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FIELD WORK CENTER Trainer’s Guide
Day 1

Day 1:

Mobile Field Manager Hardware/Viewpoint Workflow

Handheld
Devices

Mobile Field
Manager
Server

Viewpoint
Server

Active 60 Min Enterprise
Directory Framework

1) The PC communicates to Viewpoint and Mobile Field Manager.
2) Viewpoint communicates to Mobile Field Manager.

3) Handheld devices communicate to Mobile Field Manager (can access without an Active
Directory Account).

4) Active Directory communicates to the Enterprise Framework and then to Mobile Field
Manager.
NOTES:

e Payroll is entered and reviewed in in Mobile Field Manager and then uploaded to
Viewpoint.

e Working offline is like working with your email exchange; you can work offline and once
you're connected to the network, the system will update your workstation to RC.
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How to Log In

1. On the workstation, click on the Field Work Center 7 icon.

Field Work Center

Powered by Resource Commander

Login Name | |

Password | |

Show Environments List

[ Login J [ Exit ]

Connected

2. Login Name - Enter Login Name.
Password — Enter Password.

4. Show Environments List — Check the box to display Environments on the following
display.

5. Click Login to log into Field Work Center. Click Exit to discontinue the login process.

NOTE: The Connected message displayed in the lower left indicates an active connection
to Field Work Center.

If you checked the Show Environments List, once you click the Login button, the
following screen displays:

Field Work Center

Powered by Resource Commander

Environment Selection

Demo v]

Set as Default Environment

[ oK J [ Cancel ]

Connected

6. Environment Selection — Use the drop-down list to select the appropriate
environment.
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7.

8.

Day 1

Set as Default Environment — Check this box to make the selected Environment a
standard default.

Click OK to use the selected environment. Click Cancel to discontinue the login process.

NOTE: If the system is unresponsive, press Alt + F4. The screen will display an error
message to help identify/troubleshoot connection issues. You can provide this information to
Support to help them determine a course of action.

Application Settings

1.

N o v ks Ww

From either the login or Environment Selection screen, press F2 to access Application
Settings. The following screen appears.

Application Setfings O x
Enterprizse \Web Service URL
http:/ fustawvrescmd/Enterprse Framewor 40, Web Sve/Erterprise Data asmx
| Trace Output
| Show Detailed Trace Messages
| Trace ACS Assemblies Only
‘winte Debug Output

Farce Offline Operation

[ Save ] | Cancel |
b il

Enterprise Web Service URL — This is the address Field Work Center uses to locate
the login and configuration information. The Enterprise Web Service is frequently
specific to the client’s installation, and is available upon completion of installation. When
accessing Field Work Center for the first time, users will need to enter the designated
URL (provided by their IT department) here.

Trace Output - Leave as defaulted; used by technical support.

Show Detailed Trace Massages — Leave as defaulted; used by technical support.
Trace ACS Assemblies Only — Leave as defaulted; used by technical support.
Write Debug Output - Leave as defaulted; used by technical support.

Forced Offline Operation — This option is only used in rare circumstances.
Examples: user has an “air card” in the PC; user’s data plan does not have unlimited
data at no charge; the current connection is very poor.

Click Save to save the changes and return to the login screen. Click Cancel to discard
the changes and return to the Login screen.
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Hot Keys:

Ctrl_Shift_ R = Refresh Local Data Store
Ctrl + = Expand All on Manage Resources
Ctrl - = Collapse All on Manage Resources
Ctrl_H = History of a Particular Record
Ctrl _D = Duplicate a Record

Insert = Create New Header Row

Ctrl _Insert = Create Detail Row

Ctrl _D = Duplicate a Record

F3 = Create or Edit a Note

Rev. 6/28/2013

Trainer’s Guide
Day 1
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Personal Entry

NOTE: The fields displayed on the time entry screen will depend on the configuration of

your system. Therefore, some of the entry examples provided with this guide may not
match exactly with the fields your company uses.

1. From the main screen of the Field Work Center, select the Personal Entry tab (first

tab on left).
“7 Field Work center Personal Entry | Manage Resources Productivity Manage Time
Entry Code Type Period
H 06/02/13
HEQ® VR E e

2. Entry Code Type — Select the Entry Code Type. The four types used most frequently

within Field Work Center are: Hours, Units, Currency, and Equijpment.
3.

Period — Select the Period Ending Date for entering time. Then click on the Refresh
€2 jcon.

'Y/ Field Work Center

Personal Entry

Manage Resources Productivity
Entry Code Type Feriod
H 06/02/13
1 T e ‘-q‘ ot - .
H ﬁgﬁl lr\':) ru!f \ v [ & ’l,_.“.. =k Show All Weeks
Cost App. Payroll &pp. Locked Hours
[ J .0a

4. Add Header — If a new header is needed, click on the Add Header “- icon. This will
generate a new header record for a resource.

Rev. 6/28/2013 Page | 8
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Day 1

'Y/ Field Work Center | orogeFeson || Frosciiy || regeTme || Upis |

Entry Code Type | Period |

H 06/02/13

E @ @ ?ﬁ ¥, [show All weeks

| Cost App. | Payroll App. | Locked | Hours |

gl | @ ] & 00
Entry Code Company Job Phase Craft Override |Equipment Code |Hour5 Type | Mo 5/27 |
T

5. Add Detail - Click on the Add Detail “* icon to create a time sheet. You can enter
multiple time sheets for a period.

V] Field Work Center oy | s scs | Py | orstioe | teis |
Entry Code Type | Period |
H 06/02/13
E aa) E} ?g EE? NE'L Show All Weeks
| Cost App. | Payrall App. | Locked | Hours |
= |_| [ O ] .00

Entry Code Company

Craft Override | Equipment Code  Hours Type | Mo 5/27 | 1

.00
Description

Regular Hourly
1-10 Wacation Hourly E

1-2 Owertime Hrly

1-3 Double Time Hrly

1-6 Sick Pay

1-7 Subsistence -

6. Entry Code - Click on the drop-down and select the entry code.

.
'/ Field Work Center — vy | vermsetme | pest |
Entry Code Type Period |
H 06/02/13
g aa) \ 'ns EE? = Show All Weeks
= - i =
| Cost App. | Payroll App. | Locked | Hours |
gl ] O W] 0 00
Entry Code Company Job Phase Craft Override |Equipment Code | Hours Type | Mo 5/27 |
u
Code Description
1 R&R Construction Company
2 Vista Construction Company

7. Company — Select the company for which you are entering the time sheet.
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Day 1
.
"/ Field Work Center __ :
— Persenal Entry Manage Resources Productivity Manage Time | Upload I
Entry Code Type Period
H 06/02/13
L q —
H ngb E) Y.EL .J-",g E[c( !_3‘.- Show All Weeks
Cost App. Fayroll App. Locked Hours
=] [ [l O -00
Entry Code Company Job Phase Craft Override | Equipment Code | Hours Type | Mo 5/27
'CEEEETE— 0
Code Description Craft Template =
1000- First Awenue High School 105 .
1001- Key Bank - Midland
1014- Good Will Store
1015- Lenscrafters
1016- Key Bank - Fort \worth =
8. Job - Select the Job for which you are entering time.
'/ Field Work Center
E eld Work Cente Personal Entry | Manage Resources || Productivity || Manage Time Upload Reporting
Entry Code Type Period
H 06/02/13
: g =] T
H L"Eh Q) fla ];g EL:{ :—:“,. Show All Weeks
Caost App. Payrall App. Locked Hours
= O O O -00
Entry Code Company Job Phase Craft Override | Equipment Code |Hours Type | Mo 5/27 | Tu 5/28 | We 5/29
bF 11 1 1000- _3 .00 .00 .00
Code Description Unit of Measure  +
0131001 Project Superintendent - Labor MOS =]
015100---1 Temporary Electricity - Labor LS
015136---1 Temporary Water - Labor MOS
0152131 Job Offices - Labor LS
0152131 Chemical Toilets - Labor LS
031000-1--1 Pump Concrete - Labor LS
031000-2--1 Fine Grade Continuous Footings - Labor SA
031100---1 Form 5.0.G.,Mass, Top'G & Steel - Labor SF =

9. Phase - Select the Phase code for the specified Job.

TIP: Pressing F4 from many fields will display a quick lookup, allowing you to search for data
by selected criteria (e.g. search for a phase by phase code, description, and/or job).
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*V/ Field Work Center

Trainer’'s Guide
Day 1

Personal Entry | Manage R P y Manage Time Upload Reporting
Entry Code Type Period
H 06/02/13
i b — L
H @ Cd} Yn& |"? ﬂ_{_ = Show All Weeks
Iy
Cost App. Payroll App. Locked Hours
= o O O -00
Entry Code Company Job Fhase Craft Override | Equipment Code |Hours Type | Mo 5/27 | Tu 5/28 | We 5/29
brl1-1 1 1000- 031000-2--1 |Z| .00 .00 .00
Code Description
1-100-APE0-1 Apprentice 60% Shift 1
1-100-AP20-1 Apprentice 80% Shift 1
1-100-CM1-1 Cement Mason 1 Shift 1
1-100-FORE- Foreman Shift 1
1-100-JRNY-1 Journeyman Shift 1
10. Craft Override — Select the Craft Override for which you are entering time.
'/ Field Work Cent v oox
e or enter
£ Personal Entry | Manage Resources | Productivity | Manage Time | Upload ||  Reporting | Administration
Entry Code Type Period
H 05/02/13
4 7 PR | p— -
H @ ad) @ "!? ﬂ"-{' ‘:—__‘.- Show All Weeks A
I'F -
Cost App. Payroll App. Locked Hours
= 0 0 0 -00
Entry Code Company Job Phase Craft Override | Equipment Code Hours Type Mo 5/27 | Tu 5/28 We 5/29 | Th5/30 Fr5S
ke 1-1 1 1000- 031000-2--1  1-100-FORE-1 | |z| R} .00 R} .00
Code Description Parent Path -
1-10101 2004 Mack RD600 ED 10CY 1
1-10102 2001 Mack RLE00 ED 10CY 1
1-10103 2002 Western Star ED 10CY 1
1-10104 2004 Kenworth Ed 10CY 1
1-10105 2005 Kenworth Ed 10CY 1
1-10201 2002 Mack RLE00 w/Reliance Pup 1
1-10202 2002 Mack RL600 w/Reliance Pup 1
1-10203 2004 Kenworth wiSchetky Pup 1 -

11. Equipment Code — Select the Equipment Code for which you are entering time.

. | ]
V7 Field Work Center Personal Eniry | Manage Resources || Productivity || MansgeTime | Upload || Reportng || Administration |
Entry Code Type Period
H 06/02/13
" 7 R | p— -
H @ cd; @ |(e ﬂ‘__‘__ = Show All Weeks —‘
Cost App. Payroll App. Locked Hours
g o a a .00
Entry Code Company Job Fhase Craft Override | Equipment Code | Hours Type | Mo 5/27 | Tu 5/28 | We 5/29 | Th5/30 | Fr5
FEO1-1 1 1000- 031000-2--1  1-100-FORE-1  1-10201 ‘ E .00 R} .00 a0
Code Description
| | Job Time |
[ M | Mechanics Time |

12. Hours Type — Select J-Job Time for hours worked on a job, or M-Mechanics Time

for hours worked on equipment repair.

Rev. 6/28/2013
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Day 1

M e 1
Persenal Entry Manage Resources Preductivity Manage Time Upload Reporting Administration
Entry Code Type Period
H 06/02/13
it s 2 . i | L — ™
HEQ® [ ¥ 55 )
Cost App. Fayroll App. Locked Hours
= .00
Entry Code Company Job Phase Craft Override | Equipment Code | Hours Type | Mo 5/27 | Tu 5/28 | We 5/29 | Th 5/30 |Fr5
" 1-1 1 1000- 031000-2--1  1-100-FORE-1  1-10201 ) 8.00 o] .00 .00
13. Hours - Enter the hours worked for each day.
14. After you have completed entering your time, click the Save = icon.
* | P o [
/ Field Work Center = : —
- Personal Entry | Manage F{esnuroesl Productivity | Manage Time I Upload I Reporting Administration
Entry Code Type Period
H 06/02/13
= I . i = [show Al v )
H d;r,h] (d} .ﬁ ',& "l,_.“. = Show All Weeks . "]
Cost App. Payroll App. Locked Hours
= 3z2.00
Entry Code Company Job Phase Craft Override |Eguipment Code |Hours Type Mo 5/27 | Tu 5/28 | We 5/29 | Th5/30 | FrS
b 1-1 1 1000- 031000-2--1  1-100-FORE-1 1-10201 ) g.00 8.00 8.00 8.00
Daily Notes a5 5
Mo 5/27 for Fred R Thompson

Note 1

“You can enter your notes here.

Note 2

You can enter additionial notes here

15. Add a Note — Highlight the date field and press the F3 key. The Daily Notes window

displays.

You can enter up to two notes. Once you have entered your notes, click the OK button

and then click Save = .

Rev. 6/28/2013
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16.

17.

Day 1

"/ Field Work Center _ _ _ Bl
— Persaonal Entry | Manage Resources Productivity Manage Time I Upload | Reporting I Administration
Entry Code Type Period
H 06/02/13
" ik W P
H QEF {d) f,a I; EL‘_ = Show All Weeks N _‘
Cost App. Payroll App. Locked Hours

g B a B 52.00

Entry Code Company Job Phase Craft Override | Equipment Code |Hours Type | Mo 5/27 Tu 5/28  We 5/2% Th5/30 | Fr5

b7 1-1 1 1000- 031000-2--1  1-100-FORE-1  1-10201 ) = g.00 8.00 8.00 g.00

NOTE: When Daily Notes are available, a paper = icon appears next to the hours. To
retrieve the notes, highlight the field and press the F3 key.

