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Scheduling Process

There are 2 ways of assigning work in ePonti — Scheduling or Work Orders. The difference is a Work Order
assigns work for a specific Day as in a Scheduling there are multiple Daily Work Orders providing the ability
for a User post their completed Tasks for a specific Daily Work Order. For example in the Pre Wire Stage of
the Project you would utilize Scheduling and for the Finish Stage utilize Work Orders.

Scheduling

Resources
Completed
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Scheduling - is the Process of selecting Tasks to be completed over a period of days along with multiple
Resources which then determines the number of Daily Schedule Work Orders required to successfully
completing the selected Tasks. This provides a Schedule for the selected Resources where they select from
the list of Tasks and post to their Daily Schedule Work Order marking as completed.

In this document we are going to run through the process of Scheduling - there is another describing the
Work Order Process.

Creating Schedule
1. Loginto ePonti
2. Navigate to Projects section
3. Select a Project
Note: If you are utilizing D-Tools then it is recommended to run the [Sync] button to making sure the
latest information.
4. Open the Tasks tab

“ponti vere@

5. Next filter the Tasks based on the scheduling requirements
6. Select the Tasks
7. (Click the [Refresh] icon button next to the Est Hours field

Assign Tasks
Est Howrs ’— i-
Start Date

s |In-Progress -

]
Q

Resources | Dan . ,_.".{‘
Demo
Jack

8. Now the Start Date and Status

9. Next, determine the Resource(s)
Note: To select more than 1 Resource hold the [CTRL] key as you Left-Click

10. You are now ready to select the [Create Schedule Work Order] icon button
Note: This is the farthest Icon button next to the Resources, pause your mouse over the Icon to
make sure you have the correct one.

Confidential



designecentral.

Schcduling Processvi.2

11. Anew window opens displaying: Resources, Estimated Resource Hours, and Number of Days

Schedule Work Orders

@ X

# Editselected ' Refresh

Resource Est Res Hrs Mo Of Days

Dan 5.50 0.69
Jack 5.50 0.69

12. Here based on the Total Estimate Hours divided by the Resources will determine the number of Daily

Schedule Work Orders and Hours

13. If for some reason you need to modify anyone select the Resource next the [Edit selected] button

above the top row
14. Edit either Hours and Days

Schedule Work Orders

@ o X

|Z| Update |E| Cancel editing @ Refresh

Resource Est Res Hrs Mo Of Days

Dan 5.5 0.6875

Jack 5.50 0.69

15. Once you are finished select the [Update] button
16. After making all modifications select the [Save] button

17. Letitrun

18. Now they are posted to the Calendar and have sent an E-Mail to Resource(s) so they are ready to

fulfill assignments.
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Fulfilling Schedule

These steps will describe the process of a Resource to complete their Assigned Scheduled Work Orders.

1. Loginto ePonti
2. Locate the Schedule Work Order via the Calendar or Project section and open

Scheduled Work Order Information + & = d X

wos (WO - 139 View Task Resource EstHrs Actual Hrs  Actual Date

- No records to display.

= | Cancelled -

= |7/19/2011 8:00 AM [c]

s | @ Editselected 0 Refresh

Resource EstHrs ActHrs  ActDate

No records to display.

3. You will now need to select Tasks which will be accomplished on this Scheduled Work Order
4. To accomplish this click on the [+] Add Items button - located to the upper right
5. Another windows opens displaying the list of Tasks which were selected

Select Items + x

£ Hem SKU Category i
| o o o

] ADA AAML-1 AAML-1 MAccessories

[F]  ADA AQuadritune Cha AQuadritune Cha Audio Sources

= Mclntosh MMEN220 MMEMN220 Amplifiers

=] McIntosh MMPC1500 MMPC1500 Power

] McIntosh MMX150 MMX150 Receivers

= Panasonic TH-50PH20U TH-50PH20U Display Devices

/| Samsung SBD-UP5000 SED-UP5000 Video Sources

6. Select the Tasks by checking each
7. Then the [+] Add icon button
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8. Next you will be back to the Scheduled Work Order

Scheduled Work Order Information + [Xs ) d x
wos [WO - 139 View  Task Resource  EstHrs  ActwalHrs  Actual Date

¥ Melntash MMEN220 Jack 0.00 0.00

¥ Melntash MMPC1500 Jack 4.00 0.00

LRIERIERIE]
J

¥ Melntash MMX150 Jack 0.00 0.00
Cancelled

oaf 7/19/2011 8:00 AM [c]

| # Editselected 2" Refresh

Resource Est Hrs. Act Hrs Act Date

Jack 40 0.0

n v

9. To update your Actual Hours & Date select Resource then the [Edit selected] button
10. Now complete the Actual Hours and Date then the [Update] button
11. Update the Status, Cost Code, & Pay Type

12. After making all the modification required select the [Save] button

13. The Schedule Work Order has been modified successful it | snow ready for review and approving by
Management
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Approving Schedule

Now that a Scheduled Work Order has been fulfilled it is now should be approved by Management before it
will be transferred to Accounting.

1. Loginto ePonti

2. Navigate to the Schedule Work Order either via the Calendar or Projects section
3. Open the Scheduled Work Order

Scheduled Work Order Information + [Xs ) d x
wos WO - 139 View  Task Resource  EstHrs  ActualHrs  Actual Date
Resource | Jac - 7 Mdntosh MMEN220  Jack 0.00 100 07/19/2011
hd 77 Mdntosh MMPCL500  Jack 400 350 07/19/2011
° e M 77 Mdntosh MMX150 Jack 0.00 100 07/19/2011
Completed -
7/19/2011 8:00 AM [c]
feeuress | 2 Editselected ) Refresh
Resource  EstHrs  ActHrs  ActDate
Jack 40 55 7/19/2011
cost code | 510 Finish Equipment - 14 U C
s= | Regular -

Review Tasks, Actual Hours & Date

If approved then change the Status

Now the [Save] button

This Scheduled Work Order has now been Approved by Management

N oV o
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Reports

There are several reports which could be run displaying the information in various ways.
Work Order - displays a selected Work Order
Resource Allocation — displays Tasks Assignment by Project, Stage, User and Date Range

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

Product Installed Report - displays Product Information based on Manufacturer, Model, and 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 the Reporting section

“ponti vee@

3. Locate aReport
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4. To run areport Single-Left-Click on the View icon - first column

Schcduling Processvi.2

Martinez, CA 54353
925.23%.0288

Customer Joe Demo

Date gfasfzen

C# 25

t Demo Project 1(C03)

Resource Demo

Work Order Report 2 X
= [Demo Project 1(CO3) [=] wo: (WOE25  [7]
Q9O K £ oft  » 3[100% [=] Export to the selected format[=] Eport B i
Work Order
po box 586

m

Ao tmod

Bar 1o} EstHrs
ADI B1so AU-BAR-001 1250
Bar Subtotal 12.50

Activity Area o Est Hrs
ADI B1go 12.50
AMX AVS-MD-3232-007 12,50

Let it run

0N oW

[=]

ves [WO#25  [+]

[=] Export to the selected format [ ]
Export to the selected format
Acrcbat (PDF) file

C5W (comma delimited)
Excel $7-2003

][ 1000%

Rich Text Format
TIFF file
Web Archive

Date glasfzan

WO# WO# 25

Now you are able to select the Export Option from the list

Based on the selected report there may be multiple Filtering Options to the top of the Report
After making your selections click the [Run Report] icon in the upper right next to the “X”

9. Once you made your selection click the [Export] link and follow the onscreen instructions
10. After the successful running of a Report Close the Report Viewer and you are back to the ePonti

Reporting section
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