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Overview

The Multi Engineer feature allows more than one engineer to work on a job at the same time, and each engineer can individually submit the following
information to the Portal:

= Travel Time

= Labour Time

= Mileage

= Serial Number Changes
= Parts Notes

= Job Story

= Signatures

To allow more than one engineer to work on a job at the same time, the job needs to remain open in the App. If an engineer marks the job as completed, it
restricts other engineers from being able to work on it.

To solve this problem, we have removed the ability for engineers to mark jobs as completed in the App. Instead, jobs must be marked as completed by the
Managers in the Portal. You must mark the jobs as completed in the Portal, and not in Gold. If jobs are marked as completed in Gold and then the status
of the job is changed, the job could show up in an incorrect Portal column.

Engineers will not notice much change to the completion process in the App - they will still press the complete button when they have finished their tasks,
but this will complete their work and not the job.

This document contains screenshots of the Portal and the App for the Multi Engineer feature. It is intended to be used as a training manual for all Portal
users and the expectation is that they will inform their engineers of these changes in the App.
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Overview of the new Engineers Tab and Data Tab

In the Portal, when you open a job, you will see 2 new tabs: The ‘Engineers’ Tab and the ‘Data’ Tab.

Engineers Tab
The Engineers tab shows a list of the engineers who have been assigned to the job and the data they have submitted. It will also show engineers who

have not been assigned to the job, but have searched for it, and submitted data against it.

(@] Workshop Job 106627
ﬁ E [albz Invoice Type: 26-Internal
Status: Live
@ Jobs (New View)
Customer: 420 - REPAIRS/IMAINTENANCE-PROPERTY Date: 22/03/2016
Q, Job Search
Job Customer Wholegood Engineers Parts Labour Documents Audit Checklists Data

B JobReguests

o Time Approval

382 Engineers P Emma Hunter

¥= Checklists
S ¥ Dann Thomas

Data Tab
The Data Tab shows a list of all the data that has been submitted to the job by the engineers.
O Workshop Job 106627
)_' E Talis Invoice Type: 21 -Workshop Invoicing
° Status: Live
[@ Jobs (New View) c ) - )
ustomer: 1220 - Abacus Building Company Date: 06/10/2020
Q Job Search
Job Customer Whelegood Engineers Parts Labour Documents Audit Checklists Data

Job Requests

o Time Approval No wholegood clock hours have been recorded.

233 Engineers

IMileages
¥= Checklists

Parts Notes
Story Notes

Serial Numbers

Signatures
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The Engineers tab shows a list of all engineers working on the job. This includes engineers who have been assigned to the job via Gold or Scheduler, and
those who have searched for, and worked on the job without being assigned to it. If you use Gold (classic or windows) to create workshop jobs, you will
only be able to assign one engineer to the job. If you use scheduler, you can assign multiple engineers to the job. If an engineer is not assigned to a job,
they can still search for it and work on it.

Next to each engineer, you will see 6 icons that represent:

= Clock Hours = Mileage = Serial Number = Parts Notes = Story I:I = Signatures

You can hover your mouse over the icons to see what they represent.

When an engineer has submitted data from the App to the Portal, the corresponding icon will turn green. If an engineer has marked their work as
completed in the App, you will see the date and time of when they pressed the complete button to the right of their name.

@] Workshop Job 106627

E s Invoice Type: 21-Workshop Invoicing

+

Status: Live
[@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020

Q Job Search

Job Requests Job Customer Wholegood @ Engineers Parts Labour Documents Audit Checklists Data

o Time Approval
282 Engineers P DannThomas © M B -

¥ Checklists P Emma Hunter A 5 3¢ " @ 07/10/2020 10:52Yn ==

Complete Job

' Did you know?
- e - Ifan engineer is not assigned to the job, and they search for it and add data to it without logging time, their name will not show in the Portal.
. Instead they will be listed as ‘unknown’. If this happens, the engineer can go back into the job and log time so that they are associated with
it. This will ensure their name appears against their data.
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View data submitted by engineers
To see the data the engineer has submitted in more detail, click on the triangle to the left of their name. This will expand their box and show their data.

