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Introduction

The Timemaster Workflow module provides a standard, central check-list of actions to be
carried out on a project, under-takes a lot of the repetitive work of populating the documents
with project data, and provides a centralised filing system for all project related files and

emails.

For those organisations operating a quality management system, Workflow becomes the
quality management system, customised to include your documents and procedures.

The Timemaster Workflow system provides the following functionality:

Provides a checklist of actions required on a project.

Centrally files all outgoing project related documentation so all documents are easily
accessible to all persons involved in the project.

Files project related e-mails and external files so they are included in the project
documentation.

Allows some actions to be marked as not required with a reason.

Allocates staff responsibilities and dates due to key actions.

Populates project documents automatically with repetitive project related data.
Allows additional data to be entered on a project using question-answer items.
Provides facility to link online guidance from your quality system.

Keeps an audit trail of changes made to check-list actions.

Makes it easy for others to see how far projects have progressed and what is left to
do.

Additional actions for which there is no standard document such as letters, faxes,
memos etc. are automatically filed along with the rest of the project documentation.

Timemaster Workflow Product Overview Page 3 of 14
(c) Orica Software Systems



The Project Checklist

The hub of Workflow centres on the project checklist. The project checklist is a list of actions
which are normally carried out on a project. Each of these actions may:

e Be marked as not required

e Be allocated a due date

e Be allocated to an individual or service
e Be allocated a status and a comment
e Have documents attached to them

Using the Project Checklist it is easy to see which items are not required, which items have
been done and which have yet to be done. You can also see who actually produced the letter
or document and when it was completed.

o BEE|
D 5] Dﬂ‘ x @ o ] - > o 1 ‘ o]
New Edt  Delete  Copy Help Ezxplore BRepoarts
Search Action Title Far @& Find
Code Rev |Title Responsible Ser... Date Due Caormme. .. |Current Status |Date Complete |
= INBOX 1 |Incoming Emails | |
EMAIL 1 |Request For work | ]
-l2 1 _Dutline Proposals | | David Blue AR
+|2_00 il _QUESTIONS | | David Blue AR " 4 23f11/2006
+z_01 i _Compile,l’amend Project Info (as available) | | David Blue AR v COMPLETE 23112006
z_03 1 _Complete Commissioning Farm {¥elaw) Ej Diavid Blue AR v COMPLETE 23/11/2006
+2_04 il _Acknowledge Commission - Project Co-ordinator? | | David Blue AR v COMPLETE 23112006
LCL 1 _Reminder for finance code ar order | | Diavid Blue AR v COMPLETE 23/11/2006
-I|2_o6 1 Prepare Project Plan |David Blue AR |
| | *
z_06_0z2 1 |Prepare Project Plan {Simple) | | David Blue AR 271072006 A
y- - o-H |-+ -206.05 - L~ _Project Rlan —accompanying memefletker- - — - - — — = > | [ |David Blue AR
1 z_07 1 _Land CwnershipStats Request Form David Blue AR DRAFT
: +|2_08 1 |Siter Ownership and Stats Letters | | David Blue AR
: +|2_09 1 |Reguest Land, Drainage, Structural Surveys | | David Blue AR
1 Z_10 1 |Request for (g input From other disciplines) | | [ |David Blue AR
: +|2_11 1 |Request Asbestos Survey [ |David Blue AR
! +z2_12 1 Carry out COM: Stage 2 Activities {checklist) David Blue AR
' | k|
| +(2_13 1 |Drawing/Dacument Register | | David Blue AR
: +|2_14 1 _Hold Design Team Meeting {if required) Agenda | | David Blue AR
1 z_15 1 |Reguest Repart and Estimate [ |David Blue AR |27/07[2006 Ay
: +|2_18 1 _Compile Feasibility Study Report | | [ |David Blue AR | 27I07[2006 Ay
: z_19 1 _Scheme Design Report (Devon) | | [ |David Blue AR 04/09/2006 A
| +|2_20 1 | Custamer Evaluation | | David Blue AR 040972006 Ay
: +|3 1 _Detailed Proposals David Blue AR
1 + |4 1 Tender Action David Blue AR
. | | [ |
1 | £ b
' |
: ¢ Completed 3 Mot Required A Overdue [ Mo Document Drocument @ Question lﬂ Attachments
. |
|
' [ :
.-~ Each action with a Document icon ( ) or (&) is linked to a document. Double-clicking or clicking
the Create button at the top will generate the document.
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Populating Documents

Workflow uses your existing Word and Excel quality management documents. In order to
populate these straight from Workflow, it is necessary to embed tags within them. When
processed within Workflow, the tags will be replaced with project information.

