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Work Order Process

There are 2 ways of assigning work in ePogtScheduling or Work Ordes. The difference is a Work Order
assigns work for a specific Day as in Scheduling there emdtiple Daily Work Orders which a User past
Completed Task®n aspecific day. For example in the Pre Wire Stage of the Project you would utilize
Scheduling where in the Finish Work Orders

Work Orders
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Work Ordersz is the Process ofalecting Tasks to be completg on a Day which could have multiple
Resources. i this document we are going to run through the process &Vork Ordersz there is another
describing the SchedulingProcess.

CreatingWork Order
1. Log intoePonti
2. Navigate toProjects section
3. Select the Project and then th¢Synd button to make sure you have the latest information
4. Open theTaskstab

Tponti cev@

5. Next filter the Tasks based on the scheduling requirements
6. Selectthe Tasks
7. dick the[Refresh]icon button next to the Est Hoursfield

Assign Tasks

status |In-Progress T

wres= | Dan S
Demao
Jack

8. Now the Start Datethen Status

9. Next, determine theResource(s)
Note: To select more than 1 Resource hold th@ TRL]key as you LefClick

10. You are now ready to seledhe [Create Work Ordef icon button
Note: This is the closet Icon button to the Resources

11. Letit run

12. Now they are postedto the Calendar and have seran E-Mail to Resourcés) so they are ready to
fulfill assignments.
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Fulfilling Work Order
These steps will describe the process of a Resourcectimplete their Assigned Work Orders.

1. Log into ePonti
2. Locate theWork Order either off the Calendar or from the Project sectioand open

Work Order Information [~ Y x
vos (WO - 140 View  Task R EstHrs  ActualHrs  Actual Date
crent - 7 ADAAAMLA D 100 0.00
- /7 ADAAQuadrituneCha  Dan 100 0.00
stetes [In-Progress T 7 Panasonic THS0PHU D 3.00 0.00
cateaTime (72172011 8:00 AM [o) =
77 SamsungSED-UPSO00 D 200 0.00

Reeures | g Edit selected () Refresh

Resource Est Hrs. Act Hrs Act Date
Dan 70 0.0

To update yourActual Hours& Date select Resource then th¢Edit selected] button

Now complete the Actual Hours and Date then tH&/pdate] button

Update the Status, Cost Code & Pay Type

After making all the modification required select th§Save]button

The Work Order hadeen modified successful and igady for reviewand approvalby Management

N o ko

Fulfilling Work Order z Mobile Device
These steps will describe the process of a Resource to complete their Assigned Work Quideheir Mobile
Device.

1. Log in to ePontiMobile Site

designecentral
eponti.

Username |
Password |
|Sign In |
Forgot Username and/or
Password?
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2. Select[Work Orders] icon button

aaaaaaaa tral

“ponti

() calendar.

L work orders.
@timeitn

@ czscs.

3) people.

@ profile.

3. Now select aWork Order from the list and open

designecental designecentrol
cponti. cponti.
| Work Order Info | Tasks ‘ Work Order Info } Tasks
g X
WO# |wo# 262 Task Hrs
Client | Joe Demo - Channel Plus 5545 2.00
Project  Demo Project 1(CO3) - Channel Plus 5545 2.00
Status | current - Channel Plus 5545 2.00
Date [9/30/2011 9:00 AM | (O
Resources
‘ # Editselected 7" Refresh
Resource EstHrs ActHrs ActDate
billbattaglia.03@gr 6.0 0.0
Cost Code -

Pay Type Regular M

To update yourActual Hours& Dateselect Resource then th¢Edit selected] button

Now complete the Actual Hours and Date then thH&/pdate] button

Update the Status, Cost Code & Pay Type

After making all the modification required select th§Save]button

The Work Order has been modified successful and is ready for review and approval by Management

© N o A
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Approving Schedule

Work Order Processvl.2

Now that a Work Order has been fulfilled it is now needed to be approvbyg Management before it will be

transferred to Accounting.

1. Loginto ePonti

2. Navigate to the Work Order either via the Calendar or Projects section

3. Open theWork Order

Work Order Information

o= gX

Actual Hrs

Actual Date|

RS | g Editselected ') Refresh

Resource EstHrs Act Hrs Act Date

Dan 70 00

wos [WO - 140 View  Task Resol Est Hr
clent | Mary Smit - B ADAAAMLA Dan 1.00
T 5 ADAAQuadritneCha  Dan 100
n-Progress B Panasonic TH-50PH20U  Dan 3.00
satesmime (7/21/2011 8:00 AM © =
J7 Samsung SBD-UPS000 Dan 200

0.00

0.00

0.00

0.00

4. ReviewTasks Actual Hours& Date

5. If approved then change theStatus

6. Now the [Save]button

7. This Work Order has now been Approved
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Reports
There are several reports which could be run dispiag the information in various ways

Work Order z displays a selected Work Order
Resource Allocatiornz displays Tasks Assignment by Project, Stagsser and Date Range

Project Resource Allocatiory displays a Projects Tasks Assignments including Estimated Date & Hours,
Actual Date & Hours, by Resource, Area, and Stage.

Product Installed Reportz displays Product Information based on Manufacturer, Modleand Project

Product Analysis Report display Product Information based on Estimate Hours, Actual Date & Hours,
Variance, and Resource.

To run any of these and more report navigate to the Reporting section and locate the report.

1. Log in to ePonti
2. Navigate to theReporting section

“ponti vee@

3. Locate a Report
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4. To runa report Single-Left-Clickon the View icon z first column

Work Order Report 2 X
Frsjec | Demo Project 1(C03) [=] wos [WO# 25 [=]
| Q0 O K € [+ Jofz > D[1oo% v Export to the selected format[w] 2o L5 |
o
Work Order
po box 4586
Martinez, CA 54553
925.25%.0288 Date gfz3/z011
WO# WO# 25
Project Deme Project 1(CO3)
Resource Demo
Customer Joe Demo 3
Notes
Bar I EstHrs
ADI B1so AU-BAR-001 12.50 (S
Bar Subtotal 12.50
Activity Area [1s] Est Hrs
ADI B1go 12.50
AMX AVS-MD-3232-007 12,50
-
Mmoo

5. Based on the selected report there may be multiple Filtering Options to the top of the Report

6. After making your selections click thRun Reportf EAT 1T ET OEA ODBPPAO OECEO 1A
7. Letitrun

8.

Now you are able to select th&xport Option from the list

9. Once you made your selection click tH&xport] link and follow the onscreen instructions
10. After the successful running of a Report Cde the Report Viewer and you are back to the ePonti
Reporting section
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