(@) Workshop Job 106627

E abe Invoice Type: 21 - Workshop Invoicing
Status: Live
(8 Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020
Q, Job Search
Job Requests Job Customer Wholegood @ Engineers Parts Labour Documents Audit Checklists Data
© Time Approval
58 Engineers p DannThomas © #A B v
Y= Checklists @mma Hunter Ses
Clock Hours: - Mileage: 89 Serial Number: 1234567A
Parts Notes: Story:
Engineer 2’s parts notes will show here No story.
Signatures:

Complete Job

« !, Didyou know?
- 9 = If an engineer submits a new Serial Number, you can approve the change in 3 different places on the Portal: In the ‘Engineers’ Tab, in the
h ‘Wholegood’ Tab and in the ‘Data’ Tab. Each area will update the job in Gold when you approve it. Instructions on this are in this manual.
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Reset a ‘Work Completion’ for an engineer

If an engineer has marked their work as completed in the App, you will see the date and time of when they pressed the complete button to the right of their
name.

P Emma Hunter A 3 @jmfaozo 10:52arD

If an engineer has marked their work as completed, they can no longer log time or submit data against that job. There are 2 ways you can reset the job so
that the engineer can continue to work on it: From the App, and from the Portal.

From the Portal: From the App:

]
< 3
Workshop Invoicing

Reset Completion for Emma Hunter? b 4 :
Re-Activate Job 1066247

Would you like to ra-activate the oo to
‘some more time. O include some.

Reset the completion to allow the engineer to log more time and collect additional information.

To reset the job from the Portal, go to the Engineer Tab and click on the When an engineer opens a job, they have marked as completed,
3 dots next to the engineer’s name. Press ‘Reset Job’. A natification will they will see a ‘Reactivate Job’ button at the bottom of the screen.
appear asking if you want to ‘re-open’ the job for that engineer. Click When they press this button, a notification will appear asking
‘Reset’, and the job will be re-opened in the App for that engineer. They them if they want to reactivate the job. If they press ‘Yes’, the job
will be able log data on it again. Click ‘Cancel’ to keep the job closed will open up and they can continue to work on it. If they press

for that engineer. ‘No’, the job will remain closed for them.

\'I

- - Did you know?
,@\ If an engineer reactivates the job in the App, the date and time stamp of completion will be removed from their name in the Portal.
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In the job you will see a new tab called ‘Data’. Within this tab, you will see sub-headings for:

= Clock Hours
Mileage

Parts Notes
Story Notes
Serial Numbers
Signatures

When engineers submit information against the job, you will see a blue circle next to the appropriate sub-heading to indicate how many items have been
submitted. The data will be shown in rows with the following details:

= Engineer Name

= Data submitted (corresponding to the sub-heading you have selected)
= Date and Time the data was recorded

= Date and Time the data was uploaded to the Portal.

Workshop Job 106627
.._._, Inviice Type: 21 - Wiorkshop Inwiding
Slalws Live
!
w - Cusbomer: £20 - AbaCus Bullding Company Date B0 2020
'Q, Jolb Search
b Reguils - Whalegood g jirse Dhan L it ekl aka
“ Tiire Approval
m Engingar Wholegood Clock Hours | Recorded On Uploaded On
SR Cngineers

3= Cheedhlisns

!, Didyou know?
- 9 = On each sub-heading, you can sort the order of the columns in ‘Ascending’ or ‘Descending’ order by using the 2 arrows next to the column
— title. Click the ‘Up’ arrow to sort the data in ‘Ascending’ order and click the ‘Down’ arrow to sort the data in ‘Descending’ order.
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Data Tab — Clock Hours

Any clock hours submitted by the engineers will be visible in the ‘Clock Hours’ section of the Data tab. This is a read only view. You can use the data
submitted here to build up the job confirmation when you start the job completion process.

The data will be shown in rows with the following detail:

= Engineer Name

» The Clock Hours submitted

= Date and Time the data was recorded

= Date and Time the data was uploaded to the Portal

(@] Workshop Job 106627
¥ E Jobs Invoice Type: 21 - Workshop Inveicing
° Status: Live
[@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020

Q Job Search

Job Requests Job Customer Wholegood @ Engineers Parts Labour Documents Audit Checklists Data

o Time Approval ~
Engineer Wholegood Clock Hours Recorded On Uploaded On

284 Engineers

Mileages
¥= Checklists &  Emma Hunter 339839 Hours 06/10/2020 11:48am 06/10/2020 11:48am
o Parts Notes
& DannThomas 339729 Hours 06/10/2020 11:00am 06/10/2020 11:00am
Story Notes

Serial Numbers

00000

Signatures

« !, Didyou know?
- 9 = During the job completion process, you can choose which Clock Hours to display on the Job Confirmation. The data will default to the
i highest Clock Hours submitted unless you choose to change it.

10
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Data Tab — Mileage

All mileage submitted by the engineers will be visible in the ‘Mileages’ section of the Data tab. This is a read only view. You can use the data submitted here
to build up the job confirmation when you start the job completion process.