= BEEE NEE
File Edit Miew Insert Format Tools  Table  Window  Help - x|
= o a2 'w e Final Showing Markop — » Show~ | & & & » Zp ~ (2~ 2 EH .
= z
[ & @ & Acquire Inage (= e <
H& S8 SRy B
CLIENT 4 Normal +Bold - drial 81z B 1 u ; =

=
&
w0 CONTRACTS
&

= £ s0% -2 ’_’I
O-2-A-

L ‘u‘1-.-8‘.‘1-|-z-w‘3-|-4-w‘5‘|-s-|‘7‘|-a-w-9‘|10-\-11‘|‘12-|-13‘|-14-|-15-w‘1s-w-1b|‘1s‘n-19 =

EXTERMNAL

PROJECTS

=I- 0 - Project Header
Client Liaizon Email
Client Liaizon Job Title
Client Liaison Mobile
Client Liaison Name
Client Lisizon Sahtation
Client Liaizon Tel No
Commission Date
File Reference
Finance Code
Lead Group
Lead Group Mame
Lead Service
Lead Service Mame
Leader Email
Leader Job Title
Leader Mobile
Leader Mame

ARG, G0 0 RS o 30 [ 65

TR

A

Leader Saitation
Leader TelNo

Order Mo

Project 1D

Project Leader ID

Project Status
Project Status Code Ll A Thank you for commissioning D&PS to undertake this project. | confirn receipt of your
Project Title commissioning requirements

1-work Detall
2 - dditional
3-Yalues
4-Motes
5
3

VR s

| will be the Project Co-ordinator for the project, and | will contact you in due course to
discuss your requirements in mare detail. In the meantime if you require any further
information, please do contact me by e-mail or by telephoning the above number.

- Lead Information

[

- Fees and Costs | would be pleased to receive your MPGL code for undertaking the project

+- 7 - User Fields
SERVICES

STAFF

SURVEYS A
TASKS
TFUNFRG

It would be helpful if you could please use the above Project Number and Title on all
correspondence A

We look forward to working with you on the project

[N IS DN NSO - - |

-

Your standard quality documents

The workflow tag

program Drag the tags into the correct locations in your documents

All the tags you need are automatically created within Timemaster, including some for fees
and invoiced values.

You may now also add your own fields (user fields) into the Timemaster database and include
these in your documents as well.

Tags may also be written to retrieve information from any external databases, as long as they
are ODBC compliant, as long as you write these tags yourself.
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Creating Non Standard Documents

There will be many times when you wish to create an ad-hoc letter, fax or memo. To save you
looking up the project details, client or contractor address each time, you can create ad-hoc

documents and allocate them to “quick” actions.

Step 1 — Select a position in the list where you want the letter stored (or create a

dummy action under which all letters are stored)

% CON-007 - Northtown Roads Depot - Alterations to form first floor, offices

O = X € O .
Mew i Edit  Delete  Copy Help Explore Reports
Insert Action Before f— .
Insert Action After ¢4 Find
Responsibh
Insert Quick Action Before 3 Highways
Insert GQuick Action After 3 Elank Establish Crder |David Blu
Insert Quick Ackion As a Child ¥ Blank Fax |
L . David Blue
Add Action{z) to the list Faxta BL_"MIHD services .David Elue
Fax ko Client
Cancel Fax to End User | ) | [Ey|David Blus
== = ™" Fax to Contractor are | | _David Blue
255 + _Reeere General Progress Maote | D _Bavid—Bk:ne
LCL L |Reming  eermal Memo || B |David Blue
+|2_0& 1 Prepat | etter Blank David Blue
1 Letter b Clisnt [B) |David Blue
1 Letter to End User
1 Letter ko Contractor || |David Blue
1 Memo Elank | [ |David Blue
1 Memo to Building Services [ | David Blue
H 2 12 1 :Carryn Memo ta Client :David Blue
213 1 |Drawiy  Memata End Lssr || |pavid Blue
2 14 1 |Holdp ~ Mesting Minutes a David Blue
2_15 1 .Raque Meeting Natice | | 0 .David Elue
2 18 1 Compil Allocated Project Photographs [} |David e
219 L |schem| DlankSheet of Paper | [} |pavid Biue
| Blank Excel Workbook | | |
+|2_z0 i LT R —— | | _Dawd Elue
+l|3 1 Detailed Proposals David Blue

