select Sort Order— LI Records: —~Records/Page— LI
Edit Code Description Project Active Default
l-j' 00011 Testtask 3 14-Projld
Z o002 Test Task 2
|:,} T_01 Developing Sharepoint Controls
Z o032 Task Code New 5-Proj5
J T-012PRJ-001 Project 012 Developing Sharepoint Task 1 16-Projll
3 ooo010 test abc 2-Proj2

This Interface defines Cost code Groups which will be used in the upcoming Cost Code screen,
this group just summons up the Cost Codes and bind them up.

e This is how you can use this interface.

e For New Record press NEW button

e Enter Group Code

e Enter Description

e Check Is Active Cost Code Group if you want this Cost Code Group to be used in the
system.

e Press Save button, record will save in database.

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Cost Code Groups Management
Group Code: d
Description: Direct
[¥] Is Active Cost Code Group
‘ First Previous [ Next ” Last ” MNew H Cost Codes ]
1 of 3 Records
Code: —Select Group Code- ;I sort: —Select Sort Order-- d Records: —~Records/Page— LI
Edit  Group Code Description Active
:;} d Direct
1 Indirect
B ooa Test Group 2

This interface defines the Cost Codes

e This is how you can use this interface.

o For New Record press NEW button

e Enter Code

e Enter Description

o Select Cost Code Group

e Check Is Active Cost Code if you want this Cost Code to be used in the system.
e Press Save button, record will save in database.

Similarly for Updating Record First, select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

By Pressing Cost Code Groups button we redirect to Cost Code Groups Page

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Cost Codes Management
Code: sdasdsa

Description: Test Code &

Group: | - Indirect LI
Is Active Cost Code

‘ First Previous MNext Last [ New ” Cost Code Groups ] ‘

1 of 1 Records

code: —Select Cost Code— LI Group: —-Select Code Group-- LI zort: —Select Sort Order— LI Records: —~Records/Page- LI

Edit Code Description Group

E;' sdasdsa Test Code 5 I - Indirect

This Interface is used to define Area Codes
This is how you can use this interface

e For New Record press NEW button

e Enter Area Code

e Enter Description

e Enter Short Description

e Select Project Code

e Press Save button, record will save in database.

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Area Codes Management
Area Code: AQD3

Description: afefegfdy

Maimum 100 Characters are allowed in

Short Description: weertytu

Froject Code: 2100 | Test Projest |
‘ First Previous MNext Last Mew ‘
1 of 1 Records
Project Coder —~SelectProject Code- d sort --Select Sort Order- LI Records: ~Records/Page- LI

Edit Code Project Description Short Description

f}} ADO3 2100-Test Projest afwefegfdv weertytu

An Organization has many departments; each department has its roles and responsibilities. This
interface helps us to define the departments.

This is how you can use this interface

e For New Record press NEW button
o Enter Department Name
e Press Save button, record will save in database.

Similarly for Updating Record, First select a record, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record select a record and press Delete button, after confirmation message the
record will be removed from Database.

For Navigation when large no of records Use First/Previous/Next/Last buttons
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Departments

Department MName: 4000 - Outsource Fabrication

‘ First Pre'-;icus[ INext H Last ][ New ]‘
1 of 3 Records
Records: —~Records/Page-- LI

Edit Department Name

_j 4000 - IPS Proposals

Z 9000 - IPS Corporate

53 1000-1PS Projects

This Page is the heart of our product, the Time Sheet page which enables employees to show
their work on project(s). Time sheet will be approve/reject later by the Manager after verification
of all the tasks. We have design the system to enter timesheet for a complete, not for a single
individual day. So it's less hassle for the user not to daily add the timesheet but to enter it on
weekly basis.

This is how you can use this interface

For New Record press New Week button

Select Week End and press Create Time Sheet button. This will create a new weekend
empty time sheet.