The data will be shown in rows with the following detail:

= Engineer Name

» The Mileage submitted

= Date and Time the data was recorded

= Date and Time the data was uploaded to the Portal

Engineers can add mileage to a job, regardless of whether the company uses the Travel button or not.

O Workshop Job 106627
g Jobs Invoice Type: 21 - Workshop Inveicing
’ Status: Live
(@ Jobs (New View)
Customer: 1220 - Abacus Building Company
Q Job Search
Job Requests Job Customer Wholegood @) Engineers
o Time Approval
Clock Hours

Engineer

Mileages
& Emma Hunter

Parts Notes

283 Engineers

-l ©

¥= Checklists

-
Story Notes & DannThomas

Serial Numbers

o000

Signatures

Documents

Mileage

79 Miles

73 Miles

Date: 06/10/2020

Audit Checklists Data

Recorded On

06/10/2020 11:02am

06/10/2020 11:00am

Uploaded On

06/10/2020 11:02am

06/10/2020 11:00am

' Did you know?

During the job completion process, you can choose which Mileage to display on the Job Confirmation. The mileage will automatically
populate with the sum total of all the Mileage submitted to the job by each engineer who has worked on it unless you choose to change it.

11




.
I b COS A Constellation software company

Data Tab — Parts Notes

All Parts Notes submitted by the engineers will be visible in the ‘Parts Notes’ section of the Data tab. This is a read only view. You can use the data submitted
here to build up the job confirmation when you start the job completion process.

The data will be shown in rows with the following detail:

= Engineer Name

=  The Parts Notes submitted

= Date and Time the data was recorded

= Date and Time the data was uploaded to the Portal

(@] Workshop Job 106627
y? B Jobs Invoice Type: 21 - Workshop Invoicing
° Status: Live
[@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020

Q Job Search

Job Requests Job Customer Wholegood g Engineers Parts Labour Documents Audit Checklists Data

o Time Approval
Clock Hours (2] Engineer Parts Note Recorded On Uploaded On

&z Engi

“aas ENgineers
Mileages [2]

= Checklists 2 DannThomas Engineer 1's parts notes will show here If Engineer 1 adds more parts notes, they  06/10/2020 12:01pm 06/10/2020 12:01pm
Story Notes e £ Emma Hunter Engineer 2's parts notes will show here 06/10/2020 11:09am 06/10/2020 11:09am
Serial Numbers [2]
Signatures [ 5]

NS Did you know?
9 During the job completion process, you can choose which Parts Notes to display on the Job Confirmation.

12
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Data Tab — Story Notes

All Story Notes submitted by the engineers will be visible in the ‘Story Notes’ section of the Data tab. This is a read only view. You can use the data submitted
here to build up the job confirmation when you start the job completion process.

The data will be shown in rows with the following detail:

= Engineer Name

= Story Notes submitted

= Date and Time the data was recorded

= Date and Time the data was uploaded to the Portal

Q Workshop Job 106627
E e Invoice Type: 21 - Workshop Invoicing
} Status: Live
[@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020
Q Job Search
Job Regquests Job Customer Wholegood Engineers Parts Labour Documents Audit Checklists Data
o Time Approval
Clock Hours (2] Engineer Story Note Recorded On Uploaded On
282 trai
saas Engineers
Mileages (2]
¥= Checklists 2  Dann Thomas # Engineer 1's story will show here If engineer 1 adds more detail to the story, 06/10/2020 11:52am 06/10/2020 11:52am
- Parts Notes [2] then it will show here
Story Notes o £  Emma Hunter # Engineer 2's story will show here 06/10/2020 11:48am 06/10/2020 11:48am

Serial Numbers

o0

Signatures

N Did you know?
',e During the job completion process, you can choose which Story Notes to display on the Job Confirmation.
]

13
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Data Tab — Serial Numbers

Any Serial Number changes that are submitted by the engineers will be visible in the ‘Serial Numbers’ section of the Data tab. You can use the data submitted
here to build up the job confirmation when you start the job completion process. The data will be shown in rows with the following detail:

= Engineer Name

» The Serial Numbers submitted

= Date and Time the data was recorded

= Date and Time the data was uploaded to the Portal

Q Workshop Job 106627
E Jobs Invoice Type: 21 - Workshop Invoicing
f Status: Live
[@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020
Q, Job Search
Job Requests Job Customer Wholegood (@) Engineers Parts Labour Documents Audit Checklists Data
o Time Approval
Clock Hours (2] Engineer Serial Number Recorded On Uploaded On
28 Engineers —
T i riiesges o ® DannThomas 06/10/2020 11:52am 06/10/2020 11:52am
= Parts Notes 2 Approve Serial Number
Story Notes 2 & Emma Hunter 1234567A 06/10/2020 11:02am 06/10/2020 11:02am
Signatures [5]
' Did you know?
“ ’
- o = If you click on a serial number, an ‘Approve Serial Number’ button will appear allowing you to approve the change submitted by the Engineer.
‘e’ The ‘Approving Serial Numbers’ section of this manual will provide instructions on how to do this.