Step 2 — Complete the letter

This will create a document
based on a “Letter to End
User” template and place it
before the 2_08 action.

The advantages over just
using Word outside Workflow
are:

e The name and address of
the tenant and the project
details are already
populated

o The letter is automatically
filed in the project directory

e The letter is available to all
others involved in the
project

&l | etter to End User_0001 - Yisit to Tenant.doc - Microsoft Word X
Fle Edit ‘iew Insert Format  Tools  Table  Window  Help - X
Final Showing Markup — ~ Show = 4 @ U -~ Zp - (3~ iz = .
0O =& @ @acureimage = & & [& ¥ BT o e 1T & -3 2
41 Normel - dial -2 - BIUEE=ESE-EEEEO-2-A,
L -w-1‘1g-w-1‘1-2-1-3‘1-4-1-5-1‘5-1-7-1‘e-l-g-w-m-l-u-w-12w-13-w-14w-15-|-15w-1hw-13-1‘19 Ta
. 1=
+
'; Dear
o:—o PROJECT NO: CON-D07
- PROJECT: Northtown Roads Depot - Alterations to form first floor offices
:; :/:'\tlh reference to our recent telephone conversation | confirm our visit to your premises on
Z e
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Step 3 — The letter is automatically filed

% CON-007 - Northtown Roads Depot - Alterations to form first floor, offices

= .
[ = € 39 . G+ § cu
Hew Edit Copy Lreate Help Explore Beports
Search Action Title Far @ Find
Code Fev |Tite Responsible Ser... Date Due Comme... |Current Status Date Comple
+ | INBOY 1 Incoming Emails
-z 1 Outline Proposals David Blue AR
+2_oo 1 QUESTIONS David Blue AR | V | 23/11)2006
+ 2 01 1 Compile/amend Project Info {(as available) David Blue AR v COMPLETE 23112006
2 03 1 |complete Commissioning Form (Yellow) @ | @ |pavid Bue AR || |cOMPLETE 2371 1/2006
+2_04 1 Acknowledge Commission - Project Co-ordinatar? David Blue AR V :COMPLETE 23{11/2006
205 + Rocerd of Commission (Devan) [ Bavid-Blue AR |oioTizoee | || |
LCL 1 Feeminder for finance code or order David Blue AR v COMPLETE 23112006
+ | Z_06 1 Prepare Project Plan David Blue . |
2_07 1 Land CwenershipfStats Request Form David Blue
T 1 oo e
+ | 2_08 1 Sike Ownership and Stats Letters David Blue
+|2_09 1 Request Land, Drainage, Struckural Surveys David Blue
210 1 Feequest for {eq input from ather disciplines) [ |David Blue

The same technique would be used to add project documentation which has been created
outside of workflow to the checklist.
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Filing E-mails
Incoming and outgoing e-mails may also be filed into the checklist if you are using Outlook or

Lotus Notes. This process extracts the e-mail and any attachments and keeps a copy in the
project folder. The e-mail may then be deleted from the Outlook database.

The process is the same for incoming and outgoing e-mails.

From within Outlook and additional button is added to the toolbars.

™ Kirkton Payment Certificate - Message (HTML)

File Edit ‘Wiew Insert Format  Tools  Actions  Help

GoReply  CRaReply to Al & Forward S y X &-w-

£ [7) 8 send to Timemaster

Fram: Graham Tree Sent; Man
Tot Graham Tree
Cot

Subject:  Kirkton Payvment Certificate
Attachments: B Certificate 2 For Kirkkon.doc (73 KEY; B Kirkton Core Payment Makeup(2).doc (63 KE)

lan

Fleasze find attached the Kirkton payment cerificates as promised
Keith says as far as he is aware there is no CIT to pay.