Select Project

Select Sub Project

Select Area

Select Phase

Select Discipline

Select Client Project

Enter Description

Enter Working hours for complete week i.e. from Saturday to Friday

Press Save Button

Press Submit All Button. Submit button will send the Timesheet for approval to the
Manager, if you only save the record and won’t submit it, manager has nothing to view.
Submit checkbox indicates if a timesheet has being submitted. And if submitted then
Submit Date field show the Submission Date of record.



e Approve checkbox indicates if a timesheet has being approved. And if approved then
Approval Date field show the Approval Date of record.

Similarly for Updating Record First UN-Submit a record. Press the Edit button, repeat above
steps and Press Update button to update the records in the Database.

For Deleting Record first UN-Submit a record and Press the Delete button. After confirmation
the record will be removed from Database.

For Navigation when large no of records Use First Week/Previous Week/Next Week/Last Week
buttons
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Time Sheet for Haseeb Ahmed

WeekEnd: Friday, October 14, 2011

Client

- Sub - Project o - - Submit Approval
Project Project Area | Phase Discipline Or Order Description Sat | Sun | Mon | Tue | Wed | Thu | Fri | Total | Entry Date |Submit Date [Approve| Date
Number

Phase Short

2001 POOL Doo1 Desc - Dicipiline o i o o 1 1 1 4 |0&/10/2011 04/10/2011 12/10/2011
Short Desc
Phase Short

2002 POOL Dooz Desc - Dicipiline | 0 1 o 1 1 o o 3 |osfi0/z2011 04/10/2011 1z/10/2011
Short Desc

Total:] 0 |2 |0 |1 |2 |1]1]| 7|

‘ Submit All Copy Previous [ First Week ] [F'revious Week] Mext Week Last Week ‘

2 of 2 Records

Employees can claim their expenses occurring on the projects through this interface. After
submission it will goes to manager who after verification approve/reject the claim.

This is how you can use this interface

e For New Record an empty record is always available
e Select Project

e Select Sub Project

e Select Phase

e Select Discipline



Select Client Project

Select Company

Enter Description

Enter Amount

Select Receipt Date (Your Expense Sheet period is based on the receipt date you have
selected)

Press Attach button and browse for the receipt. You have to enter Document Library
Path for your SharePoint if you want to add the receipt in your SharePoint document
library.

Press Save Button

Press Submit Button. Submit button will send the Claim for approval to the Manager, if
you only save the record and won’t submit it, manager has nothing to view.

Submit checkbox indicates if a claim has being submitted. And if submitted then Submit
Date field show the Submission Date of record.

Approve checkbox indicates if a claim has being approved. And if approved then
Approval Date field show the Approval Date of record.

Similarly for Updating Record press the Edit button, repeat above steps and Press Update
button to update the records in the Database.

For Deleting Record Press the Delete button. After confirmation the record will be removed from
Database.
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Expense Claim for Haseeb Ahmed

Preiod 21/10/2011 To 21/10/2011

Receipt Date

Total| $872.00




We have in our System leave management module. Employees can request for a leave prior
and manager will review it and then decide to go for approval/rejection

This is how you can use this interface

o For New Record Press New button

o Employee Code is automatically populated of the logged in employee.
e Select Leave Type

e Select From Date

e Select To Date

e Enter Public Holidays

o Enter No. of Leave Days

e Enter Notes

e Press Save Button. Record will be saved to database.

e Press Submit Button. Record will go for approval to the Manager.

e Submitted checkbox indicates if a Leave Request has being submitted.
o Approved checkbox indicates if a Leave Request has being approved.

Similarly for Updating Record Select a Record and Press the Edit button, repeat above steps
and Press Update button to update the records in the Database.

For Deleting Record Select a Record and Press the Delete button. After confirmation the record
will be removed from Database.

Heme This Site: TimeKeep[s] » (7]

Home User Area b Administraticn b Submitted Forms b Reports b
Time Keep 9 System
Leave Forms for Haseeb Ahmed
Employee Code: 00012

=ave TyPe! _Select Leave Type—

201

From Date: 21/

@ @

To Date: 2171072011
Public Holidays: 0

0. of Leave Days: 1

Status: Not Submitted

Save

0 of 0 Recoras

sort: —Select Sort Order— J Recorss: —Records/Page— hd

No Record Exists.