You may add to or edit the text in both Daily Notes fields. When you are finished, click
OK and then Save. Click Cancel to exit Daily Notes without any changes.

'Y/ Field Work Center _ _ ———
— Personal Entry | Manage Resources I Productivity I Manage Time I Upload | Reporting | Administration
Entry Code Type Period
H 06/02/13
" 7 p— —
H Lgp ed) @ J'? E[cf :—_‘.- Show All Weeks '_‘
Cost App. Fayroll App. Locked Hours

B ] ] ] 32.00

Entry Code Company Jaob Phase Craft Override |Egquipment Code |Hours Type | Mo 5/27 | Tu 5/28 We 5/29 | Th 5/30 | Fr 5

1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 1 g 8.00 §.00 8.00 8.00
321313-2--1  1-100-FORE-1

Add an Additional Line - Click the Add Detail “* icon to create a new line. Then fill
out all the time information and click Save.

'V Field Work Center | _ -
— Personal Entry | Manage Resources | Productivity Manage Time I Upload I Reporting I Administration
Entry Code Type Period
H 06/02/13
4 i | L m— -
H Lgp {d) @ |{a E[cf =L Show All Weeks ’ _‘
Cost App. Fayroll App. Locked Hours
a B B [l 36.00
Entry Code Company Job Phase Craft Override | Equipment Code |Hours Type | Mo 5/27 | Tu 5/28 | We 5/29 | Th 5/30 | Fr 5
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 1 =| 8.00 8.00 8.00 8.00
1 1000- 321313-2--1  1-100-FORE-1 ) 2.00 2.00 .00 .00
JZ| 1 1000- 321313-2--1  1-100-FORE-1 ] .00 .00 .00 .00

Duplicate a Line — Highlight the line to duplicate and press Ctrl D. A new detail line
will appear just below the copied line. Hours will not be copied to the new record. Enter
hours as applicable and click Save.

Rev. 6/28/2013 Page | 13



Trainer’s Guide

FIELD WORK CENTER
Day 1
Y7 Field Work Center = : — =
Personal Entry | Manage Resources Productivity Manage Time Upload Reporting Administration
Entry Code Type Period
H 06/02/13
—
H ;’gl]u E) t_{ﬁ T& ",_.n‘ = Show All Weeks __‘
Cost App. Payroll App. Locked Hours
= 36.00
Entry Code Company Job Phase Craft Override |Equipment Code |Hours Type | Mo 5/27 | Tu 5/28  We 5/29  Th5/30  FrS
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 J =] g.00 8.00 g.00 g.00
1-1 1 1000- 321313-2--1 1-100-FORE-1 ) 2.00 2.00 .00 .00

18. Delete a Header or Detail Record — Highlight the row and press the Delete key.
The row will be deleted. If you delete a header record, all associated detail records will
also be deleted.

NOTE: If you delete a row in error and have not saved your changes, click Refresh.
You will receive a message asking “Do you want to save your changes before
continuing?”. Click NO to cancel changes; click Yes to save changes.
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Day 1
Entering Currency
= T -OX
/ Field Work Center — _ . r—
Personal Entry Manage Resources Productivity Manage Time Upload Reporting Administration
Entry Code Type Period
c E 06/02/13
—
i [’
H *Elju ’| = | Show All Weeks |
: o o .
Cost App. Fayroll App. Locked Currency
= » 175.00
Entry Code Company Job Phase Craft Override | Equipment Code |Hours Type | Mo 5/27 | Tu 5/28 | We 5/29 | Th5/30 | Fr5
1-7 1 1000- 321313-2--1  1-100-FORE-1 35.00 35.00 35.00 35.00 3

Example: Per Diem of $35.00 is charged to job:

1. Click on the Personal Entry tab.

2. Select Currency as the Entry Code Type and select the Period.
3. Click on Add Detail .
4

Select the appropriate Earnings Code (e.g. Per Diem) and then enter the Company, Job,
Phase, Craft Override, and Equipment Code if applicable.

5. Enter the amounts for each day. Then click Save.

Rev. 6/28/2013 Page | 15
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Day 1
Print Screen / Suggestion Features
Using the Print feature will allow you to print the current screen.
"/ Field Work Center .
=i Personal Entry | Manage Resources Productivity
Entry Code Type Period
H E| 06/02/13
f J' / fp H 3 _ Show Al Weale
H ig,hl {\d) ._E v I.-& | |f = Show All Weeks
Cost App. Payroll App. Locked Hours
=1 36.00
Entry Code Company Job Phase Craft Override | Equipment Code
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201
1-1 1 1000- 321313-2--1 1-100-FORE-1 1-10102

1. Click the Print “ icon to display the print preview window.

Distributions for Period 06/02/13

Cost App. Payroll App. | Locked  |Hours
26,00

Entry Code Company | Job Phase Craft Override | Equipment Code | Hours Type| Mo 5/27 | Tu 5/28 | We 5/29 | Th 5/30 | Fr 5/31 Hours Upload Date | Batch
1-10201 3

32.00

1-1 1 1000- 021000-2--1 1-100-FORE-1 SN 8.00 .00 8.00 .00
11 1 1000- 321313-2--1 1-100-FORE-1 1-10102 ) 2.00 2.00 .00 .00 .00 4.00

The print preview will be titled “Distributions for Period (date)”. Options are available to
print, magnify, and change the page format.
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T -0Ox
= ?
‘"7 Field Work Center
= Personal Entry |‘ Manage Resources I| Productivity || Manage Time I| Upload ” Reporting || Administration
Entry Code Type | Period |
H 06/02/13
—
f —
E L@H za) @ ?s EE? q Show All Weeks .:_’.‘_
| Cost App. | Payroll App. | Locked | Hours ‘
sp] B ] ] 36.00
Entry Code |Company |Job |Phase ‘ Craft Override Equipment Code | Hours Type | Mo 5/27 | Tu 5/28 | We 5/29 | Th 5/30 ‘ Fr s
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 ] g 8&.00 8.00 g.00 g.00
1-1 1 1000- 321313-2--1 1-100-FORE-1 1-10102 ] 2.00 2.00 .00 oo

1. Beach Ball — Click on this icon to open a text box titled “"Send us your idea”. Use this
text box to send up suggestions for software enhancements and process changes. This
text box is not intended for reporting basic support issues.

"\we'd rather be at the beach.” Most of us would agree, that despite loving our jobs, we would
rather not spend any more time on a task than is absolutely necessary. If our team can work for
a few hours improving our software to save our users just a few minutes a day, it's well worth it.

If you have an idea that will make your job easier or save you time, please let us know.

[ Send ][ Concel |

<

-

2.  When finished, click Send. Click Cancel to exit the text box without sending.

Suggestions will be sent via email to the development staff. In addition to the
suggestion text, the email will automatically include your name, company name, and
the version of Field Work Center being used.

NOTE: Email is sent using a default email; it is not sent from your email address.
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At this point, select someone from the class and have them enter time.

Select an employee and enter time.
a. Regular Earnings
Overtime Earnings
Multiple Job
Duplicate a Line
Add Notes for one or two days
Delete a Line

Currency

S@e mo a0 g

Save
Beach Ball

Rev. 6/28/2013 Page | 18
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Cloning an Existing Timesheet

'/ Field Work Center

Entry Code Type Period
H 06/30/13 E

= Period Ending = Locked
H &
06/2313
061613
06/05/13
0E/02113
05/26/13
0515113
051213

Personal Entry Manage Resources Productivity Manage Time

|4 l |Show all weeks
. s b

~

o g o

1. Period - Select a new date from the Period drop-down and click Refresh ©2 .

'/ Field Work Center

Personal Entry | Manage Resources I Productivity |

Entry Code Type Period
H 06/30/13 E
. B ' p—
T = (Show All W =
H L"Ep E) 'j'; ];‘g EE:‘, i how All Week:
Cost App. Payroll App. Locked Hours
4 ] ] ] .00

2. Clone - Click the Clone icon. Icon will be grayed out until you click Refresh.
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Day 1
Clone Distnbutions - O x
Period Ending | 06/02/2013 - Include Amounts ﬁppend.to Ex?st?ng Clone | | Cancel
Owerwrite Existing
Type Resource Mo. Description Hours Units Currency
=i EEmpIo*,'ee 1-200 Fred R Thompson 36.00 .00 1?5.DD§
Entry Code Company |Job Phase Craft Override Equipment Code | Hours Type Hours
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 J 32.00
1-1 1 1000- 321313-2-1 1-100-FORE-1 1-10102 J 400
Fl 1 3

Period Ending - Select the Period Ending that you want to clone.

Include Amounts — Check this box if you want hours and currency to be cloned;
otherwise, the amounts will come over as 0.

5. Append to Existing — Select this option if you want to append the selected entries to
an existing period.

6. Overwrite Existing — If you have existing entries in the specified period, selecting this
option will overwrite the existing data.

7. Once you have completed your selections, click the Clone button. Then click Save to
preserve any changes made.

y . B X
"7 Field Work Center : —
Personal Entry | Manage Resources Productivity Manage Time Upload Reporting Administration
Entry Code Type Period
H 06/30/13 E|
£ ] - " - -
H -‘*gh '\Cy '-,Li: |'F? ".f o Show All Weeks \
Cost App. Payroll App. Locked Hours
al» 36.00
Entry Code Company Job Phase Craft Override Equipment Code | Hours Type Mo 6/24 | Tu 6/25  We 6/26 Th 6/27 | Fr6
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 J 8.00 8.00 8.00 8.00
1-1 1 1000- 321313-2--1 1-100-FORE-1 1-10102 J 2.00 2.00 .00 .00

Note: The cloning process cannot be reversed; there is no Undo option available.

Rev. 6/28/2013 Page | 20



FIELD WORK CENTER

Validation

Trainer’'s Guide
Day 1

Validation allows the selection of Companies, Jobs, Phases/Cost Code to be available in your

drop-down menus.

'V/ Field Work Center

Period

06/09/13

Entry Code Type

B

Personal Entry | Manage Resources Productivity

H & Q®

q L) ]
|:? m;f :—_u'._ Show All Weeks

Cost App. Payrall App. Locked Hours
3 ] ] £
1. Click the Validation Data Setup icon. The Validation Data window appears.
Validation Data - 0O x
[Fred R Thompsen v] Show Employees Only
Job Cost Unit
[ -
lzr_ @ H @ »
Jc;bs.
Phases
2. From the drop-down list, select Companies, Jobs, or Phases. The screen will display a

list of options based on the validation option you selected.
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Validation Data

[Fred R Thompsan

vl Show Employess Only

[F‘hases v] E& ) H @
Include Code Description Job

| (& (& [&

E 001-01-3100-1 Project Staff - Labor 016401
002-32-0500-1 Site Concrete - Labor 016401
002-32-0500-4 Site Concrete - Equipment 016401
002-32-1300-1 Concrete Driveway - Labor 016401
002-32-1300-4 Concrete Driveway - Eguipment 01640-1
002-32-1600-1 Curb & Gutter - Labor 016401
002-32-1600-4 Curb & Gutter - Equipment 016401
(004-04-2000-1 Mascnry Scaffold - Labor 016401
(004-04-3000-4 Masonry Scaffold - Equipment 01640-1
[==1 MiA Nid Qi 1 Bl e mmm e L T I MAC AN 4

Trainer’'s Guide
Day 1

- 0O x

Job Cest Unit

3. Select the companies, jobs, or phases that should be available from the drop-down list
in the related field (e.g. jobs that are available from the Job drop-down menu).

4, Click Save i .
NOTES:

¢ When selecting Jobs validation data, if a job is closed in Viewpoint, it will not
display on the Jobs list.

e Your role may not have the permissions to use this feature.

Rev. 6/28/2013

Page | 22



FIELD WORK CENTER

Adding Header and Detail Records

'"/ Field Work Center

Entry Code Type Feriod
H 06/02/13 E
- y 5
H HEI:D (d) {[f, v _f:? ﬂﬁ-.
Cost App. Fayroll App. Locked Hours
2| b [ (] (]
Entry Code Company Job
1-1 1 1000-
1-1 1 1000-

Perscnal Entry | Manage Resources

]

36.00

Phase
031000-2--1
321313-2--1

Trainer’s Guide
Day 1

Productivity

Show All Weeks

Craft QOverride
1-100-FORE-1
1-100-FORE-1

Add Additional Header — Select the Period and click Refresh ©2 .

Click on the Add Header = icon. This will create an additional header record for the
existing period (as shown below).

Example: A period could have been uploaded to Viewpoint and you will need to add
additional hours for the resource for the period.

V] Field Work Center _ _ | ]
— Personal Entry | Manage Resources I Productivity | Manage Time I Upload I Reporting Administration
Entry Code Type Period
H 05/02/13 E
H @ (:d) T:'\‘ “g i = Show All Weeks X _-‘
: g 9 @ ok ”
Cost App. Payroll App. Locked Hours
=] &} &} B 36.00
Entry Code Company Jaob Phase Craft Override Equipment Code | Hours Type | Mo 5/27  Tu 5/28  We 5/29 | Th
1-1 1 1000- 031000-2--1 1-100-FORE-1 1-10201 ) S 8.00 g.00 g.00
1-1 1 1000- 321313-2--1 1-100-FORE-1 1-10102 ) 2.00 2.00 .00
Cost App. Payroll App. Locked Hours
= O O L
Entry Code Company Job Phase Craft Override Equipment Code | Hours Type | Mo 5/27 | Tu 5/28 | We 5/29 | Th

3. Add Detail Records — Select the new header and click Add Detail . A new detail
record will be added below the new header.
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Manage Resources

Resource Groups allow you to enter time for a Group/Crew at one time. (Time collector of
hours), it creates a distributions header for each employee of the group.