14
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Data Tab — Signatures

Any Signatures that are captured by the engineers will be visible in the ‘Signatures’ section of the Data tab. All signatures will be displayed on the same
screen and will not be categorised by which engineers captured them.

Each signature box will show the following details:

= Customers signature

= Customers name

= Name of the engineer who submitted the signature
= Date and time the signature was captured

You can use the data submitted here to build up the job confirmation when you start the job completion process.

O Workshop Job 106627
E s Invoice Type: 21 - Workshop Invoicing
")l' Status: Live
[@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020

Q Job Search
Job Requests Job Customer Wholegood Engineers Parts Labour Documents Audit Checklists Data
o Time Approval

Clock Hours [2]
28s 0o
o Engineers

Mileages (2] M £~ %g
#= Checklists

Parts Notes (2]

Sam Jones John Parsons Ross Smith
Story Notes 2 Dann Thomas 06/10/2020 12:02pm | Dann Thomas 06/10/2020 12:02pm | Dann Thomas 06/10/2020 11:53am
e

Serial Numbers

william Reynolds David Rose
Emma Hunter 06/10/2020 11:49am Emma Hunter 06/10/2020 11:03am

\'I

_9 Did you know?
24 There is no limit to the number of signatures each engineer can collect on the App.

15
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If an engineer submits a Serial Number change, it will show in 3 different tabs on the job in the Portal:

The Wholegood Tab:

O Workshop Job 106627
; E Tifis Invoice Type: 21 - Workshop Invoicing
° Status: Live
@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020
Q, Job Search
T FamEs Job  Customer = Wholegood @) ~ Engineers  Parts  Labour  Documents  Audit  Checklists  Data
© Time Approval Wholegood Number: 15000284 Serial Number: 1234567898
Change A
28. i
(Vs Make: MAIN FRANCHISE Model: EHTRAC
Q Workshop Job 106627
P B Jobs Invoice Type: 21 -Workshop Invoicing
Status: Live
(@ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020
Q, Job Search
e Job  Customer cod@)  Engineers  Parts  Labour  Docu Audit  Checklists  Data
@ Time Approval
38t Engineers P DannThomas © M & X B » L
= Checklists w* Emma Hunter
Clock Hours: 339839 Mileage: 89579 Serial Number:  1234567A
Workshop Job 106627
B sobs Invoice Type: 21 - Workshop Invoicing
Status: Live
[ Jobs (New View)
Customer: 1220 - Abacus Building Company Date: 06/10/2020
Q, Job Search
B Job Requests Jot ustomer holegood @ Part Laby D udil Klist Data
© Time Approval
0 (2] Engineer Serial Number Recorded On Uploaded On
A E
383 Engineers N o
& DannThomas 1234567A 06/10/2020 11:52am 06/10/2020 11:523m

7= Checklists

!, Didyou know?
- 9 = If you approve a Serial Number change in either the Engineers Tab, the Wholegood Tab or the Data Tab, the Serial Number will be updated

- in all the other Tabs, and the change will be updated in the job in Gold.

16
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Expand the engineers details to see the Serial Number they have submitted. To approve this change, click on the Serial Number.

(@] \Workshop Job 106627

B Jobs Invoice Type: 21 - Workshop Invoicing

+ Status: Live
(@ Jobs (New View) )
Customer: 1220 - Abacus Building Company Date: 06/10/2020

Q, Job Search
Customer  Wholegood @) Engineers | Parts bour  Documents  Audit  Checklists

Job Requests

© Time Approval
8¢ Engineers P DannThomas @ A & 3% B » -

= Checklists w Emma Hunter =
Clock Hours: 339839 Mileage: 89579 Serial Number:  1234567A

aas————

Change Serial Number x

If the number they have submitted matches a wholegood associated with that ez ot e
customer, a box will appear on the screen to confirm the Serial Number has Make
been found. Click the ‘Accept’ button to approve the change, or the ‘Cancel

button to go back to the main screen.

Would you like to assign this wholegood to the job

If the engineer submits a serial number that does not match a wholegood
associated with that customer, a box will appear giving you the option to
choose one from a drop-down list. Once you have selected a Serial Number,
you will be able to approve it.