Multiple messages may be filed in one go from the messages list view or from within the
message itself. Clicking on the Send to Timemaster button opens a project selector window.

* Allocate File To a Timemaster Project or Folder; ‘Z|E‘E| L~ SeIeCt|ng a pI‘OJeCt Only will attach
Select the project or favourite folder to allocate the selected emailis] to, when allocated the the ema|l tO the IN BOX or OUTBOX
document(s] will be copied to the relevant project folder. If the selected project contains acti .

@ you can optionally allocate to specific action. aCtIOn .

Send Dptions

f* Save Meszage With Attachments

" Save Message Only

" Save Attachments Only

Show Which Projects:

" Favouites  Staff Invoked & All

TS

Selecting an action within the project
will attach the email to the selected
action

" Favourite Folders

{+ Timemaster Projects

Cd Refresh

Project ID w || Project Title: - |Client / \:l H
+ CON-003 The ABZ Contract kanagament Hull City Council Sa ve Messages W'th AttaChments
+| CON-004 Zitle Street Roundsbout Hull City Cauncil Both the message and any
+| CON-00B StJames House Hull City Council attach ments W|” be Copled to the
projects folder
Achion Code ‘ACHDI’\ Title: / |Se|wce =
2 Outline Proposals AR
2_00 QUESTIONS 4R Sa ve Message only . )
20001 Type of Project Plan Required? AR On |y the message flle IS COpIed tO
2 0002 |z Land in the ownership of the Council? AR H
20003 |5 & Customer Evaluation Form Required [S chy#ne Mot Progressing) | AR th e p rOJeCtS fo l der
2.0 Compile/amend Project Info [as available] AR
2_.m_m Amend Praject Details AR Sa ve Attachments only
2.01_02 Amend Client Details AR .
2_01_03 Amend Design Team Detals AR only the attach ments are COpIed

The e-mail filed in the project checklist, in this case, under the INBOX action.

@& CON-007 - Northtown Roads Depot - Alterations to form first floor offices

oD, & X € . o .

Hew Edit  Delete  Copy Help Explare Reports

Search Action Title Far @4 Find
Code Rev |Title Responsible Ser... |Date Due Comme.
=1 INBOX 1 Incoming Emails

EMAIL 1 U]
-2 1 Outline Proposals David Blue AR
+ 200 1 QUESTICONS | | _David Elue _AR | w
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Back in Outlook, one of the user-defined fields holds the Timemaster project id and action the
email has been filed under.

Look Far: ~ Search In+ Find MNow Options *

Y [ % | @ From Subject Received workflowProjectID |Workflows., .. | Siz

Reqgues . S11) 7
= 0 Graham Tree Technopole Document Register Mon 0612104 ... Al2345 54,

= @ Graham Tree Tender list again Mon 0612104 ... A12345 52,
= Graham Tree Tender List For Technopole Maon 06/12/04 ... TEST 17.
= Graham Tree Structural Engineet's address Maon 06/12/04 ... 4k
= Graham Tree Praject Delivery Plan For Technopole Maon 06/12/04 ... & 4k
= 0 Graham Tree Kirktan Payment Certificate Mon 06/ 1Z04 ... CON-007 14,
= @ Crica Software Support Crawing Schedules Struckures Mon 06/12/04 ... Al2345 12,
= 0 Crica Software Support Cuskomer evaluation form as requesked Mon 06/12/04 ... 3z,
@ Daryl smith RE: Buildings Insurance Quote Mon 06/12/04 ... ak

The e-mail and attachments are filed in the projects folder automatically. Clicking the Explore
button opens the project folder which contains all the e-mails and other workflow documents.