‘7 Field Work Center —— = : . — =
Perscnal Entry I ger | Prod ity | Manage Time | Upload | Reporting Administration

Entry Code Type Resource Type Resource Group PR Group Period

H Employee High Paving IZ| 1-1 05/26/13

[ 1 o - - = . Y —

H & Q7@ B a8 L E WA )

1. Earn Code Type - Select the earn code type for the distribution record. The four types
used most frequently within Field Work Center are: Hours, Units, Equipment, and Other.

Resource Type — Select the Resource Type (Employee or Equipment).
Resource Group — Select the Resource Group (Name or Group/Crew).
PR Group — Select the PR Group.

Period — Select the Period.

U A T

Once you have completed your selections, click on the Refresh €2 icon. The list of
Resources for the Group selected will display.

V7 Field Work Center

Personal Eniry | Manage Resources |  Productivity | Manage Time Upload

Entry Code Type Resource Type Resource Group PR Group
H Employes High Paving 1-1
HSQ7T® M8 s 405

ﬂ'gll:] v = II. 4 “E\ s = - '\.II'

Resource MNo. Description Cost App. Payroll App. Locked Haours

5 [ | 1-325 Jimmie Wallace
+ 1-282 David N Seaton
+ 1-450 James T Burns
+ 1-625 Joe Long
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7. To enter time for each resource, select the resource and clicking Add Detail = . The
detail line will be added below the resource.

*V7 Field Work Center

Personal Entry | Manage Resources | Productivity Manage Time Upload Reporting
Entry Code Type Resource Type Resource Group PR Group Period
H Employee High Paving E 1-1 05/26M13
HEaQ7e g 38 Ly O, ' 2 Sovaves
. B 82 Lo By = D lsovaes
Resource No. Deescription Cost App. Payroll App. Locked Hours
w| |1-328 Jimmie Wallace [ B B 1.00
- David N Seaton ] B =] 18.00
Entry Code Company Job Phase Craft Override Equipment Code | Hours Type Mo 520 | Tub21
/‘b 141 1 2010- 500000-—1 1-100-FORE-1 J 8.00 10.00
[ Resource No. Description Cost App. Payrall App. Locked Hours
E3 1-450 James T Burns [} (] [}
£ 1-625 Joe Long [} (] [}

8. Enter distribution and time for each resource, adding as many detail lines as necessary
for each earn code type.

'Y/ Field Work Center

Personal Entry | Manage Resources | Productivity | Manage Time Upload Reporting
Entry Code Type Resource Type Resource Group PR Group Period
H Employee High Paving 1-1
HQ,JH QT E ? 4 0L, = " \ [ Show Al Weeks

H & S &2 L9 B, w7 Ty (Show Al Weeks

Resource No. Description Cost App. Payroll App. Locked Hours Cost Approve All Distributions
= | » | 1-325 Jimmie Wallace [} = = 1.00 Cost Unapprove All Distributions
5| | 1-282 David N Seaton = O & 4400 Cost Approve limmie Wallace
5] 1-450 James T Burns | = 0o 42.00 Cost Unapprove Jimmie Wallace
3 1-625 Joe Long = = = 43.00

Payroll Approve All Distributions
Payroll Unapprove All Distributions
Payroll Approve Jimmie Wallace

Payroll Unapprove Jimmie Wallace
Clone Jimmie Wallace

Expand All (Ctrl/+)
Collapse All (Ctrl/-)

9. Once you have entered the time, right click anywhere on the screen. A menu displays
the following options:

Cost Approve/Unapprove All Distributions

Cost Approve/Unapprove a selected resource
Payroll Approve/Unapprove All Distributions
Payroll Approve/Unapprove a selected resource
Clone a selected Resource

Expand all (Ctrl -)

Collapse All (Ctrl+)
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'V Field Work Center T
Bk |Hﬂscu‘t:eType |Hesmmeercm |F’RGm|.p |F’eriud
H Employes High Paving 1-1 ﬂaQEf13JL|
HEQT® VM5 o0 5 0w
| Beae ot | S | Costfpn. | Payrall fpp. ‘ Locked ‘ e |
= ILI 1-325 Jimmie \Wallace = [l = 1.00
Entry Code |Curr|:|a1y |Juh |P'hase ‘Claﬁﬂvm-ide ‘Ecp.lpmthude Hours Type
D 1 2010- 5000001 1-100-FORE-1
Resource Mo. | Description | Cost App. | Payroll App. \ Locked \ Hours |
g J 1-282 David N Seaton & & & 4400
Eniay Code: |cmpmy |.luh |P'hase ‘Claﬂ(lverride ‘Equ;l'rla‘l’[{:u:b T
D 1 2010- 5000001 1-100-FORE-1 J
Resource Mo. | Description | Cost App. | Payroll App. \ Locked \ Hours |
= J 1-450 James T Burns & & & 42.00
Eniy Code |C1:lTpa1y |.luh |P‘hase ‘Claﬁﬂvaﬁde ‘Equprrﬂ'ltCu:b |Hl:||.rsType
B 1 2010- 5000001 1-1-CPBRG-1 W

NOTE: Expand all (Ctrl/+) allows you to view, edit and delete time collected.
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-
Filter Row
'Y/ Field Work Cent =
[ e or enter Personal Entry | Manage Resources | Productivity I Manage Time Upload Reporting Administration
Entry Code Type Resource Type Resource Group PR Group Period
H Employes High Paving 1-1 052613 |Z|
; i — S =y
E) Eﬂ ]._!g ;a = El;‘_ :—_f} Show All Weeks -
Resource Na Description Cost App. Payrall App. Locked Hours
B [& | | | [= |
y p | 1-325 Jimmie Wallace = (=] (=] 1.00
1-282 David M Seaton [} = = 4400
1-450 James T Burns = =] =] 42.00
1-625 Joe Long [} ] ] 43.00

1. Click the Show Filter Row 7 icon to display Sort & Filter Row options. The Show
Filter Row icon is also available on the Personal Entry tab.

Resource MNo.

Al
|4 Starts with -
[m] Contains p063
[A] Ends with F128
E Does not start '»..ln'ith  Bis4
1w Does not contain
| & Does not end wath E
== [oes not match R
Mot Like s

2. Click on the [&] icon to display a list of available filter options.

'/ Field Work Center

Personal Entry | Manage Resources | Productivity |  Manage Time Upload
Entry Code Type Resource Type Resource Group PR Group Period
H Employee High Paving 1-1 05/26M13 E
H&EQ7®™ 12 38 43 B, T [ [sornvess
Resource Mo. Description Cost App. Payrall App. Locked Hours
[ @ ] [(w -
1-625 ] ] [ 4300

3. Click on the icon to clear the filter criteria for a Resource.
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'/ Field Work Center

Entry Code Type

H

Resource No.

p | 1-325

1-282
1-450
1-625

Resource Type

Employes

HEQW7T® v

Description
Jimmie Wallace
David N Seaton
James T Burns

Joe Long

Cost App.

DEoo

/ 3 [ﬂ; b—:ri ‘ : Show All Weeks

Payroll App. Locked Hours

DEom
@O

1.00
44.00
42.00
43.00

Trainer’'s Guide
Day 1

Personal Entry | Manage Resources |  Productivity | ManageTime |  Upload |
Resource Group PR Group
High Paving 1-1

4. Manager can approve and lock the resource time by clicking the | icon.

V7 Field Work Center e e o e e
Entry Code Type Resource Type Resource Group PR Group Period
H Employee High Paving 1-1 0512613

BEEHEAEBE

EN

H @ Q) ? {& ?g xa . = [E;( mh_—:"._ m Show Al Weeks

= Greater than or equal to

Resource No. # | Description Cost App. Payroll App. Locked Hours
& [ & | O [z
1-282 David N Seaton ] 4400
# Does not equal
1-325 Jimmie Wallace ] < Less than 1.00
1-450 James T Burns B = Less than or equal to 4200
1675 Jos Long F = (Greater than 2200

5. Click the = icon to display a list of available filtering options.

Rev. 6/28/2013
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At this point select someone from the class and have them enter time

Select an employee to enter time in Manage Resources.
a. Select a Crew to enter time.

Enter time for Regular and Overtime Earnings.

Multiple Job.

Duplicate a line.

Add notes on a day or two.

Delete a line.

Filter on the hour row.

S ™o a0 T

Expand and Collapse Resources time entered.
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Preferences
"'/ Field Work Center
-rz - ork Cente Personal Entry | Manage Resources | Productivity Manage Cost Manage Time
Entry Code Type Resource Type Resource Group PR Group Period
H, Hours Employes Framing Co. 1Field & Office Pe 02/22/2013

H Hr’;v?‘] id) ‘? F':{:, T(g ;{E\ 5 ﬂ"i’ 1_‘—1- @ Show All Weeks

1. Click on the Preferences icon # to access the Preferences window. This option allows
users to select a variety of personal preference entries.

Preferences -0x

Local Path: C:\Users\debb\AppData\Local\ACS Connect\Field Work Center 3.8 & ‘

Field Work Center 3.8.40.2 - ClickOnce Installation

Entry Grid Entry Grid Defaults Drop Down List Style
[ Freeze columns [Fred R Thompson hd Resource Code, Description i
Hide weekends ipti
¥ . . Entry Code Type H Company Code, Description
[ Load previous selections = Job Description
. ntry e
[”] Optimize for large groups Fhase Code, Description =
Company
Select totals... Job El Company Code
[Show on bottom - Phase Department Code
Craft Code 1-100-JRNY-1 Eniry Code Type Description
Ad\r:nc:c;l 9 . it Entry Code Description
R ta st i
elresl oclad atas 0r:|l &5 T E— PR Group Code
Delet ta st i i
elete local data storefiles Default Hours 200 Pericd Code
View the application tracelog - Craft Code Code
WersionlD 0
Delete old application trace logs Supervisor Code
Send tracelogs to Support GL Code Code
Change password... Equipment Code Code
[ Ferce offline operation Hours Type Code i
] Reiresh local store on stariup - - e —
Miscellaneous
Tie o
Save ] [ Close

Local Path: C:\Users\debb\AppData\LocallaCs Connect\Field Wark Center 3.8

Field Work Center 3.8.40.2 - ClickOnce Installation

2. Local Path — The path where local data is stored.
3. Field Work Center — The current version installed.
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Drop Down List Style

Resource Code, Description it
Company Code, Description
Job Description
Phase Code, Description E
Company Code
Department Code
Entry Code Type Description
Entry Code Description
PR Group Code
Pericd Code
Craft Code Code
Supervisor Code
GL Code Code
Equipment Code Code
Hours Type Code i
Entry Grid Defaults
Fred R Thompson - |
Entry Code Type H
Entry Code
Company
Job [=]
Phase
Craft Code 1-100-JRNY-1
Equipment Code
Timesheet Approver
Default Hours 2.00
WersionlD 0

Rev. 6/28/2013
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Day 1

Drop Down List Style

Use this section to indicate whether to display
organizational information using code values or
descriptions. This optional configuration allows
you to choose how the data is displayed on the
entry grid. You can expose just the code if that
gives you enough information, or the code and
description. You can also select to show the
description followed by the code.

Entry Grid Defaults

Use this section to select default values by
Resource. Each of the fields may be left blank
or assigned a default value from the drop-down
list for each Resource. For example, if you
know that the “Regular” pay type will be used
virtually all of the time, selecting it as the
default from the dropdown on this screen will
prevent the user from having to select it every
time.
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Entry Grid
Freeze columns
V| Hide weekends
Load previous selections
Optimize for large groups

Select totals...

Show on bottom -

Trainer’s Guide
Day 1

Freeze columns — Determines whether the columns
containing organizational information are fixed when
scrolling horizontally on the Personal Entry or Manage
Resources tabs.

Hide Weekends — If checked, the entry screen will
only display weekdays.

Load Previous Selections — If checked, the last
selections are automatically loaded upon entering a tab.

Optimize for large groups - Detail record dropdowns
are not initially populated when this option is checked.
However, they will be initialized once you select a

header record. When you select a different header record (or its associated detail records), the
system clears the dropdowns associated with the previous header record and initializes the
dropdowns associated with the current header record. This keeps memory usage to a minimum.
However, the disadvantage is that no matter what list style has been selected for the company,
the cell only shows the code (the underlying base value) until the lists are initialized. This is
because there is no underlying list until its initialized, so at that point, its just a cell showing the

underlying text value (the code itself).

Select totals — This option allows you to select the totals you want displayed on the screen. Use
the dropdown to specify whether to show the total at the top or bottom of the screen, or both.

Advanced

Refresh local data storefiles

Delete local data storefiles

Wiew the application tracelog

Delete old applicationtrace logs

Send tracelogs to Support

Change password,..

Force offline operation

| Refresh local store on startup

Mizcelansous

Time Format | 12 Hour -

Rev. 6/28/2013

Refresh local data store files, Delete local data
store files, View the application trace log, Delete
old application trace logs, and Send trace logs to
Support — These selections should only be used with
your Support Team.

Force offline operation — Used if the employee is
using an Air Card or wants to refresh manually. No
information will be synchronized with the server if this
option is checked.

Refresh local store on startup — When you log into
Mobile Field Manager, the workstation will refresh with
the server. This option should be checked.

Time Format — Allows you to specify
whether to use the 12-hour or 24-hour
format. Only available for clients that
have time clocks.
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Walk-On/Temporary Resources (Non-Employees)

When someone is hired in the field and a new employee number has not been created in the
accounting system, you can set up a temporary employee number to track their time. (You can
also create a group with all the temporary employees.)