This System provides a hierarchy, as discussed previously Time Sheet, Claims and Leave
Request require Manager Approval. Manager can also reject these for some reasons. So it will
become a process to submit your requests and wait for the Manager decision. This Page
belongs to Decision of Time Sheets.

This is how you can use this interface

o Select Employee. It will populate all the Entered Weekend of Employees in the Weekend
Combo.

e Select Weekend.

e Select Status.

e As soon as we leave any of the above 3 combos, It will search based on the selected
criteria and populate the below grid.

o Now select All Records or Selected Record with the checkbox following every record.

o Press Approve/Reject. If you press Reject there comes a field Rejection Note and you'll
be asked to provide a reason for Rejection. Later the records will be saved into
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Approve Time Sheet
Select Employes: -Select Employee— L
weekEnd -

= (Client Project

] ' Project Sub Project Area Phase Discipiine Or Order Description Sat Sun Mon Tue Wed Thu Fri Total WeekEnd
e Number

&li Razz . Test Sub - CFO I - - a a a fna

Zulfi 2001 Project 1 POO1 Fhasze Short Desc 2 9 1 7 o o o 25 23/09/2011
D Ali Raza Test Sub CP1 Phase Short Desc -

ZulR 2001 Project 1 P01 Do01 Dicipiline Short 2 o 1 5 (] Q (] 25 23/09/2011
[F] AliRaza P - - WF3 Phaze Short Desc- - - - U

Zulfi T Foot Foot Dicipiline Short Desc : 3 ¢ : 3 * z3/os/zon
[C] AliR=za Test Sub CFO

ZulR 2001 Project 1 P01 Phase Short Desc 8 -] 1 g (o] Q (o] 25 30/039/2011

Ali Razs CPO Fhaze Zhort Dezc -

200 90 20 g 4 2 a 2 2 08/2

8 Zulfi 2001 Fool peot Dicipiline Short Desc g - 3 - - - - 3 2011

Ali Raza WP3 Phase Short Desc -
D ZulR 2002 POO1 D001 Dicipiline Short D o 5 0 & 7 1 0 13 30/09/2011
[] #lifsz= e n - Fhase Short Desc- - " " - N - - 5 marain

Zulfi 2001 Fool booz Dicipiline Short Desc - - - - - - - - 28/10/2011
[] AliRaza Phase Short Desc-

Zulfi 2011 POO3 Doo2 Dicipiline Short o 0 7 o 0 [+) 0 7 28/10/2011

Through this Page Manager can approve/reject the cost claims submitted by the employees.
This is how you can use this interface

e Select Employee.



e Select Status.

e As soon as we leave any of the above 2 combos, It will search based on the selected
criteria and populate the below grid.

o Now select All Records or Selected Record with the checkbox following every record.

e Press Approve/Reject. Records will be saved in the database with the selected option.

Home This Site: TimeKeep[s] » (7]

Heme | UserArsap | Adminiscration b | Submitced Ferms b | Reports p

Time Keep 9 System

Approve Expense Claim

Select Employee: _Select Employee— j
L

Client Project o

[l Employee Name Project subProject  Phase Discipiine or order Company Description i Date
Amount

Number

E airemzan 2001 Testsub Pono b0 o Pike and Skinner Chartered Accountants & Business  Phasa Shart Desc-Dicipiline Shors $987.00 03/10/2011
Projectl Advizers Desc
D Haseeb Test Sub N . Phase Short Desc- Dicipiline Short
o 2002 brajeccz  FO02 D001 cPa IPS Counsulting Services $872.00 21/10/2011

E armanahmed 2000 POOO Dooz2 Allianz Insurance PB':E Short Desc-Dicipiline Short 5100.00 13/10/2011
| arman Ahmed 2010 POOO D000 As Corporation Ltd e DD C Pl S $500.00 20/10/2011
B armananmed 2100 Test POO2 D002 Rinaxs E:fs:hm besc-Dicipiline Short $150.00 12/10/2011

Manager can approve/reject the Leave Requests submitted by the employees.
This is how you can use this interface

e Select Employee.

e Select Status.

e As soon as we leave any of the above 2 combos, It will search based on the selected
criteria and populate the below grid.