!, Didyou know?
- 0 = If you approve a Serial Number change in the Engineers Tab, the Serial Number will be updated in the Wholegood Tab and the Data Tab, and
v the change will also be updated in the Job in Gold.

17
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Click on the ‘Serial Number’ sub heading in the to see the Serial Numbers submitted by the engineers. To approve a change, click on the Serial Number.

‘@] Workshop Job 106627
5 B Jobs Invoice Type: 21 - Workshop Invoicing
LS =) Z:t:'nen :‘:u Abacus Building Company Date: 06/10/2020
Q, JobSearch . )
B Job Requests ok ustame Wholegood ) Engineers Part Labous Documents  Audit hecklists  Data
LT 2] Engineer Serial Number Recorded On Uploaded On
8% Engineers
I Checklists 2 & Dann Thomas 06/10/2020 11:52am 06/10/2020 11:52am
- otes e & Emma Hunter 1234567A 06/10/2020 11:02am 06/10/2020 11:02am
If the number they have submitted matches a wholegood associated with that et e
customer, a box will appear on the screen to confirm the Serial Number has Make
been found. Click the ‘Accept’ button to approve the change, or the ‘Cancel
button to go back to the main screen.
If the engineer submits a serial number that does not match a wholegood B
associated with that customer, a box will appear giving you the option to :
choose one from a drop-down list. Once you have selected a Serial Number,
you will be able to approve it.
e s

N Did you know?
- e = If you approve a Serial Number change in the Data Tab, the Serial Number will be updated in the Wholegood Tab and the Engineers Tab, and
— the change will also be updated in the Job in Gold.

18
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To see the Serial Number changes submitted by the engineers in the Wholegood Tab, click on the ‘Change’ button. A box will appear showing you all the
Serial Number changes that have been submitted by each engineer. Select the Serial Number you want to approve.

(@] Workshop
¥ B Jobs

[ Jobs (New View)
Q Job Search

Job Requests
Q Time Approval

48k Engineers

Job 106627

Invoice Type:
Status:

Customer:
ob Customer

Wholegood Number:

Make:

21 -Workshop Invoicing

Live

1220 - Abacus Bullding Company

Wholegood @) Engineers  Parts

15000284

MAIN FRANCHISE

Labour

Date:

Checklists Data

Serial Number:

Model:

06/10/2020

IH::@>
EHTRAC

If the number they have submitted matches a wholegood associated with that
customer, a box will appear on the screen to confirm the Serial Number has
been found. Click the ‘Accept’ button to approve the change, or the ‘Cancel’
button to go back to the main screen.

If the engineer submits a serial number that does not match a wholegood
associated with that customer, a box will appear giving you the option to
choose one from a drop-down list. Once you have selected a Serial Number,
you will be able to approve it.

N Did you know?
If you approve a Serial Number change in the Wholegood Tab, the Serial Number will be updated in the Engineers Tab and the Data Tab, and

.’O\.

— the change will also be updated in the Job in Gold.

~

Change Serial Number

Please select from the captured serial numbers:

Engineer Serial
Dann Thomas 1234567A

Emma Hunter 1234567A

Date
06/10/2020 11:52am

06/10/2020 11:028m

Change Serial Number

Wholegood Number
Serial Number
Make

Model

Would you like to assign this wholegood to the job?

15000284
1234567898
MAIN FRANCHISE
EHTRAC

19
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You must mark the jobs as completed in the Portal, and not in Gold. If jobs are marked as completed in Gold and then the status of the job is changed, the
job could show up in an incorrect Portal column.

In the Jobs tab on the Portal you will see a new column called ‘Ready to Complete’, situated between the ‘In Progress’ column and the ‘Logged’ column.
When all engineers assigned to the job have marked their work as ‘complete’ in the App, the job automatically moves to the ‘Ready to Complete’ column.

8] workshop | s = ]
p E Jobs In Progress (75) Ready to Complete (0) Logged (21) + Addstate.
(@ Jobs (New View) W= gocit2
P4 - PLNSRV 10000592/0 MX32... 26-Internal
Q, Job Search Planned iMaint - Wad Service REPAIRS/MAINTENANCE-PROP..
Tafh R Engineer: 2 Engineer: 2
v
© Time Approval 106486 106485
@ . P4 - PLNSRV 10000439/0 COM3... P4 - PLNSRV 10000592/0 MX32...
+am ENgineers o X o .
Planned iMaint - Wgd Service Planned Maint - Wgd Service
2= Checklists Engineer: 2 Engineer: 2
106488 106489
21 -Workshop Invoicing 21 -Workshop Invoicing
Frompton District Council Mr A Accumulate
Engineer: 2 Engineer: 2

When you are ready to complete the job, click on it to open it in full. At the bottom right-hand side of the screen, you will see a ‘complete’ button.