LW . b [ 23
3 Field Work Center Personal Entry | Manage Resources | Productivity | ManageTime | Uplozd |  Reporting Administration
Entry Code Type Resource Type Resource Group PR Group Period
H Employes High Paving 1-1 05/26/13 E
(= HE.:D @ r"; ™ '8 z= D= g; Show Al Weeks 43
E '™ 2 > e w ] _
Resource No. Description Cost App. Payroll App. Locked Hours
& [ [ | | |- |
p | 1-325 Jimmie ‘wallace = =] [} 1.00
1-282 David N Seaton = [} [} 4400
1-450 James T Burns [} = = 42.00
1-625 Joe Long = =] [} 43.00

1. Add a Resource — Select the Resource Group and Period and click Refresh ©2 . Then
click Add Resource .

Add Temporary Resource | P P S

Erosre e (] [I] 4, @ did

2. Click Refresh ©@.

Add Temporary Resource - Ox

Description Like {d ) H —Hld @ \ ‘
Resource No. Description Type PR Group Company Diepartment Email [}
& & & (& (& [ [ (&
1-5634 Alfredo Alba Employes 1-1 1 1

1-5531 Christopher Blue Employee 1-1 1 1

1-5987 Ken Claire Employes 1-1 1 1

1-550 Michael R Cranston  Employee 1-1 1 1

1-500 Richard & Masters Employes 1-1 1 1

1-5380 Robert Nowak Employee 1-1 1 1

1-525 Russell Riggs Employes 1-1 1 1 525

1-555 Travis C Harman Employee 1-2 1 3

1-58552 Tyler Moore Employes 1-1 1 1

1-58000 Wil Goodwin Employee 11 1 1

3. Click Add .
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Add Temporary Resource T -0Ox
Description Like Cd ) H '—{‘I. @ )
Resource No. Description Type PR Group | Company | Department Email D Exempt Temporary Photo
& (&l (&l | & @ | | & (@ | [
1-5684 Alfredo Alba Employes 11 1 1 ] B View
1-5531 Christopher Elue Employee 1-1 1 1 |:| |:| View
1-5387 Ken Olaire Employes 1-1 1 1 ] [ View
1-580 Michael R Cransten  Employes 11 1 1 ] B View
1-500 Richard 5 Masters Employee 1-1 1 1 [l [l View
1-5330 Robert Nowak Employes 1-1 1 1 ] [ View
1-585 Travie C Harman Employee 1-2 1 3 [ B View
1-58552 Tyler Moore Employee 1-1 1 1 |:| |:| View
1-58000 ‘wiill Goodwin Employee 11 1 1 ] [ View
1-525 Russell Riggs Employes 11 1 1 525 & & View
| Unknown [l View

4. Enter the following information:
a.

b
C.
d.
e
f
g

Resource Number

Description (Name — Last, First)

Type

PR Group
Company
Department
Email

NOTE: The system automatically checks the Temporary box for each resource you add.

5. Once you have completed entering all of the information, click Save = .

Rev. 6/28/2013
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Rapid Entry Wizard

This option allows data to be entered in a single step for a Resource or a Resource group.

V7 Field Work Center

Personal Entry | Manage Resources | Productivity Manage Cost | Manage Time I
Entry Code Type Resource Type Resource Group PR Group Period
AllL Al Types Employes |Z| Framing Co. 1 Field & Office Payrell 0272272013

| &5 ':‘:.@ > '-‘__d T& ;%E,\ » . 1 L E«l Show All Weeks

5

1. Rapid Entry Wizard - Click on the Rapid Entry Wizard & icon.

. O =
7 Field Work Center — _ —
Personal Entry Manage Resources | Productivity Mznage Time Upload Reporting Administration I
Rapid Entry Mode - Enter Details 3
Select a date range:  Default to Today
June 04,2013 B~ To June 04,2013 B> (1Days) Include \Weekends

Select 3 Resource or Resource Group:

Resource Groups - | iHigh Paving - |

Enter amount to distribute for each day:
2.00

Select a default distribution:
Entry Code Type | H. Hours

Entry Code 1-1, Regular Hourly
Company 1, R&R Construction Company
Job First Avenue High School
Phase E|
Craft Code
Equipment Code
Hours Type J, Job Time
Cancel < Back Next =
Fieki Work Center 2.8.40.2 and the Fieki Work Center logo are copyrights of Viewpaint Construction Software: Connected: Test - Viewpoint June 2013 SP1 | Fred Thompsan

Date - Select the date range.
Include Weekends — If left blank (unchecked), the weekends will be ignored.

Select a Resource or Resource Group — Using the drop-down menus, select a
resource type (Resources or Resource Group) and then a resource or resource group.

5. Enter amount to distribute for each day — Enter the hours.

6. Select a default distribution — Select the default Entry Code Type, Entry Code,
Company, Job, Phase, Craft Code, Equipment Code, and/or Hours Type.

7. After all selections have been made, click Next to continue. Click Cancel to exit without
saving changes.
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% Field Work Center 3.8.40.2 and the Field Work Center logo are copyrights of Viewpoint Construction Software

Day 1
'V Field Work Cent 1-ox
v 1 r nier
g4 ke o ente Personal Entry | Manage Resources Productivity Manage Time | Upload |  Reporting | Administration |
Rapid Entry Mode - Review and Post -
= Day : 06/03/13 (6 items)
Include Resource Mo Description Type Entry Code Company Job Phase Craft Code Equipment Code | Hours Type
1-70201 2005 Ford Ltd Equipment 1-1 1 1000- J
1-40101 Elaw-knox PFE00 | Equipment 1-1 1 1000- J
1-282 Diavid N Seaton Emplayes 1-1 1 1000- 500000---1 J
1-450 James TBurns  Employee 1-1 1 1000- 500000---1 1-1-CPBRG-1 J
1-325 Jimmie Wallace  Employee 1-1 1 1000- 5000001 J
1-625 Joe Long Employee 1-1 1 1000- 500000---1 1-1-CPBRG-1 J
Day : 06/04/13 (6 items)
Day : 06/05/13 (6 items)
Day : 06/06/13 (6 items)
Day : 06/07/13 (€ items)
] [ b
|[ Cancel ] [ < Back ] [ Continue ] [ Finish ]l

Connected: Test - Viewpoint June 2013 SP1 | Fred Thompson .23/

The list of Resources for the group with the selected fields will generate.

1.

o

o v kW

Include — Defaults as checked; uncheck to exclude the resource in the period recorded.

You have the option to make changes to any of the following as applicable: Earnings
Code, Company, Job, Phase, Craft Code, Equipment Code, and/or Amount.

Cancel — Click to cancel the current selection.

Back — Click to go back to the previous screen.

Continue — Click to add a new rapid entry.

Finish — Click to complete the entry and return to the Manage Resource screen.
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. T _Ox
"/ Field Work Center — _ . ———
- Persanal Entry I Manage Resources | Productivity Manage Time Upload Reporting Administration
Entry Code Type Resource Type Resource Group PR Group Period
Al Al Types Employee High Paving 1-1 05/26/13
7 ~— " " . - \
{ fi U o Al Weelcs
H W 7 ® % &2 Lg O, wg B [sronawe -
Resource No. Description Cost App. Payroll App. Locked Hours Units Currency
o | b 1-282 David N Seaton = 1} = 4400 00 00
EntryCodeType Entry Code Company Job Phase Craft Override Eguipment Code | Hours Type Mo 520 Tubl
H, Hours 1-1, Regular Ho 1, R&R Constructic Stage Il - WalMart Park  500000---1, Pavin 1-100-FORE-1 J, Job Time 2.00 1
Resource No. Description Cost App. Payroll App. Locked Hours Units Currency
= 1-325 Jimmie Wallace = B = 1.00 2.00 3.00
EntryCodeType Entry Code Company Job Phase Craft Override Equipment Code | Hours Type Mo 520 | Tubl
H, Hours 1-1, Regular Ho 1, R&R Constructic Stage Il - WalMart Park B00000---1, Pavin. 1-100-FORE-1 oo
U, Units 2-UM, Unitof M 1, R&R Constructic Stage Il - WalMart Park 1201---1, Demo & 1-100-AP20-1 0o
C, Currency 1-12, Reimburs: 1, R&R Constructic Stage Il - WalMart Park 1600---1, Travel + 1-100-AP20-1 oo

7. Expand all (Ctrl +) and make any additional corrections if needed.
8. Click Save & .

At this point select someone from the class and have them enter time.
a. Preferences — make some changes to the current Resources.

Create a Temporary/Walk on employee.

Use the Rapid Entry Wizard.

Make some changes to the Resources.

Duplicate a line.

-~ 0 a0 T

Delete a line.
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Resource Groups

The Resource Group Setup option allows the login user to create their personal resource group,
which cannot be accessed by other users.

Manage an Existing Resource Group

''7 Field Work Center

Personal Entry I Manage Resources | Productivity Manage Cost Manage Time Upload
Entry Code Type Resource Type Resource Group PR Group Period
AllL Al Types Employee Framing Co. 1Field & Office Payrell  02/22/2013
HeQ7v®e &8k o5 6w
1. Resource Group Setup — Click on the Resource Group Setup = icon.
"/ Field Work Center . :
- Personal Entry | Manage Resources | Productivity I Manage Cost Manage Time

Edit Resource Groups | Edit Global Resource Groups | Select Global Resource Groups |

@ H Ed) 2_;"‘ [] Allow Reseources in Multiple Groups

Active Group Name Description Auto Managed
NS Joe's Team Electrical Team =
Steve's Team Plumbing Team 0

2. Select the Edit Resources Group tab. The screen displays a list of Resources Groups.
Click on the plus + icon to expand the list of resources for the selected Resource Group.

V7 Field Work Center

Personal Entry | Manage Resources | Productivity Manage Cost Manage Time
Edit Resource Groups | Edit Global Resource Groups | Select Global Resource Groups |
{ _. Allow Resources in Multiple Groups
4 [ AlowR Multiple G
Active Group Name Deescription Auto Managed
3 Joe's Team Electrical Team (]
= Steve's Team Plumbing Team =]
Include | Resource No. Description Type PR Group Temporary
& [ (& & |
1-10105 2005 Kenworth Ed 10CY  Equipment 11 (&
(] 1-70102 2006 Ford Courier Equipment 1-1 (&
1-70104 2006 Ford F150 Equipment 11 (&
101-45202 70" Boom Concrete Mixer  Equipment 101-1 (&
1-5000 Aaron Fischer Employes 1-1 (&
[} 1-5006 Alfonso Pe Benito Employee 1-1 [}
102-400 Andrew R Stewart Employee 10241 [}
[} 1-5019 Ariane Holzhauer Employee 1-1 [}

3. From the list of Resources, select the Resources that you would like to add to the group.

4. Use the Filter Row for a quick selection of Resources. Then click Save.
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Add a New Resource Group

"7/ Field Work Center

Personal Entry | Manage Resources | Productivity Manage Cost

Edit Resource Groups | Edit Global Resource Groups | Select Global Resource Groups I

@ H {d) L:.Id [] Mlow Fesources in Multiple Groups

Include Resource Mo. Description Type PR Group Temporary
[ 4321 Yo min Employees 1-1
Active Group Name Description Auto Managed
% W] |

5. Add a New Resource Group — Click on the Add * icon.

6. Enter the Group Name and Description. Then click Save.

'Y/ Field Work Center

Personal Entry I Manage Resources | Productivity Manage Cost
Edit Resource Groups | Edit Global Resource Groups | Select Global Resource Groups |
@ H {d) L:.Id [ Mllow Resources in Multiple Groups
Active Group Name Description Auto Managed
=l Excavation Excavation Crew ]
Include Resource No. Description Type PR Group Temporary
N N | & @l | |
] 1-5150 Matt Barry Employes 1-1 [l
] 1-5154 Meggan Miller Employes 1-1 [l
0 1-5163 lleta George Employes 1-1 Il
(&l 1-ENG 12460 NTABES Eguipment 1-1 [}
(&l 101-ENG 12455 NTABESC Eguipment 101-1 [}
(&l 101-ENG 12461 NTCBES Eguipment 101-1 [}
0 1-3500 Office Equipment Equipment 1-1 Il
0 1-62004 Personal Protection Equipm Egquipment 1-1 Il
[l 102-500 Pete NULL Zezel Employee 102-1 [l
0 101-500 Pete Zezel Employee 101-1 Il
0 1-5178 Ray Benson Employee 1-1 Il
0 1-5184 Robert Norton Employee 1-1 Il
0 102-150 Rod S Stanton Employee 102-1 Il

7. Check the Include box for each Resource you are adding to the group. Then click
Save.

NOTE: Check the Allow Resources in Multiple Groups box if you are sharing
Resources between your own groups; this is not very common.
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Edit Global Resource Group

Use this tab to add, modify, and delete existing global groups. This task is done by the System
Administrators.

Add Global Resource Group

"/ Field Work Center

Personal Entry | Manage Resources | Productivity Manage Cost

Edit Resource Groups | Edit Global Resource Groups | Select Global Resource Groups |

O D

Active Group Name Description
+ Crew 1 Crew 1 - Electrical
+ Foreman 1 Foreman 1
+ Framing Framing
+ Service Management Service Management
+ | % |

1. Select the Edit Global Resources Group tab.

2. Click on the Add “* icon. A blank Group Name and Description row will be added to the
bottom of the list.

3. Enter the new Group Name and Description and click the Save & icon.

Select Resources for a Global Resource Group

'Y/ Field Work Center

Personal Entry I Manage F{esouroesl Productivity Manage Cost I Manage Time

Edit Resource Groups I Edit Global Resource Groups I Select Global Resource Groups I

S I A =k

Active Group Name Description
+ Crew 1 Crew 1 - Electrical
E Equipment Equipment
Include | Resource Mo. Description Type PR Group Temporary
| & & & & [ |

1-ENG 12465 1271 Eguipment 1-1 ]
102-ENG12465 1271 Eguipment 102-1 ]
101-20906 126" \wlide w/Bolt Bucket Egquipment 101-1 ]
102-20906 126" \wlide w/Bolt Bucket Egquipment 102-1 ]
1-20506 126" \wlide w/Bolt Bucket Egquipment 1-1 ]
1-ENG 12465 12W143N Eguipment 1-1 l}
102-ENG 12469 12W143N Eguipment 102-1 l}

1. Click on the plus + icon next to the new Global Resource Group to expand the list of
Resources.

2. Check the Include box for each Resource to add to the group. Then click Save.
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Select Global Resource Group

Use this tab to select Global Resources Groups for the Resource Group drop-down lists. This
task is done by the System Administrators.