¢ Now select All Records or Selected Record with the checkbox following every record.

e Press Approve/Reject. Records will be saved in the database with the selected option.



When | talk with business people about their business problems, | often ask for information
about sales at their company. Such as last week’s sales, details about sales prospecting and
how they market their products or services. What | generally find among CEOs, company
presidents and business owners is that they don’t have the information available to understand
what is happening in their business. All too often, these business people don’t have systems in
place to collect this information.

Reports mean nothing if they are not filled out properly or in a timely manner. And they are a
waste of time if you are not going to review them regularly. Reading the various reports your
company generates is as important as checking your email. Hereby our System will provide you
the reports what you’re looking to see what going on in the system. Our reports are
comprehensive and detailed.

Employee Report give you a detailed view about those who have not submitted timesheets yet,
for those who completed timesheets and submit them and about those who didn’t entered their
timesheets yet.

This is how you can use this report.

e Select the Employee Criteria, that which employees you have to see. It will populate
their weekend.

e Select Weekend

¢ Press Generate Report button. It will generate report.

e You can also export report to PDF/Excel

Home This Site: TimeKeen[w] » 7]
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Time Keep 9 System
Employee Report
Employes Repart Far: Timeshest Completed But Not Submitted » WeskEnd: Friday, Octeber 07, 2011 ~ | Generate Report | Export To: Excel - Export

i 1 of 1. B b

Employees Who Have Completed Ti h But Not Sul

WeekEnd: Friday, October 07, 2011

Employes Code Employes Name

Al Rzzs Zulf




Time Sheet Report gives you a bird’'s eye view on the employee sheet. This is a very
comprehensive report cover all the project, phases, days and work hours an employee has
spent during a weekend.

This is how you can use this report.

e Select Employee

e Select Report Type. Standard is all in one report. Project means you’ll see a report with
respect to Each Project.

e Select Weekend

o Press Generate Report button. It will generate report

¢ You can also export report to PDF/Excel

Home Thiz Site: Timekeep[s] » 7]
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Time Sheet Report

nployss: Ali Raza Zulfi + F=port: Standar » WeskEnd: Friday, September Z » | Generate Report

t To: | Excel - Export

Friday, September 30,

WEEKLY TIME SHEET:
20m
FERIONNEL NAME: AN Raz: Zuf
|:.,a;; T
cooE
[ FROM:  dstursey Sepiemner 24, 2011 To: Fray Sepmoer 12, 20110
s a7 % owow | s | wen | m s | momL aumeomizss
0 1=
i #
24
TomL 1 = 4 1 1
FERIDNNEL DONATURE UB-CONTRACT NAME
CLENT BINATURE

NOTE : MINBILM THIE INCREMENT= HALF.ANSOUR




Project Hour Report gives you complete listing of hours spend on selected Project within some
specified time.

This is how you can use this report.

e Select Project

e Select Report Period. If select weekly you can select within dates if select Monthly you
can select between months.

o Press Generate Report button. It will generate report

e You can also export report to PDF/Excel

Home This Site: TimeKeep[] = (7]
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Time Keep 9 System
Time Sheet Project Hours Report
Project 2000 | TestProjec »  Report Pericd: Monthly » Month Between: October w2011 « AND October « 2011 | Genemte Report

Export To: Excel Export

i oft b ki - Find | Mesxt

Project Hours Worked - ALL PERSONNEL

Tt Frojest

From: Exturdey, Dotober 1, 2011 T Manday, Ootoder 31, 2011

Empioyes Rols Dot 2011

Total Bours




Expense Claims Report gives you details of the expenses claimed by the employees on the
entire Project within some specified time.

This is how you can use this report.

e Select Employee

e Select Report Period. If select Period you can select within dates if select all, all records
regardless of dates come.

o Press Generate Report button. It will generate report
e You can also export report to PDF/Excel
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Expense Claim Reports
Employee: Ali Raza Zulfi ~| FReportType: Period « Date Between: 01/08/2011 B8 ano 19/10/2011 BB Genrate Report
Export To: Excel » | Export
| i 1 of &
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