R

@ CON-007 - Northtown Roads Depot - Alterations to form first floor offices

0D, & X € . o .
New Edit  Delete  Copy Help Ezxplore Reports
Search Action Title For @ Find ’
Code Rev |Title Responsible
=1 INBOX. 1 Incoming Emails
2 | kkon Payrnent Certi
EMAIL 1 Request for waork
=2 1 Outline Proposals David Blue
|
=covor o]

< > l? /'-_\J Search W= Folders | Pl [ 3 x 9 =

Address |@ C:ATimemasteriYersionZ2\Project DocumentsiCOMN-007 , V| Go Links **

Z_03_0001.doc 2 04_01_000... 2_06_0Z_000... 2_07_0001.dod Z_03_01_000 ab Tender Ab Tender Ab Tender Ab Tender

.. Inwitation Lett... Invitation Let... Invitation Lett...
i g = i : ;

Certificate 2 for  Kirkkon Core Letter ko Letter ko End Y, [Kirkkon Payment  [Request for
Kirkton.doc Payment Ma... # Client_0001 ... User_0001 - Y., M Cerkificate]_0... work]_231106..,

Timemaster Workflow Product Overview Page 9 of 14
(c) Orica Software Systems



Attaching Files from Windows Explorer

In addition to generating documents from within Workflow and importing existing documents,
you can also attach any other file from Windows Explorer into the Workflow checklist. These
could be any files received from external sources or scanners.

This example shows how pictures from a digital camera can be attached.

Most cameras deposit the pictures in a folder such as “My Pictures\Camera\Date\Pics”.

Photographs are filed by multi-selecting from within Windows Explorer, right-clicking and
selecting the Send-to option, followed by the Timemaster option from the Send-to menu.

=3
File Edit Wiew Favorites Tools  Help :,'
. = = B o) B,
e Back. </ l_? 7 ) Search ‘ H_ Folders | 'y |37 x n v
Address |l’f} Ciiphakos v| Go
Folders X ~
I5) Dacuments and Settings e
[5) DRIVERS
I5) FLEXODEC
D13m Preview
15 Inetpub Edit
[ mssaL Brint
= 3 photos Refresh Thumbnail o
[ company logos
) original Rotate Clockwise W
) pof Rotate Counter Clockwise
[ Powerpoints Set as Desktop Background
3 Program Files - Convert for CLIE
g Sample Reports e | Open With ) —
Temp Add bo Zj
Zp
[ Timemaster Hpim1173.jpg Q 7.ipg
23 TimemasterTnis @ Desktop {create shorbout) Send To
3 vhaDacs 124, DirectCD Drive (D) cut L
I3 WINDOWS @ Copy
@ WTemp Documents To Go =" B
2 DYDCD-RW Drive (D) _J Mail Recipient Create Shorteut -
% devel on 'peze00 (H:) () My Documents Delete B
D ts on P d Renarme
= ocumenls on olwere - &9 share-to-web Upload Folder
%, Mssgl on 'Pe2500° (1) Praperties 3.dpg
e poese— . [
3 (R T P, ln_ﬂl—nTl A é DVD{CD-RW Drive (D:) I,

File to copy: Multiple Files Selected

Select the project ar favourite folder to allocate the selected email(z) ta, when allocated the
document(z] will be copied to the relevant project falder. IF the selected project containg actions
you can optiohally allocate to specific action

Send Optiohs Browsae

s " Favourite Folders

o

(- e Timemaster Projects
Show Which Projects: Search far:

" Favourtes ( StaffInvalved & All| Search for U4 Refresh| 2 Clear
Project 1D ~ || Prajec] oup {Fold -
+/ CON-003 The A Enter the folder name where you want to store the sel
+| CON-004 Castle| files. ie. Site Photographs, Contractor Drawings
+| CON-006 St.Jan]
= COM-007 Morthh j

Praject Actions [Select & Care]
Aotion Code |Action Ti v
1] Attachments & Extemnal Docs AR
0_AR Architects Attachments R
0 EM Enginesiz Attachments AR
2 Outline Proposals AR I:I
200 GQUESTIONS AR

Attaching files from Windows Explorer brings
up the same project selector that shown
when attaching e-mails, except you can
additionally enter a sub-folder in which to
store the files.

Sub-folders make it easier to locate
/ the file from the Explorer button.