'Y/ Field Work Center

Perzaonal Entry I Manage F{esouroesl Productivity | Manage Cost

Edit Resource Groups | Edit Global Resource Groups | Select Global Resource Groups |

S H D

Include Group Name Descnphon
Crew 1 Crew 1 - Electrical
Equipment Equipment
Foreman 1 Foreman 1
Framing Framing
Service Manageme Service Managems

& Field Work Center 2.8.30.0 and the Field Work Center logo are copyrights of Viewpoint Construction Software

Click on the Select Global Resources Group tab.

2. Check the Include box for all the Global Resources Groups that you want to see on
your Resource Group drop-down list.

Click Save.

4. Click on the Return icon to return to the main screen.

'/ Field Work Center

Personal Entry | Manage Resources | Productivity | ManageCost | Manage Time
Entry Code Type Resource Type Resource Group PR Group Period
Al All Types Employes Framing IZ| Co. 1 Field & Office Payrall 0272272013

— ) - Group Name Diescription Auto Managed  Global
H ‘_‘TJ E) .r "'_.-I‘ Crew 1 Crew 1 - Electrica =
I Equipment Equipment =]

Excavation Excavation Crew [l [l

Foreman 1 Foreman 1 =

Framing Framing ]

Jog's Team Elsctrical Team =] =]

Service Manage | Service Managem [l

Steve's Team Plumbing Team = =

Note that the new Global Group is now available.
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Header Approval/Rejection/Lock for a Current Period

"7/ Field Work Center

‘ersonal Entry | Manage Resources | Productivity | Manage Cost | Manage Time
Entry Code Type Resource Type Resource Group PR Group Period
H. Hours IEI Employee Framing Co. 1 Field & Office Payrell  02/22/2013
| I = DT g & ) L {:'"' Show Al Weeks
HEI‘J '-r':l % A2 o =g S \ag T TR
Resource No. | Cost App. Payroll App. Locked |Up|naded Hours

= | b | 1-518109, Shawn P Kelly

¥ 1-5000, Aarcn Fischer

8.00

The Cost App, Payroll App, and Locked checkboxes are available on both the Personal Entry
and Manage Resources tabs. These fields allow the time approver to approve and lock a

timesheet. These fields are configurable, and your environment may contain all, some, or none
of these fields.
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Manage Time

NOTE: You will only need to cover this portion of the class if the client is using the
Time Clock feature. If it not being used, skip to the Reporting section (page 49).

This tab is used to collect and distribute time from time clocks, and is where time from time
clocks is collected and distributed. Point out the three sections of the screen.

'V Field Work Center =3

Personal Entry | Manage Resources || Productivity Manage Cost | MansgsTime |  Upload || Reporting |I§¢msmm|

s Resource Grou PR Group Period ook View \
H E) i J',g XE( Framing Co. 1 Field & Office Payrall 02/01/2013 Show All \weeks } b

Resource No Merts | CostBpp. | Payroll App. | Locked | Stotus Last Activity . Employse

9 1-275. william R Greene _| William R Greene
1-700, Thomas  Carr 80.00 Hours

1-5096. Jake Fisher
1-8000, Aaron Fischer

1-512109, Shawn P Kelly

Company: 1
Department: 91

EEEEE

EEEEE

OoooOoO
e

4| L

| 2

il 4 0

-l
-
-l

O m ] v

001 M

00-, First Ave Elen'| 031000-1-1, F:-r| 1-145-A1-1, i‘«pprer| 1-101

E H.Hours | 1-1.RT | .

|

4| m 3

%_ Field Work Center 3.8.30.0 and the Field Work Center kogo are copyrights of Viewpaint Construction Software Connected: Devel | DebBryan ,:3/f

1. Select the Resource Group, PR Group, and Period.

2. The upper grid displays all resources assigned to the group, along with Alerts,
Approvals, Locked, Status, Last Activity, and Hours.

NOTE: The Regular, Premium, and Other columns (to the right of the Date fields)
are defined in the Earnings Code configuration on the Administration tab.

3. The center grid shows past and present time punches for the selected resource.
4. The bottom grid shows all distributed time records for the selected resource.
NOTE: Corrections can be made to any of the records in this section.

i Add new time record ¥ Distribute selected row *¥ | Distribute all rows
¢ Trim row ~#| Show distributed rows Sz Hide distributed rows
e Aprove all .4 Reject all -~ Split detail row
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Split Distribution

. P ——
‘Y7 Field Work Center b
o Personal Eniry | Manage Resources | Productivity | Manage Cost | Manage Time Uplosd | Reporting | Administration |
Resource Group | PR Group. Period Wesk View -
HaQa7™ 7] )
T B& Framing Co. 1 Field & Office Payroll 020172013 Show All Wesks -
Resource No Mers |CostApp.  Payroll App. | locked  Staws LastAcivity | . Emelores
Y 1275, viiliam R Greene 0 O ‘: William R Greene
1-700, Thomas W Carr B Out | 80.00 Hours
15096, Jake Fisher B  Ou Company: 1
1-5000. Aaron Fischer [} Out Department: 91
1518108, Shawn P Kelly B Ou -
< (I ] "

Y I
) O T
| . ¥ B
=
Fiekd Wark Center 3. e ic ‘Connected: Devel | Deb Bryan /

-

1. Select the record to split and click the Split Detail Row icon. A new record will display
under the current record.

Split Distribution William R Greene, 1-275 | 3
Type Entry Code Company Job Phase Craft Override Equipment Code | Sa 1/26
H. Hours  1-1,RT 1, VCS General Constr 1000-, First Ave Eleme 013100---7, Project Su 1-145-41-1, Apprer 1-10101 00
H. Hours  1-1,RT 1, VCS General Constr 1000-, First Ave Eleme 013100---7, Project Su 1-145-41-1, Apprer 1-10101 00
H 00
U 00
Total 00
] T 3
[ Split ] Cancel J
b o

2. Update the information as applicable. The hours for the original entry will be adjusted
once you enter the time for the new entry.

3. Click the Split button.
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At this point select someone from the class and have them:
a. Enter a new time clock record
b. Distribute the time
c. Split a distribution
d

. Create a distribution record with more than the maximum number of hours, in order to
demonstrate the Alerts field.
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Productivity

Productivity provides resource tracking capabilities from your back office accounting system. In
addition to labor time and equipment usage, Field Work Center allows quantities to be entered
and updated. Users can view period and job-to-date totals at the time of entry, and see in real-
time, how quantities just entered impact totals. This integration allows multiple users to enter
quantities for the same Cost distribution on a job. Afterwards they can be uploaded by a user
having the necessary permissions.

‘Y7 Field Work Center

Personal Entry | Manage Resources Productivity | Manage Cost Manage Time Upload
Entry Code Type Resource Type Resource Group Entry Date Company Job
H. Hours Employes Framing 1000272012 1, WCS General Constr 1000-, First &ve Eleme
1= - — - =
o Q7 ® 32 4o b, B[ IE £ Cd B
Projections 44
ltem Criteria
Phase
Units To Add 0.00
Hours To Add 0.00
Cost per Unit 0.00
Cost per Hour 0.00

Show Projections

1. Select the Productivity tab.

2. Select the Entry Code Type, Resource Type, Resource Group, Entry Date, Company,
and Job.

3. Click the information tabs that you wish to list:

U

Show Units

E] Show Hours

Show Cost

1]
Units per Hour
Hours per Unit

4. Click the Edit Phases icon to display all phases associated with the specified job.
Select the phases that you want displayed.
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Edit Phase Selections -0Ox
Entry Code Type Resource Type Company Job
H, Hours Employee 1, VCS General Constr 1000-, First Ave Eleme
@ H y
Include Code Description -
=
| &l [ m
013100---7 Project Superinten
013100---8 Project Superinten:
015100---8 Temporary Electric
[l 015100-0--4 Procurement and
0151361 Temporary WWater -
0151368 Temporary \Water -
0152137 Job Offices - Burds
015215---8 Chemical Toilets -
[l 024100---1 Site Excavation - L
| 024100---3 Site Excavation - £ -
Y7 Field Work Cent; A,
A TS o Sy Personal Entry | Manage Resources Productivity Manage Time Upload Reporting Administration.
Entry Code Type | Resource Type | Resource Group Entry Date Company Job
H Employee High Faving 06/15/13 E 1 First Avenue High Sch
- BEs G . i I = 2
Ha7? M oG [ R EEEE @
Projections | Resource No. Craft Override | Equipment Code | Equipment Cost Code | Hours Type | Entry Code Fine Grade Continuous Footings - Labor | Place Walls - Labor
ltem Criteria Jimmie Wallace, 1-325 1-500-FORE-1 J 11 8.00 00
Phase David N Seaton, 1-282 1-500-FORE-1 J 11 8.00 00
Units To Add 000 | Davig Jones, TEMP-0401092312  1-LA-20-1 J 11 00 800
Hours To A4 000 f 1o ves T Burns, 1-450 1-1-CPERG-1 J 11 00 2800
Cest per Unit 0.0 T _ -
Cest per Hour 000 Units Today 0.00 0.00
Show Projections m Units to Date 674,00 150.00
Units Budgeted 1.629.00 300.00
Units Difference 955.00 150.00
Units % Complete 41% B0%
UnitsiHour Today 0.00 0.00
Units/Hour to Date 060 116
UnitsiHour Budgeted 102 120
Hours Today 16.00 16.00
Hours to Date: 113264 14564
Hours Budgeted 1.600.00 250.00
Hours Difference 467.36 104.36
Hours/Unit Today 0.00 0.00
Heurs/Unit to Date 1.68 097
Hours/Unit Budgeted 0.98 083

5. Resources, Craft Override, Equipment Code, Entry Code, and the selected Phases are
displayed with the Entry Date information. At this point, you can enter additional
time records if needed.
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. e F1X
"7 Field Work Center,_
s Juctivity I Manage Cost Manage Time I Upload I Reporting | Administration
Entry Code Type Resource Type Resource Group Entry Date Company Job
H. Hours Employes E| Crew 1 10/02/2012 1. VCS General Constr 1000-, First Ave Eleme

(Projections “ MResource No. | Craft Override | Equipment Code | Entry Code

ltem Criteria Unit of Measure
Phase 0131007, Project Su Units Today
Units To Add 10000 Eiisinlle
Hours To Add 4000 ot ke
Units Difference
Cost per Unit 0.00 Units % Complete
Cost per Hour 0.00 Units/Hour Today
Show Projections Units/Hour to Date
Units/Hour Budgeted
Hours Today
Hours to Date
Hours Budgeted
Hours Difference
Hours/Unit Today
Hours/Unit to Date
Hours/Unit Budgeted
Cost Teday
Costto Date
Cost Budgeted
Cost Difference
Cost/Unit Today

Projections

4 .

HA7? WRRs o & 7 OEEEEE oI

£ 0131007, Project Superintenc/

MOS
100.00

Fiekd Work Center 2.8.30.0 and the Fiekd Work Center logo are copyrights of Viewpo:

Connected: Devel | Deb Bryan

Day 1

6. Projections — Select the Phase and enter the projected Units to Add, Hours to
Add, Cost per Unit, and Cost per Hour. Then check the Show Projections box.

7. Click Refresh. Field Work Center will recalculate the productivity information to
include the projections entered.
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Reporting
Field Work Center

ﬂ eld Work Cente Perscnal Entry || Manage Rescurces | Froductivity Manage Cost MenageTime |  Upload |  Reporting
Reporting
[Daily Activity by Job -J[rF -] @D
Reporting Parameters

Prompt Filter Selections Required

Start Date i Yes

End Date i Yes

Entry Code Type

Job

Job page break? [}

Resource Group

Resource

Craft Code

NOTE: Adobe Reader (PDF) and Excel must be loaded on the workstation in order to run
reports.

Select the report from the drop down list.
Select the report format (PDF or Excel).

1

2

3. Select the Reporting Parameters.
4. Click the Refresh @ icon.

Each role in Field Work Center can be granted access to specific reports.

Show the Excel version of the report. Depending upon the individual configuration of the user’s

PC and their web browser, they may need to save the file, and then open it in Excel if it doesn't

open up automatically in the web browser.

NOTE: Users can replace the Viewpoint Field Work Center logo on reports by replacing the
logo.jpg file in Reporting Services. Contact Viewpoint Customer Support for details.

VIEWPOINT Labor Detail by Date f
(CONBTRUCTION BOFTWARE: | Dates: $/3/2012 - 9/9/2012 =,
Resource Group: Framing '
| | Job Distribution [ Description Rate Union Code  Craft Code Rﬁqu.vl (rverbme|  Dibletime Bfrf’lﬂl "
Mlan Pitts ACSTEL #
Mon 93,2012 '
1000010514 Buldng Layout QL0000 0.00 0.00 000 800 ,
Total for Mon 9/3,/2002 0,00 n.oa ‘oo B0
Tue 9/4/2012

1000-01-051 4 Buldng Lyout a 000 000

O 5 600 0.00
P (- UV S P TV . T o
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Web-Collect

1. Log into the Clients Web-collect link.

@ WebCollect - Windows Internet... [in| sl s
@Ov |ﬂ https://.. ™ £| @|‘f| b4 ||E

x @ Snaght ] g

< Favorites | 9a5 @] Web Slice Gallery =

_[@w::_hc:ollect l_ o ?
’i
A

3

Janderson !