O Workshop Job 106627
; IS Invoice Type: 21-Workshop Invoicing
Status: Live
D Jobs (hew View) i
Customer: 1220 - Abacus Bulding Company Date: 06/10/2020
Q, Job Search
Jab Requests Job  Customer  Wholegood @)  Engineers  Parts  Labou
(Cmretm! Order Number:
38z Engineers Depot: POOLE (1) Engineer: Emma Hunter (333)
= Checklists Mileage: Clock Hours:
Story: Instructions: Parts:

# Mo inst n o pa

Ce=mD

20
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When you press the complete button, it will open a new screen where you can choose what information to display on the job confirmation. This includes
the following data:

» Mileage

= Clock Hours
= Signature

= Job Story

(@] Workshop Complete Job 106627

Mileage Clock Hours Signature

B Jobs 152 (+) =200 * *

[@ Jobs (New View)

Q, Job Search

Job Requests

© Time Approval Reset Order [} Story

292 #
(e ieee 06/10/2020 11:09am | Emma Hunter (Parts Notes) o
Y= Checklists Engineer 2's parts notes will show here

06/10/2020 12:01pm | Dann Thomas (Parts Notes)
Engineer 1's parts notes will show here

m]
IFEngineer 1 adds more parts notes, they will show here
06/10/2020 11:52am | Dann Thomas (Customisable Story)
#
Engineer 1's story will show here O )
IF engineer 1 adds more detail to the story, then it will show here ))

06/10/2020 11:48am | Emma Hunter (Customisable Story)

# [m]

Engineer 2's story will show here

g

!, Didyou know?
- e = The raw data shown on the left-hand side of the screen includes the job activity comments from when the engineer stops labour, as well as
— parts notes, story comments, customisable comments and general jobs comments added by the engineer throughout the job.
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Building the Job Confirmation - Mileage

The mileage will automatically populate with the sum total of all the Mileage submitted to the job by each engineer who has worked on it.

You can choose to leave this as it is, or you can change it by clicking on the cross next to the Mileage section.

@] Workshop Complete Job 106627

IMileage Clock Hours

;_, E Jobs
4 152 339839 @
(@ Jobs (New View)

This will open a new box where you can choose what Mileage to display on the Job Confirmation.

Mileage x
152 Miles
Danm Thomas 73
Emma Hunter 79

=

Using this box, you can either:

= Manually enter Mileage by clicking in the Mileage box, typing the number in, and pressing the ‘Accept’ button
= Display an individual engineers Mileage by selecting the engineer and pressing the ‘Accept’ button

If you change your mind and want to display the total of all Mileage combined, simply press the ‘Total’ button. This will revert the Mileage to the original
number.
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Building the Job Confirmation — Clock Hours

The Clock Hours will automatically populate with the highest Clock Hours that have been submitted by the engineers.

You can choose to leave this as it is, or you can change it by clicking on the cross next to the Clock Hours section.

@] Workshop Complete Job 106627

Mileage Clock Hours

+ B obe 152 @ 339839 ( @ )

(@ Jobs (New View)

This will open a new box where you can choose what Clock Hours to display on the Job Confirmation.

Wholegood Clock Hours X
339839 Hours @
Emma Hunter 339839
Dann Thomas 339729

Using this box, you can either:

= Manually enter Clock Hours by clicking in the Clock Hours box, typing the number in, and pressing the ‘Accept’ button
= Display an individual engineers Clock Hours by selecting the engineer and pressing the ‘Accept’ button

If you change your mind and want to display the highest total of Clock Hours submitted, simply press the ‘Highest’ button. This will revert the data to the
highest number.
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Building the Job Confirmation - Signatures

The signature box will remain blank until you choose a signature to populate it with. To select a signature, click on the cross next to the Signature box:

‘@] Workshop Complete Job 106627

Mileage
Job
y 4 B8 Jobs 152

[@ Jobs (New View)
Q Job Search

Job Requests

Clock Hours

@ 57239

Signature

®

&D

This will open a new box where you can choose which Signature to display on the Job Confirmation.

Signature

%ff

Dann Thomas 06/10/2020 12:02pm

N

William Reynolds

Emma Hunter 06/10/2020 11:49am

Sam Jones

it

Jlohn Parsans Ross Smith

Dann Thomas 0&6/10/2020 12:02pm Dann Thomas
é@/ﬁ%

David Rose

Emma Hunter 06/10/2020 11:03am

s SN

06/10/2020 11:53am

Select the signature you want to display on the Job Confirmation and press the ‘Accept’ button. You will see the Signature appear in the Signature box.
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Building the Job Confirmation — Story

During the job completion process, you can build up the information you want to display on the Job Confirmation. The ‘raw data’ submitted by the
engineers is shown down the left side of the screen. The right side of the screen will have a blank box, which you can use to build up the job story.