In this example, additional actions
have been created as place-holders
against which to attach external
files. One for Architect sand one for
Engineers.
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® CON-007 - Northtown Roads Depot - Alterations to form first floor, offices

D . =& X =5 = € . G | . P
Hew Edit  Delete  Copy Lreate  Delete Help Explore Bepoits
Search Action Title For I @& Find
Code Rev |Title Responsible Ser... Date Due Comme. .. |
TMEBC 1 Incoming Emails
=g 1 Attachments & External Docs David Blue AR
1 Architects Attachments R
1 Engineers Attachments D Insert +
=2 1 Outline Proposals & Edit Action Details 4
2300 L REESTIOHS Architects Attachments .C\ttﬁt_hments
2.0 1 Compilefamend Project Infa (as i C
- X Delste Action )
2_03 1 Complete Commissioning Form | Edit Attachments @
2_04 1 Acknowledge Commission - Proje Uncomplete This Action » d
+ 3 T ; Site Photographs
_ tark. P ding Acti Mot Required 5
LCL 1 Reminder for finance code ot o Ak FrEceding Ations as et Require | 11 C
— . 1 3

The pictures are filed in the sub-folder Site Photographs

The action code has an attachments icon to show there are files attached.

% Site Photographs

File Edit Wiew Faworites  Tools  Help ﬂ"
& i
- &Y ) ; 5
@ Back &/ LE 7’ Search EE‘“ Folders | |=p | 3~ x n
Address |B i Timernaster\Wer sion22\Project Docurments |\ COM-00715ite Photographs A | Go | Links *
Falders x Mame Size Twpe &~ Date Maodified
= [b Project Diocuments s @ HOO11180.jpg G7KE  JPEG Image 10/05/06 08:26
2 3 con-o07 @Hpimll?S.jpg 71KE JPEG Image 10/05/06 0826
"""""" et e Photographs @ Hpim1174.jpg 100KE JIPEG Image 10/05/06 08:26
I TEST1
) TESTZ
I3 TEST-2 -
[ﬁ) Timemaster
() Workflow Templates
7= Timemasternis b,
< I | »
3 objects (Disk free space: 1,98 GEB) 256 KB gﬂ My Carmputer
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Custom Reporting

The example sheet below illustrates how Workflow could be used to provide a custom report.

Using the calculation facilities of Excel, Workflow tags have been embedded in a spreadsheet
containing details of fees, targets and expenditure. Excel uses those to report under or
overspend and colour the cells accordingly according to whether the project is within target or
not.

This illustrates a number of features:

e  Workflow works equally well with Excel documents

e Reports can be embedded in the checklist along with all other project documents

e Reports may be requested on demand by professional and copies at key points within
the project may be frozen

Ed Microsoft Excel - 2. 214R_0001.xls

@ File Edit Wiew Insert Format Tools Data  Window  Help -
NEdaf SRY tBE-T o @z-4HE @ -2, @ @ e
il -0 -|B 7 ulE= Hw, B4 EEQO--A-. @.
J35 - £ =IF(D31+F31+H31+J31+L31 +H31 =0, "PROGRAMME OVERUNNING","WITHIN PROGRAMME")
A B B D E F G H I J [ k] L [ M N
1 PROGRESS REPORT
2
3 Project: A12369 P/L: David Blue Report Date 27/11/06
4 Title: Locking Hether Academy - E i to form two classrooms Project Value 90000
5
5 TIMECHARGES ARCH ENG as OTHER TOTALS
7 Limit Actual Limit Actual Litmit Actual Limit Actual Lirmit Actual Remain
g Stage A (hours) ul g 1] 1] 1] 0 0 ul ul g -6
g Limit (£) £ £273 £0 £0 £0 £0 £0 £ £0 £223 -£223)
10
1l FEE TARGETS Target Actual Target Actual Target Actusl Target Actual Target Actual Remein
12 Stage © (hours) 32 22 12 0 12 0 0 i} a6 22 34
13 Stage E (hours) 45 2 16 1] 28 0 0 0 a0 2 65
14 Stage H (hours) 13 0 5 1] g 0 0 0 ] 1] 26
18 Stage K (hours) 32 0 12 1] 20 0 0 0 B4 1] 64
16 Stage L (hours) 5] 0 2 1] 12 0 0 0 20 1] 20
17 % Cormpletes% Spend 12.50% 18.62% ) 0.00% 0.00%[ 0.00% 0.00% 0.00% 0.00%[ 6.32% 9.41%
18 Target So Far 16 1] 1] 0 1B
12 Grand Totals 129 24 47 0 79 0 0 0 255 24 231
20
21 FEE EXPENDITURE Income Spend Income Spend Income Spend Income Spend Income Spend Profit
22 Total Fees £4.500 £1,800 £3,150 £0 £9.450
23 Fes Income/Costs 0 £608 £0 £0 £0 £0 £0 0 0 £608
25 Profit -£608 £0 £0
26 Frofit %age 0.00% 0.00% 0.00% 0.00%
27
28 Stage A C E H K L
28 Start Finish Start Finish Start Finish Start Finish Start Finish Finish
30 Programrme | 09/10/2006  07/12/2006 | 08/12/2006 | 30/01/2007 | 060272007 21/05/2007  29/06/2007 | 02/07/2007 02/04/2008 | 18/01/2009
32 Actual| 28/08/20068 25/8/2008 31/08/2008
33
34 Target Profit: Frogramme:
3| |AHEAD OF TARGET [FEES OVERSPENT | [#ITHIN PROGRAMME I
36
37
35
W 4 » Wi\ Sheetl / [<]
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Document Search