[l List Environments

[l Remember Login

Login

2. Once you have logged in the Company WebCollect Link, enter your User ID and
Password.

HOME LOGOUT

; / Personal Entry

“ My Activity

U Units Complete

_‘g Group Entry

% Group Activity

3. Select Personal Entry.
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€A  Webcolect

PERS0ONAL ENTRY

<&l | mon, 413012012 |-} =

H, Hours

00, Regular Earnings

9999999, Overhead Job

010-039-L, MISC.

CAR2, Carpenter - Apprentice 2

8.00

Put a note to the record...

Submit

Continue

Trainer’'s Guide
Day 1

4. Review the entry screen and post some time, and then review the outcome in Field

Work Center.

5. Spend some time entering time with the client.
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Day 2
Administration

The Administration function is where we decide what data from the accounting system is
available for use within Field Work Center. Additionally, this tab allows Resources to be
managed and granted permissions. Application integration uses an adaptor to synchronize data
and resources from a back office accounting system with Field Work Center.

Job Cost Setup
.
'/ Field Work Center _ R |
Personal Entry Manage Resources | Productivity I Manage Cost Manage Time Upload Reporting
Ak i = |Cnmpanias 'l uﬂl id) Synchronize from Backeffice b}
-, _»
Job Cost Unit Selup Active | Code Description
& \ [ [@ |
s 7| 1 VCS General Construction
Payroll Unit Setup 10 VCS Applicant Tracking
101 Viewpoint Canada
EE\ 102 WCS Heavy Civil - Canada
Resource Sstup 2 VCS Heary & Highway
@ 201 VCS Australia
5 VCS Consclidations
Global Resource Groups 50 VCS Manufacturing Company

Job Cost Unit Setup is used to maintain the list of Job Cost companies, jobs, and phases that
will be available within Field Work Center. First select the Companies that will be available in
Field Work Center. Then select the Jobs that will be available for those companies, and finally,
the Phases that will be available for those Jobs in Field Work Center. After each section is
completed, make sure to click the Save Ik icon.

Payroll Unit Setup

T -OX

¥/ Field Work Center

Personal Entry Manage Resources | Productivity | Manage Cost Manage Time Upload Reporting Administration |
\ ative F = |Corr|pame5 v‘ H id) Synchronize from Backoffice b |
L &
Job Cost Unit Setup Active Code Description
& \ [ [ !
2 v 1 VCS General Construction
Payroll Unit Setup 10 VCS Applicant Tracking
101 Viewpoint Canada
EZ\ 102 WCS Heavy Civil - Canada
Resource Setup 2 WCS Heawvy & Highway
@ 201 VCS Australia
5 WCS Consclidations
Global Resource Groups 50 VCS Manufacturing Company

Payroll Unit Setup is used to maintain the list of companies and departments from Viewpoint
that will be available within Field Work Center. Select the Companies and Divisons that will be
available in Field Work Center. After each section is completed, make sure to click the Save =
icon.
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Resource Setup

. et N
V7 Field Work Center — T
Administrative Functions  « -
B QD b D5 cans from emtrrie ramenor @
Job Coﬁ( Sewp Active ‘ Resource No. | Description ‘Typa | PR Group | Company | Department | Email -
- 8 |u | [ia) Emlovee [ [ [ [
—= [~} 2-200 Fred R Thompson Employee Co. 2 Field Payrall Vista Construction Coi Field Payroll
Payroll Unit Setup 1-110114 Greg Carver Employee Co. 1 Field Payroll 1 1
;& - 1-110250 Greg Wilzius Employee Co. 1 Field Payrall 1 1
Resource Setup : 1-126 Hector Santiage  Employee Co. 1 Field Payrall 1 1 |
1-8888 Heidi L McKnight  Employee Co. 1 Field Payrall 1 1 heidi.me
Q ] 1-8888 Heidi McKnight Employee Co. 1 Field Payroll 1
Global Resource Groups | ACS21 Heidi Mcknight Employee Co. 1 Field Payrall 1 3
] 1-681 Howard B Ricker Employee Co. 1 Field Payroll 1 1
| 4666 j torn Employee Co. 1 Field Payroll 1
] 1-100999 Jack Hammer Employee Co. 1 Field Payroll 1 1
- 3-250 Jack R Sanders  Employee Co. 3 Field Payrall 3 1
] =] 2-250 Jack R Sanders Employee Co. 2 Field Payroll 2 1
- 1-250 Jack R Sanders  Employee Co. 1 Field Payrall 1 1
- 1-215 Jack Romeolla Employee Co. 1 Field Payrall 1 1
}‘ —— | 1-233 Jack W Thurman  Employee Ca. 1 Field Payroll 1 1
S ] 2-233 Jack W Thurman Employee Co. 2 Field Payrall 2 1
[ | Data Management ™ 3-233 Jack W Thurman  Employes  Co. 3 Field Payroll 3 1 -
= < i ] v
System Management Permissions Resources
—— [ Resources || Uploads | [ validstions | [ Global Groups | [ Terminals ] e o
\__ ik Work Center 3.8.40.2 and the Fiskd Work Cemter logo are copyrights of Viewpsint Construction Seftware Connected: Test- Viewpoint | Fred Thompson .:5/

. Select the Administration Tab.

Click on the Resource Setup # icon.

Use the filter function to locate the employee.
. Select the employee.

o A W N =

Click on the Credentials button.

Field Work Center 3.8 - Test - Viewpoi

There are no Enterprise Framework user accounts configured with
ermnployee number 2-200,

Would you like to map this Resource to an Enterprise Framewaork user
account now?

6. The following message may appear; if it does, click the Yes button.
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User Account for 2-200. Fred R Thompson

First Name Like
Fred

Q H (@

Last Mame Like Login Mame

7. Type in the User’s First Name.
8. Click the Search icon.

User Account for 2-200, Fred R Thompson

First Name Like Last Mame Like Login Name
Fred

Employee Mo. First Name Last Name
» | 1-200 Fred Thompson

9. Select the Employee.
10. Click the Save & icon.

Credentials for 2-200. Fred R Thompson

Account  FredT

Email

Raole [ Mechanic

11. Select the Role.
12. Click the Save = icon.

Rev. 6/28/2013

Login Mame
FredT

Actin
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. R
V7 Field Work Center =
pacs, Administration
Administrative Functions ® ) [7] Synchronize from Backoffice 2
™ Description Q) H :‘] [| Synchronize from Enterprise Framework ‘g‘
—3 . .
Active Resource No. Description Type PR Group Company Department Email
Job Cost Unit Setup
Pl o [— B o o
—= » 2-200 Fred R Thompson Employee Co. 2 Field Payroll  Vista Construction Coi Field Payroll

Payroll Uit Setup

35

Resource Setup

@

Global Resource Groups

< n | v
(5| system Permissions Resources
o Active: 322

[ Resources || uploads | [ validations | [ Global Groups | [ Terminals | [ Credentials et STRGET

JiFieid Work Center 3.8.40.23nd the Fiekd Work Certer Connected: Test - Viewpoint | Fred Thompsan .3/

13. Click the Resource button.

Resource Permissions for 2-200. Fred R Thompson o
[Compania vH Save ] [ Refresh ] [ Exclusions ] [ Close
Code Description Include
[ & | |
1 R&R Ceonstruction Company
2 Vista Construction Company |
3 Project Management Company [}
5 Viewpoint Equipment [}

< iy
Resource Permissions for 2-200. Fred R Thompson -Ox
|[Department5 v]l[ Save H Refresh ][ Exclusions ][ Close
Code Description Company Include
[ |& | &
1 Field Payrall 1
2 Estimating 1
3 Administration 1
N o

14. Select Companies or Departments (not both) that the Resource will have access to and
click the Save & icon.
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Resource Permissions for 2-200. Fred R Thompson - Ox
[Companies v” Save ] [ Refresh ] [ Exclusions ] [ Close
Code Description Include
[ [ I |
1 RE&R Construction Company
2 Vista Construction Company |
3 Project Management Company =
5 Viewpoint Equipment [l

15. Exclusions — Click the Exclusions button to set up access exclusions for selected

Resources.

Resource permission exclusions for 2-200, Fred R Thompson - O X
Exclude Resource No. Descnption Company Department -
| [ & & N w

E 1-50101 10-ton Crane 1
[ 1-ENG 12485 1271 1
| 1-20506 126" wide w/Balt E 1
E 1-ENG12469 12W143NM 1
[} 1-ENG12471 12W71IN 1
[ 1-ENG12470 12T 1
[ 1-ENG12468 16WTIN 1
| 1-ENG12466 16VTT 1
[} 1-ENG12467 16VE2N 1
[ 1-20508 187 Wide Bucket 1
[ 1-10303 15995 Kenworth wiF 1
| 1-11101 1596 Ford Service 1
E 1-11202 15999 Ford 2000 Gz 1
[ 1-50102 20-ton Crane 1
[l 1-11102 2000 Intl Service T 1 il

[ Save ] [ Close ] !

16. Select the Resources to Exclude.
17. Click the Save button.
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. ——
'Y/ Field Work Center —— Resources || Producivity || MaregeTime || Upload || Reporting | Adminisiraion
Administrative Functions <« [7] Synchronize from Backoffice =
- Description Q) L-_‘ EQ' [5] Synchronize from Enterprise Framework ‘g_‘
—:'.
Job Cost Uit Setup Active Resource No. Description Type PR Group Company Department Email
p o = [ [ [ Erooves [ [ [ [

— 2-200
Payroll Unit Setup

Resource Setup

e

Global Resource Groups

Fred R Thempson Employee

Co. 2 Field Payroll

’w\ | Data Management

< I

E_—_;'f‘. System Management Permissions

Vista Construction Coi Field Payroll

Resources
Active: 322
Licensed: 100,000

|
" Resources|[_Uplosds || vaidations ] [ Gibal Groups | [ Termmnals ] [ Credentile
= e

\_ FiekWork Center 3.8 40.2 and!

Connected: Test-Viewpaint | Fred Thompson .3/

18. Click the Uploads button — This will allow the Resource to Upload to Viewpoint (usually

given to Payroll and Admin roles only).

Upload permizgsions for 2-200. Fred R Thompson

Save ][ Refresh H

z] |

Cloze

Uepartments

[N [ [ [
1 R&R Caonstruction
2 Vista Construction
3 Project Manageme
5 \iewpoint Equipme [l

L

19. Select the Companies or Departments (not both) that the Resource will be able to

upload to Viewpoint and click the Save button.
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. ——
'Y/ Field Work Center
— Administration
Administrative Functions <« . ["] Synchronize from Backoffice a
e EEEETEE Q) H d} [ Synchrenize frem Enterprise Framework ‘_‘
— Active Resource No. Description Type PR Group Company Department Email
Job Cost Unit Setup
P [ |m |m |m [ [ [
—= » 2-200 Fred R Thompson Employee Co. 2 Field Payroll Wista Construction Coi Field Payraoll
Payroll Unit Setup
Resource Setup

&

Global Resource Groups

'w\ I

< i ] v

Active: 322
Licensed: 100,000

L‘;___;’f, System Management Permissions Resources

| Resources | [ uUploads |[[ walidations ||| Global Groups | [ Terminals | [ Credentials

|\ Fio Work Center38.40.2and the Fieid Work Center ights of Viewpoint Conneoted: Test -Viewpoint | Fred Thompson .:5f

20. Click the Validations button — It reveals the Costing Level Validation Data permissions
window that contains the list of active Companies, Jobs, and Phases in the Costing

hierarchy.
Validation Data for 2-200, Fred R Thompson e [T
Job Cost Unit
= 1A EHG o)
[ Manager Craft Template Comgp -
3565 E -
|~ [ (& [& (@ |
] 01640-1 Carleton Job 1|7
07004- Bronx Job 100 1 bl
1000- First Avenue High 105 1
1001- Key Bank - Midlan: 1
0 10022-6 The Fix 1
] 1014- Good Will Store 1
0 1015 Lenscrafters 1
1016~ Key Bank - Fort W 1
1020- ABC Vessels - Car 1
11244 Olin Chlor Alkali 5 1
- i_d 44nrn n 1 e - i - r
L ey

21. Select the Companies, Jobs, and Phases that the user will have access to from their
drop-down list. After each section is completed, make sure to click the Save = icon.
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. ——
'Y/ Field Work Center
— Administration
Administrative Functions <« . ["] Synchronize from Backoffice a
e EEEETEE Q) H d) [ Synchrenize frem Enterprise Framework ‘_‘
— Active Resource No. Description Type PR Group Company Department Email
Job Cost Unit Setup
5 [& [m [m [m [& [& [m
—= » 2-200 Fred R Thompson Employee Co. 2 Field Payroll Wista Construction Coi Field Payraoll

Payroll Unit Setup

5

Resource Setup

&

Global Resource Groups

'w\ I

< i 1 b

L‘;___;’f, System Management Permissions Resources
=r Active: 322

| Resources | [ uUploads | [ validations ||| Global Groups |[[ Terminals | [ cCredentials o

|\ Fio Work Center38.40.2and the Fieid Work Center ights of Viewpoint Conneoted: Test - Viewpoint | Fred Thompson .1/

22. Click the Global Groups button.

As=zign Global Groups for 2-200, Fred R Thompson T - 0Ox
H @ <)
Include Group Mame Description
- | All Employees All Employees
-- | All Equipment All Equipment
-- Cleanup Crew Cleanup Crew
-- [l Conduit Crew Conduit Crew
-- [l Crew & Lewis  Crew
-- [l Crew B Robert Baboock's Crew
-- [F Crew C Robert Jones' Crew
-- = Crew E Joe Allen's Crew
-- = Diry "wiall Crew WDOR’s Dry Wall Crew
@ [ Field All Field Employees
-- High Paving High Paving Crew
@ [ Office All Office Employees
-- [l Site Prep Site Prep Crew
-- [l Wilson' Crew Craig Wilson's Crew
b +

23. Select the Global Resource Groups that this Resource will have access to. Once the
selections have been completed, click the Save = jcon.
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R B

Administration

V7 Field Work Center
Administrative Functions Q) E ﬂ} ["] Synchronize from Backoffice ‘:‘

Description [”] Synchronize from Enterprise Framewark
—

M Active ‘Rasourca Ne. |Dascnpmon |TypE |PR Group ‘Cumpany ‘Department |Ema\|
Job Cost Unit Setup
P o B [ o f i
—= > 2-200 Fred R Thompson Employee  Co. 2 Field Payroll  Vista Construction Coi Field Payroll

Payroll Unit Setup

B

Resource Setup

&

Global Resource Groups

{:] Data Management

< i ] v

3]\ system Management Permissions R
: Active: 122

Licensed: 100,000

| Resources | [ Uploads | [ validations | | Global Groups |[[ Terminals ||[ cCredentials

A Fi=idWork Center8 40.2 and the Field Work Center ights of Viewpoint Connected: Test-Viewpoint | Fred Thompson .