(@] Workshop Complete Job 106627
eage

There are several ways you can get the raw data to the story box.

= Move data across by selecting the ‘tick box’ next to the information you want to use and pressing the > arrow

= Alternatively, you can move all data at once, without the need to select it, but pressing the >> arrows

* You can change the order that the raw data is displayed by clicking on the text and dragging it to the desired location. This feature is designed to be
used with the >> arrows, so that when the data has been moved to the story box, you don’t have to cut and paste it into its desired location. If you want
to put it back to its original order, click the ‘Reset’ button

Once you have built the story up, you can add extra detail or edit existing detail by clicking into the story box and amending it as necessary. When you are
ready, you can click the ‘Complete’ button.

« !, Didyouknow?

- 9 = Labour comments added by the engineer when they stop logging time on the job will not be visible on this screen until the time has been

‘w" approved.
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When you have built your Job Confirmation up, and have pressed the ‘Complete’ button, you will see a notification appear on the screen asking if you are
sure you want to mark the job as completed. This notification will warn you that completing the job will prevent engineers from supplying additional information
to it, and will also display warnings based on the outstanding information against that job:

Complete Job "106627'? x

Are you sure you want to complete job 1066277

This will prevent engineers supplying additional information against this job.

WARNING:
« Naotall engineers have completed their waork.
e Thereis outstanding unapproved time.

Incomplete Work

If there are engineers assigned to the job who have yet to mark their work as completed in the App, this warning will let you know.

Unapproved Time
If there is outstanding time which has yet to be authorised on the Time Approval screen, this warning will prompt you to do so.

When you are ready, you can press the ‘Complete’ button. This will mark the job as completed in both the Portal and Gold and will move the job into the
‘Logged’ column on the Job screen. The job will turn blue on the engineer’'s App and they will no longer be able to submit data against it.

You can still mark a job as completed even if you have outstanding unapproved time against it, or you have engineers who have not yet marked their work
as completed in the App

!, Didyou know?

- 9 = When a job has been marked as completed in the Portal, it prevents engineers from logging time against it. But managers can still manually
‘e’ add and approve time against this job from the time approval screen.
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The Job Confirmation

Once you have marked the job as completed within the Portal, you will see the Job Confirmation with all the data you have selected to display. You can
export this to a PDF using the ‘Export to PDF’ button at the bottom right-hand side of the screen.

(@] Workshop Job 106627

B Jobs Job Confirmation - Job No: 106627

B Jobs (New View)

Customer Abacus Building Company
Q, Job Search Acorn Business Park
N Tower Park
Job Reguests Poole
BH1Z 4NZ
a Time Approval

383 Engineers Acc/Order No Date Stk No. Reg No. Job Type

1220/ 06/10/2020 15000254 Workshop Invoicing
] L[5
7= Checklists Make/Model 1MAIN FRANCHISE EHTRAC
Specification

Serial No Clock Van Mileage
1234367898 57239 39

Job Description Workshop Invicing
Contact

Customer Name: SAM JONES Signature Date: 06/10/2020 12:02pm

Customer Signature

Job Instructions

Job Story

Parts

O Service Administrator O Perts Department O Service Delivery Manager

Date Name Hours Description |

|
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Activity that is carried out on the App by the engineers will be captured within the Audit Tab of the job. You can search this audit on key words, the

engineers name, and the dates (from and to).

Parts

Labour

06/10/2020 06:24pm:

06/10/2020 06:23pm:

06/10/2020 06:04pm:

06/10/2020 06:04pm:

06/10/2020 06:04pm:

06/10/2020 06:04pm:

06/10/2020 06:04pm:

06/10/2020 06:04pm:

O Workshop Job 106627
E s Invoice Type: 21 - Workshop Invoicing
Status: Live
@ Jobs (New View)
Customer: 1220 - Abacus Building Company
Q Job Search
Job Requests Job Customer Wholegood @ Engineers
o Time Approval
281 Engineers
- Search:
¥= Checklists DT
Engineer: oT
EH
From:
06/10/2020
EH
To:
06/10/2020 o
EH
EH
EH
EH

06/10/2020 06:03pm:

