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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. 
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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. Log in to 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 

 
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 

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

 
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 

 
15. Once you are finished select the [Update] button 
16. After making all modifications select the [Save] button 
17. Let it run 
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. Log in to ePonti 
2. Locate the Schedule Work Order via the Calendar or Project section and open  

 
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 

 
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  

 
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 I 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. Log in to ePonti 

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

3. Open the Scheduled Work Order 

 
4. Review Tasks, Actual Hours & Date 

5. If approved then change the Status 

6. Now the [Save] button 

7. This Scheduled Work Order has now been Approved by Management 
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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 

 
3. Locate a Report 
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4. To run a report Single-Left-Click on the View icon – first column 

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

6. After making your selections click the [Run Report] icon in the upper right next to the “X” 

7. Let it run 

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

 
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 

 