Timemaster Workflow contains a document search facility.

The search facility finds documents by searching on project, action and document titles and
can also carry out searches based on the document content. The document search can
search all project folders and sub-folders if required.

This is useful for a number of reasons.

e To search for a lost document
e Tofind a document used for a similar purpose on another project
e Tofind all documents addressed to a specific person.

Once a document is found, double-clicking it will open the document.

% Workflow Document Search Q@E|

= F'rc*ects Folder Enter the text to
search for:
finance v
<“-1----
[ [File Name ~|[Froject ID «|[Praject Title ) Fields (&) Files
@ Letter to Client_0007 - Reminder for finance code of <<Unknowns > C:ATimemaster\Yersion224Project Documents \COM-0074Letter ta C Directory:
@ E_04_04_0001 doc << Unknowns» C:ATimemaster\Y ersion22\Project DocumentsATEST-246_04_04_0( [ Project Documents v
@ 3 16_0007.doc <<Unknowns> C:ATimemaster\yersion224Project DocumentsATEST143_16_0001 ¢
@ Ab Tender Insurance Memo_1.doc <¢Unknowin:» C:A\TimemasterYersion224Project Documentsh TEST14%h Tender I | File Type(s):
@ Ab Tender Service Desk Memo -R&M_1.doc <<Unknowns> C:ATimemaster\Yersion224Project DocumentsATEST14b Tender S = Anything
= Office Files
Wwiord
Euxcel

PowerPaint
= Outlook [tems
E-Mail

Last Modified:
(%) Anytime

() Last Manth
() Last Wesk
() Thiz Manth
() This ‘week
(O Taday

() Yesterday
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The search type, Fields or Files defines whether you search only fields and titles (Fields) or a full ----
text search on all documents from a selected folder (Files).

Searching Fields is quickest but will only search project and action titles.
Searching Files will take longer as it searches document text

In the above example, 5 documents have been found containing the word “Finance” in the
body of the document. The documents relate to a number of projects.
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Opening the Checklist from the User’s Home Page

The Workflow module adds a new tabbed page to the messages section of the home page
and includes actions in the calendar. The actions that are included are defined by the systems
implementer when designing the checklist contents.
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The calendar area contains a
shaded day for each action
which is your responsibility
occurring on that day.

Only actions defined to
appear in the calendar will
be shown.

The Workflow page contains
a list of all actions due for
either the selected day (that
you have selected in the
calendar), or week or month.

Click the day, week or month
you wish to view.

The right-hand panel shows
a description of the action
currently highlighted.

Click on a shaded day to
view the actions due on that
day.

To cut down on the number of actions appearing in the calendar, there is a setting on each
action code that determines whether it is included or not.

The actions shown in the outstanding actions due list (C) provide a quick entry point to the
checklist associated with the action’s project. This allows project managers and users to
quickly view the actions due in the current week or month and jump straight to the project in

order to process them by double-clicking on the selected action.
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