24. Terminals — This option is only used if Time Clocks are in use, and is currently not
discussed here.
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The Data Management section of the Administration tab is where we configure the use of

many of the codes which have come over from Viewpoint.

Y7 Field Work Center

Data Management «

Entry Code Setup
PR Group Setup

o

Pericd Setup

' 4

Craft Template Setup

' 4

Craft Code Setup

5

Egquipment Code Setup

\

Distribution Validation Codes Setup
. "jl
|

Reporting E‘

} Administrative Functions
o

| Data Management |

."e .:’.-‘". System Management

Field Work Center 3.8.40.4 and the Field Work Center logo are copyrights of Viewpoint Construction Software

Rev. 6/28/2013
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Entry Code Setup

Here is where we decide what codes are to be displayed within Field Work Center, and how the
information is combined for display on reports, and on the screen.

At this point select someone from the Payroll department and have them sit in the
hot seat to make the changes, as discussed below. [Work with students to decide which
codes will be active in Field Work Center.]

The Sub Type column is used on many reports. [Work with students to decide in which column
each code should appear.]

T -0OX

fz Field Work Center Personal Entry | W F{Dumesl D e | m Cost T | Upload | Reporting Administration

Data Management X« -
= i Hours v| H {d) jlf [7] Synchronize from Backoffice e

Active | Code Description Sub Type Manage Time Type | Exempt Mon-Exempt  From Backoffice  Can Upload

Entry Code Setup

|
PR Group Setup
=

Pericd Setup

3

Craft Template Setup

)

Craft Code Setup

&)

—
Equipment Code Setup

3

Distribution Validation Codes Setup

o
o

/[ & & [
1-1 RT Regular Time Regular
1-10 Sick Pay - PR Time Card Benefits Regular
1-11 Hotel - PR Time Card Benefits Regular

[ & [ & |

1-12 Reimbursed Expenses Benefits Premium
1-13 Fringe Benefits Premium
1-14 Discontinue Regular
1-2 oT Over Time Fremium
1-3 DT Double Time Premium
1-30 Trip Charge Regular
1-35 Per Diem Mot Specified
1-4 Salary Regular Time Regular
1-5 Bonus Benefits Regular
1-5 Subsistence (NoTax) Benefits Regular
1-7 Salary to Jobs Regular Time Regular
1-8 “acation-Hrly Benefits Regular

NS00SO EE-"

EEEESEEEEEEEEEEEE
ISR EE"
ISR EE"
FEEEEEEEEEEEEEEEE

.l: 1-9 Wacation-Salary Benefits Regular
Reporting E

} Administrative Functions
<

Data Management

I.‘;' 2|\ System Management

Fiedd Work Center 3.8.40.4 and the Field Work Center logo are copyrights of Viewpoint Construction Software Connected: Devel 660 | Deb Bryan
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For Hours and Costing Hours entry codes, the Manage Time Type column is used to
indicate whether the hours posted to a particular entry code should be listed in the Regular or
Premium column of the Manage Time tab. [Work with students to decide in what column each
code should appear.]

The Can Upload column determines if the entry code is only being collected for use within
Field Work Center, or if it will be uploaded to Viewpoint.

B Flox

V7 Field Work Center
Data Management « H R “‘
tﬁ {d) s__i [] synchronize from Backoffice y

Fersonal Entry | Manage Resources | Productivity | Manage Cost Manage Time Upload Reporting Administration

Active | Code Description Sub Type
. ||A_

1-1 RT Regular Time

Manage Time Type | Exempt Non-Exempt  From Backoffice | Can Upload

Entry C-ode Setup I | |
—

PR Group Setup

=

]

o
7]
o

{Customn)
(Blanks)

1-10 Sick Pay - PR Time Card Benefits {NonBlanks)

1-11 Hotel - PR Time Card Benefits Mot Specified
Fremium

Regular

o »n 2 |F

Period Setup 1-12 Reimbursed Expenses Benefits

) )

Craft Template Setup

3

Craft Code Setup

L&)

Egquipment Code Setup

3

Distribution Validation Codes Setup

1-13 Fringe Benefits Premium
1-14 Discontinue Regular
1-2 oT Over Time Fremium
1-3 DT Double Time Premium
1-30 Trip Charge Regular
1-35 Per Diem Mot Specified
1-4 Salary Regular Time Regular
1-5 Bonus Benefits Regular
1-6 Subsistence (NoTax) Benefits Regular
1-7 Salary to Jobs Regular Time Regular
1-8 “acation-Hrly Benefits Regular

SEESEO0O0O0NSOREEEE

SEESEEEEEEEEEEEEE
NSNS EEEE
NSNS EEEE
FEEEEEEEEEEEEEEEE

1-5 “acation-Salary Benefits Regular

} Administrative Functions
o

! ‘ Data Management

I."E'_Jl'ln‘ ". System Management

%_ Fiek Work Center 3.8.40.4 and the Field Work Center logo are copyrights of Viewpoint Construction Software Connected: Devel 660 | Deb Bryan 4
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1. There is only one entry code for units. Select the companies for which production units

will be entered.

. ?-Ox
V7 Field Work Center
(&L Personal Enry || Manage Resources || Productivity | Manage Cost || Manage Time Uload | Reporting Adminisiration
Data Management « )
e | bl @2 e Csynchronne from sackottcs @
Active | Code Description Sub Type From Backoffice | Can Upload
Entry Code Setup
\ @ = = | | |
@ 1-Um Unit of Measure
PR Group Setup 10-UM Unit of Measure
= 101-UM  Unit of Measure
Period Setun 102-UM  Unit of Measure
2-UM Unit of Measure
‘ 201-UM  Unit of Measure
Craft Template Setup 5-umM Unit of Measure
‘ 50-UM Unit of Measure
Craft Code Setup
Equipment Code Setup
;_ Administrative Functions
'\ \ Data Management
¢ ;r" System Management
Field Work Center 3.8.40.4 and the Field Work Center logo are copynights of Viewpoint Construction Software Connected: Devel 850 | DebBryan .:3/

A

2

2. Select each Entry Code that users will be able to use with the Currency entry code type

in Field Work Center.

. e B
V7 Field Work Center
- Personal Entry || Manage Resources |  Productivity | ManageCost | ManageTime ||  Upload || Reporing | Administration
Data <« >
C i [curreney — ~] H Q) Eu: [] Synchronize from Backaffice ]
Active  Code Description Sub Type From Backoffice Can Upload
Entry Code Setup
Bl [m [ & [ @
@ B 1-10 Sick Pay - PR Time Card
PR Group Setup 1-11 Hotel - PR Time Card
= B 112 Reimbursed Expenses
Period Setup B 1-14 Discontinue
B 1-25 Daily Reimbursed Expens
‘ [ 135 Per Diem
Craft Template Setup 14 Salary
‘ 1-5 Bonus
Craft Code Setup 1-6 Subsistence (NoTax)
1-7 Salary to Jobs
g 1-2 Vacation-Salary
Equipment Code Setup E‘
} Administrative Functions
'\ ‘ Data Management
£ ;r'\. System Management
Field Work Center 3.8 40.4 and the Field Work Center logo are copyrights of Viewpoint Construction Software Connected: Devel 86D | DebBryan .z,

b
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3. Optional (For clients who have licensed the Equipment Adapter): Select the
codes that users will be able to use for Equipment Hours entry within Field Work Center.

B X

'Y Field Work Center

Fersonal Entry || Manage Resources | Productivity | Manage Cost Manage Time Upload | Reperting Administration

Data Management <«
g i Il @) e Csvnenronie fom Backerrice -

Active | Code Description Sub Type From Backeffice Can Upload

Entry Code Setup

B B |
@ 1-1 HOURLY

PR Group Setup

£

Period Setup

S

Craft Template Setup

A 3

Craft Code Setup

8]

Equipment Code Setup

=
7]

1-10 Surcharge Revnue
1-100 ASSIGNMENT RATE
1-2 DAILY
1-3 WEEKLY
1-4 MONTHLY
1-5 IDLE TIME
1-6 FUEL 5C
1-7 MILES
101-1 Hourly
101-2 Daily
101-3 Weekly
""""" 101-4 Monthly
}. Administrative Functions 101-5 Idle Time

101-6 Fuel Surcharge
| Data Management

1 i i B o 5 Y O S O S O S S|
NEEEENEEEERNERERER
RSN EEEEE

101-99 Idle Time

"
| System Management

\_ FFieki Work Center2.8.40.4 and the Field Work Center logo are copyrights of Viewpoint Construction Scftware Connected: Devel 660 | Deb Bryan .:3/
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PR Group Setup

1. Select the Payroll Groups you want active in Field Work Center.

2. Define which payroll groups should be uploaded to Job Cost as Cost Adjustments. [This
is not a drop-down option, so you will need to manually enter Yes.]

. e
7 Field Work Center . :

— Fersonal Entry || Manage Resources | Productivity Manage Cost Manage Time Upload Reporting Administration
Data Management « =
i NN H ﬁd) [ synchronize from Backaffice [" ‘

€ Active | Code Description Days in Period Day 1 |Day 2 Semi-Monthly Monthly | Upload as Job Cost Adj.
Entry Code Setup
[ [m = = 1= 1 I =
@ 12 Co. 1 Executive Payroll-Overhead PR 14 ] 0 B [}
PR Group Setup 7 1-1 Co. 1 Field & Office Payroll 7 0 0
I
f"‘\! O] 101-2 Co. 101 Executive Payroll 7 o 0 ]| ]
— 101-1 Co. 101 Field & Office Payrall 7 [1} 0 =] [}
Period Setup .
F 1022 Co. 102 Executive Payroll 7 [ 0 B B
‘ [ 1021 Co. 102 Field & Office Payrall 7 ] 0 B B
Craft Template Sstup -1 Co. 2 Fisld 7 o o ] ]
] 2-2 Co. 2 Salaried/Administrative 7 [t} 0 ] =
‘ O 2012 Co. 201 Executive Payroll 7 [ 0 B ]
Craft Code Setup [ 2011 Co. 201 Field & Office Payroll 7 ] 0 B ]
@ F so-2 Co. 50 Executive Payroll 7 o 0 B &
—
50-1 Co. 50 Field & Office Payroll 7 o 0
Equipment Code Setup  [] v = =
,? Administrative Functions
| | Data Management
fi
Ji3|| System Management
4 I r
Field Work Center 3.8 40.4 and the Field Work Cents jo are copyrights of Viewpoint Construction Software: Connected: Devel 880 | Deb Bryan
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For Viewpoint users, there is nothing for the user to change here, as periods are managed by
Viewpoint. If you have added a new period in Viewpoint and it has not shown up in Field Work

Center yet, check the Synchronize from Backoffice box and then click Refresh 2.

NOTE: Users will need an open payroll period in order to enter their time, so be sure to have at

least the current period open.

V7 Field Work Center

| S

Personal Entry I Manage Resources | Productivity Manage Cost Manage Time Upload Reporting Administration
Data Management « -
- [l @2 Esnetvone from seckarice )
o Active Locked | Code Description Period Ending Days In Period Override Period Start -
Entry Code Setup
| [ & [ = - [
@ ] 1-107/20/2013  Co. 1 Field & Office Payrol 07/20/13 7 07/14/2013 =
PR Group Setup [[]  1-107/13/2013  Co. 1 Field & Office Payrol 07/13/13 7 07/07/2013
[ ]  1-107/06/2013  Co. 1 Field & Office Payral 07/06/13 7 06/30/2013
Period Setup [} 1-106/29/2013  Co. 1 Field & Office Payrol 06/29/13 7 06/23/2013
] 1-1 06/22/2013  Co. 1 Field & Office Payrol 06/22/13 7 06/16/2013
‘ (@] 1-1 06/15/2013  Co. 1 Field & Office Payrol 06/15/13 7 06/05/2013
Craft Template Setup [} 1-1 06/08/2013  Co. 1 Field & Office Payrol 06/08/13 7 06/02/2013
‘ ] 1-1 06/01/2013  Co. 1 Field & Office Payrol 06/01/13 7 05/26/2013
v 1-1 05/25/2013  Co. 1 Field & Office Payrol 05/25/13 14 05/12/2013
Craft Code Setup o v
[} 1-1 05/18/2013  Co. 1 Field & Office Payrol 05/18/13 14 05/05/2013
@ﬂ; ] 1-1 05/11/2013  Co. 1 Field & Office Payrol 05/11/13 7 05/05/2013
Equipment Code Setup lz‘ (] 1-1 05/04/2013 Co. 1 Field & Office Payrol 05/04/13 15 04/20/2013
- =] 1-104/27/2013  Co. 1 Field & Office Payrol 04/27/13 7 04/21/2013
} Lol ] 1-104/20/2013  Co. 1 Field & Office Payrol 04/20/13 7 04/14/2013
! B B 1-1 04/13/2013  Co. 1 Field & Office Payrol 04/13/13 7 04/07/2013
Data Management -
[} [} 1-1 04/06/2013  Co. 1 Field & Office Payrol 04/06/13 7 03/31/2013
I . [} [} 1-1 03/30/2013  Co. 1 Field & Office Payrol 03/30/13 7 03/24/2013
- B B 1-1 03/23/2013  Co. 1 Field & Office Payrol 03/23/13 7 03/17/2013
[} [} 1-103/16/2013  Co. 1 Field & Office Payrol 03/16/13 7 03/10/2013 i
Fiek Work Center 3.8.40.4 and the Fiekd Work Center logo are copyrights of Viewpoint Construction Software Connected: Devel 660 | Deb Bryan
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Craft Templates come from over from Viewpoint and are primarily used to override standard
craft/class information. If you would like to disable any of them to prevent their use within Field

Work Center, uncheck the Active box here.