Decuments Audit

Date: 06/10/2020

Checklists Data

Dan Thomas Updating job wholegood hours '7F40e2ac-5751-480c-ba42-6f6e9fa5784e" (Cold Service Plus)

Dan Thomas Updating job serial number ‘22a3edsf-5ce9-45e4-a87c-3bad223a61d5" (Gold Service Plus)

Emma Hunter Completed Job

Emma Hunter Updated job '106627" sub-state to 'Logged’

Emma Hunter Update Clock Hours

Emma Hunter Updated Mileage

Emma Hunter Updating job work done 'ef641117-14f6-4db5-8f38-8c2a15bfe586' (Gold Service Plus)

Emma Hunter Updating job note "1¢176940-6dbc-4c7d-b622-edbgesafdace’ (Gold Service Plus)

Emma Hunter Creating Job Activity (Cold Service Plus)

.@.
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Comments Screen

Engineers will see a couple of new screens within the App. The first is the Comments screen. This screen allows engineers to add their comments about
the job, so that everyone can see what they have done on the job. It is designed to allow engineers to ‘talk’ to each other about the job, without needing to
actually contact each other.

The comments screen will display all comments that have been added by any engineer who has worked on the job, whether they have been formally
assigned to it or not. Other engineers comments will be dark grey, and their own comments will be light grey.

< Job#106627 & vy

Information Story Comments Custol
06/10/2020 17:09 - Dan Thomas:
Engineer 1's comments on the job will show here

06{10/2020 17:10 - Dan Thomas:
Additional comments added by Engineer 1 will show here

06/10/2020 17:11 - You:
Engineer 2's comments will show on the job here

!, Didyou know?
- 9 = The comments added to the job by the engineer will only be visible in the Portal when you go through the job completion process. When you

i press the ‘Complete’ button in the Portal, you will see the engineer's comments and can use them to build up the Job Story.

29




.
I b COS A Constellation software company

Signatures Screen

Engineers will now be able to see all of the signatures they have previously captured on the job in the Signature screen and will be able to capture more if
necessary.

< Job#106627 8 Yy

uments Parts Parts MNotes Signature

P v
Labour Complete

N Did you know?

Engineers will only be able to see the signatures they have captured on the App. Signatures captured by other engineers working on the job
“® " wil not be visible to them.

30




.
I b COS A Constellation software company

Work Completion Screen

When engineers press the ‘Complete’ button to mark their work as completed in the App, they will see some changes to the completion screens.

Signature Tab Work Completion — Show Comments Work Completion — Hide Comments

< Job#106627 &8 vy {Back Complete Work #106627 {Back Complete Work #106627

Fina

Parts Notes

Name: Ros: Engineer 1's parts notes will show here IFfilo Comimziis

Date: 06/10/2
If Engineer 1 adds more parts notes, they will
show here

uments Parts Parts Notes Signature Clock Hours

Final Rerr

i story, then it will s
Mame: John Parsons
Date: 06/10/ 11:02 Show Comments Comments

Signature 06/10/2020 17:09 - You:
Engineer 1's comments on the job will show hera

06/10/2020 17110 - You:
Additional comments added by Engineer 1 will

o A : ] show here
Get Signature .
R Signature
& v
Labour Complete

Firstly, they will now be able to see all of Secondly, they will see a button which When all the engineer’'s comments are

the signatures they have captured on the says ‘Show Comments’. When they visible, the button will change to ‘Hide

job, and can add more signatures at this press this button, it will show all the Comments. They can press this to
point if necessary comments added by the engineers hide the comments from the screen
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New job colours

To enable more than one engineer to work on a job at the same time, the job needs to remain open. Therefore, instead of engineers marking jobs as
completed, they now mark their ‘work’ as completed. This keeps the job open for other engineers but closes the job to that specific engineer.

To allow engineers to see which work they have marked as completed, we have added a new colour status of ‘Gold’ to the jobs. The colours that will now
be displayed are:

Job #106627

Abacus Building Company
Workshop Invoicing. .

GREY - Jobs that have not yet been started by the engineer

Job #106627

Abacus Building Company GREEN - Jobs that the engineer has started to log time against
Workshop Invoicing. .

Job #106627

Abacus Building Company - Jobs that engineer has marked as completed (but are still open to other engineers)
Workshop Invoicing. .

Job #106627

Abacus Building Company BLUE - Jobs that have been marked as completed on the Portal (and is now in logged for checking)
Waorkshop Invoicing. .

The job colour will only change for the engineer working on it and is specific to each engineer. These colour changes will not be shared with other
engineers. Therefore, if one engineer marks their work as completed, it will turn Gold for them, but not for other engineers assigned to the job. Each
engineer can complete work separately.
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