‘Y7 Field Work Center

Data Management

o

1
Entry Code Setup

2

PR Group Setup
{ o

Period Setup

Reporting Administration

Personal Entry | Manage Resources Productivity Manage Cost Manage Time |
&«
H {d) [] Synchronize from Backoffice
Active | Craft Code Template Job Craft Description Company
| [ [ [ [ [
@ 302 3 OE2D 1
Jo1 3 302 1
CARP 1 CARP 1
LABR 1 CARP 1
CPER 1 302 1

S

Craft Template Setup

L 3

Craft Code Setup

®)

—

Equipment Code Setup IE‘

} Administrative Functions

| Data Management

=i}
je=2|| System Management

|

R

-

|

| =¥ Work Center3 8 40.4.3nd the Fiekd Wori Center logo are copyrights of Viewpsint Construction Softwrere
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Craft Code Setup

These craft codes have all come over from Viewpoint. If you would like to d
to prevent their use within Field Work Center, uncheck the Active box here.

'Y/ Field Work Center

Personal Entry | Manage Resources Productivity I Manage Cost Manage Time | Upload |
Data Management Rl
L H Cd) ["] Synchronize from Backoffice
. Active  Code Description
Entry Code Setup
. | [
@ 1-145-A1-1 Apprentice 1 - 50% Shift 1
PR Group Setup 1-145-41-2 Apprentice 1 - 50% Shift 2
m 1-145-A1-3 Apprentice 1 - 50% Shift 3
— 1-145-A2-1 Apprentice 2 - 55% Shift 1
Period Setup . .
1-145-A2-2 Apprentice 2 - 55% Shift 2
‘ 1-145-A2-3 Apprentice 2 - 55% Shift 3
Craft Template Setup 1-145-A3-1 Apprentice 3 - 60% Shift 1
1-145-A3-2 Apprentice 3 - 60% Shift 2
‘ 1-145-A3-3 Apprentice 3 - 60% Shift 3
Craft Code Setup 1-145-A4-1 Apprentice 4 - 65% Shift 1
@ 1-145-A4-2 Apprentice 4 - 65% Shift 2
— 1-145-A4-3 Apprentice 4 - 65% Shift 3
Equipment Code Setup lz‘ . .
,,,,,,,,, 1-145-A5-1 Apprentice 5 - 70% Shift 1
} Administrative Functions 1-145-A5-2 Apprentice 5 - 70% Shift 2
it 1-145-A5-3 Apprentice 5§ - 70% Shift 3
b | Data Management 1-145-A6-1 Apprentice 6 - 80% Shift 1
= 1-145-A6-2 Apprentice & - 80% Shift 2
= System Management 1-145-46-3 Apprentice & - 80% Shift 3
1-145-FORM-1 Foreman Shift 1
1-145-FORM-2 Fareman Shift 2

Trainer’'s Guide
Day 2

isable any of them

1

N A S

Reporting

| Administration

|

Field Work Center 3.8.40.4 and the Fiekd Work Center loga are copynights of Viewpoint Construction Software
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Equipment Code Setup

This is where you will set up and maintain all of the equipment used by your company (owned
and/or rented). For Viewpoint users with the Equipment Management module, Equipment
Codes will come from Viewpoint. If you would like to disable any of them to prevent their use
within Field Work Center, uncheck the Active box here.

o)
. ?
"/ Field Work Center e
'— Personal Entry | Manage Resources Productivity Manage Cost Manage Time Upload Reporting Administration
Data Management &« >
g H {d) [[] Synchronize from Backoffice ]
48 Active | Code Description -
Entry Code Setup
[ [m [
tﬁ 1-145-A1-1 Apprentice 1 - 50% Shift 1
FR Group Setup 1-145-A1-2 Apprentice 1 - 50% Shift 2
ﬂ 1-145-A1-3 Apprentice 1 - 50% Shift 3
Perind Set 1-145-A2-1 Apprentice 2 - 55% Shift 1
< P 1-145-A2-2 Apprentice 2 - 55% Shift 2
‘ 1-145-A2-3 Apprentice 2 - 55% Shift 3
Craft Template Setup 1-145-A3-1 Apprentice 3 - 60% Shift 1
1-145-A3-2 Apprentice 3 - 60% Shift 2
‘ 1-145-A3-3 Apprentice 3 - 60% Shift 3
Craft Code Setup 1-145-A4-1 Apprentice 4 - 65% Shift 1
1-145-A4-2 Apprentice 4 - 65% Shift 2
iy _-It C‘;d - IE‘ 1-145-44-3 Apprentice 4 - 65% Shift 3
uipmen je Setu
il ? 1-145-A5-1 Apprentice 5 - 70% Shift 1
} Administrative Functions 1-145-A5-2 Apprentice 5 - 70% Shift 2
= 1-145-A5-3 Apprentice 5 - 70% Shift 3
Data Management 1-145-A6-1 Apprentice & - 80% Shift 1
1-145-A6-2 Apprentice & - 80% Shift 2
.'E f""\ System Management 1-145-A6-3 Apprentice 6 - 80% Shift 3
. 1-145-FORM-1 Foreman Shift 1
1-145-FORM-2 Foreman Shift 2 -
| FieKi Wark Center3.8.40.4 2nd the Fieki Work Centr loga are copyrights of Viewpoint Construction Saftware Connecied: Davel 650 | DebBryan .:if
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These are the codes used in Payroll Entry when an employee’s time is charged to a piece of
equipment. You will only use these codes if you are also using Equipment Codes. Check the

Active box for each of the codes that will be used in Field Work Center.

'Y7 Field Work Center

Personal Entry || Manage Resources |

Froductivity | ManageCost || Manage Time |

Data Management 5 S— == - I {d) [[] synchronize fram Backoffice
L Y
Hours Types “
Craft Template Setup

ription
|l | |ial
% T 1160-4 FUEL - FUEL
Craft Code Setup T 11011 OIL & LUBE - LABOR
@ 1 1-101-2 OIL & LUBE - PARTS
= 1 11013 OIL & LUBE - OUTSIDE REPAIR
Equipment Code Setup 1 1-120-1 TUNE-UPS - LABOR
1 1-120-2 TUNE-UPS - PARTS
Distribution Validation Codes Setup * 1-120-3 TUNE-UPS - DUTSIDE REPAIR
1 1-120-6 TUNE-UPS - OTHER
|ﬂ 1 1-200-1 TIRES - LABOR
Reporting 1 1-200-2 TIRES - PARTS
......... 1 12102 BRAKES - PARTS
? R —— 1 1-210-3 BRAKES - OUTSIDE REPAIR
< 1 1-220-1 OVERHAUL ENGINE - LABOR
| Data Management 1 1-220-2 OVERHAUL ENGINE - PARTS
: 1 1-220-3 OVERHAUL ENGINE - OUTSIDE REPAIR
.",5_5"“" System Management 1 1-230-1 FRONT END - LABOR
1 1-230-2 FRONT END - PARTS
1 1-230-3 FRONT END - OUTSIDE REPAIR

Upload

Reporting

T -Ox

| Administration

o)

Field Work Center 3.8_40.4 and the Field Work Center logo are copyrights of Viewpoint Construction Software

Hour Types

nnected: Devel 660 | DebBryan

These codes identify the types of hours being entered in Field Work Center. Check the Active

box for each of the codes that will be used in Field Work Center.

'V Field Work Center

Personal Entry | Manage Resources |

Productivity | Manage Cost Manage Time |

-]l H ) L svnchronize from Backoffice

Data Management <« [H =
—’—I‘ ours Types

e

—=
Equipment Code Setup

Distribution Validation Codes Setup

5
J
Reporting E‘

} Administrative Functions

| Data Management

f£-3/| System Management

Active | Code Description
Craft Template Setup
[@ [ |
‘ ] Job Type
Craft Code Setup M Mechanics Time

Upload

Reporting

e T
| Administration
-
-d

Field Work Center 3.8 40.4 and the Field Work Center

Rev. 6/28/2013

logo are copyrights of Viewpoint Construction Software
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Roles & Permissions

1. Discuss roles and permissions within roles

2. Default roles — Start discussion about possible roles, existing and new, for use within
their organization.

3. Hand out spreadsheet and describe each permission as students fill out spreadsheet.

At this point, have an administrative student from the class come up to the hot seat.
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Assigning Permissions
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The Security Roles module (System Management menu) is where you define permissions by
Role. Roles are then assigned to users to determine what information they can access, enter,

select, edit, or view.

. ——
7 Field Work Center
— Fersenal Entry || Manage Resources Manage Cost Manage Time | Upload Reporiing |  Administration
System Management « T Y =
s HX® %0 )
- Fole Name Description A
System Modules
¥ § Admin [
(ilﬂ Empioyes &
System Fields Overrides Foreman
r Payroll
v ProjectManager
Security Roles TimeApprover
B TimeReviewer o
Cmﬁw‘a;‘; sctione Assigned | Permission Name Description i

e

Adaptor Configurations
®—a

=F

Data Filters

Data Management

System Management

} Administrative Functions

AllowCollectionTypeCurrency
AllowCollectionTypeEquipment
AllowCollectionTypeUnits
AllowDistributionCloning
AllowGroupEntryCraftSelection
ApproveCostDistributions
ApprovePayrol|Distributions
Assign(lobalResourceGroups
AutoValidateCostCodes
AutoValidate)obs
ConveriTemperaryResourees
CostipproveOwnDistributions
CreateTemporaryResources
EditDistributionCraftCodes
EditDistributionEquipmentCodes

Can enter distributions for the currency collection type.
Can enter distributions for the squipment collection type.
Can enter distributions for the units collection type.

Can clone distributions.

Can select craft code in rapid entry and group entry screens
Can approve cost distributions as a manager

Can approve organizational distributions as 2 manager
Can assign global resource groups to resources

Can access all active cost codes,

Can access 3l active jobs

Can convert temporary resources to permanent resources.
Can approve own cost distributions

Can create temporary resources for data entry.

Can edit craft codes en a distribution

Can edit equipment codes on a distribution

n

Fiekd Wark Center3.8.40.4 and the Fiek Waork Cer

Reporting

copyrights of Viewpaint Construction Software
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The Reporting module (Data Management menu) is used to set access to reports for each of
the Roles defined in Security Roles. Have the student set up reports for the roles defined on

the spreadsheet.

'Y/ Field Work Center

Data Management

S

Craft Template Setup

&

Craft Code Setup

Equipment Cade Setup

¢ ;D

Distribution Validation Codes Setup

Persenal Eniry || Manage Resources |

«
" [Fru]edManage(

Active

Description

ACS - Data Transfer Load by User

Froductivity | Manage Cost

Tk @

Manage Time | Upload

deea
Reporting | Administration
]

Dsily Activity by Job

| Data Management

System Management

} Administrative Functions

I1DJ0OS000000000O0O0O0O0O0O0OFOEO

Daily Activity by Resource
Daily Job Log

Daily Workshest

Distribution Notes Log
Distribution Netes Log by Date
Employes Audit

Equipment Availsble
Equipment Daily Worksheet
Equipment ldle

Equipment Non-Reporting

Hours Exceptions

Hours Exceptions by Resource Group

Hours Exceplions by Resource Group and Date Rangs

Lsbor Approval
Lsbor Breakdown

Labor Detail by Date Range
Lsbor Detail by Job and Phase

Lsbor Summary by Job and Date Range
Lebor Summary by Job and Phase
Labor Summary by Job Rance and Phase

m

Field Work Center 3.8 40 4 and the Field Work Genter 1ogo are copynghts of Viewpoint Construction Software
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If management wants some users to have an N/A job available for charging non-job cost time,
select Yes for the CostingIncludeNotApplicableCodesYN option. Otherwise, leave the

option as defaulted.

Selecting Yes will make the N/A job and phase available for adding to a particular user’s job

costing validation set.

V7 Field Work Center .

rsonal Entry I Manage Resources I Productivity

System Management <« " I {d)

Name Value

System Modules
CollationMismatch No
rﬁ CostmgIncludeNotApplicah\aCodesYN
System Fields Overrides EquipmentPayFrequency 1
™) EquipmentlploadBatchTableName EMBF
| HoursTypeField
Security Roles PayrollUploadBatchTableName PRTE
;5 :| PayrollUploadEquipmentRevenueode 1-1;2-1;3-1

"" RemoveTempUploadTables Yes
Configurable Actions

| Adaptor Configurations |

*—a

F

Data Filters

Deploy Reports

[

?» Administrative Functions
i

Data Management

| System Management

R o0
Manage Cost Manage Time Upload Reporting I Administration
-
)
Description

Used during upload when the collations of the Viewpoint and tempdb databases don't
Specify whether to include a 'not applicable’ job and phase with the list of valid jobs
Specify the payrall group code in which equipment will be included.

Specify 'EMBF' for Wiewpoint version & and above. Equipment upload is not supparte:
Specify the validation code fisld that will be used as the list of the type of hours on a
Specify 'PRTZGrid' for Viewpoint version 5. Specify 'PRTE' for Viewpoint version 6 ar
Specify @ semi-colon separated list of EM group and hourly revenue code values (gn

For troubleshooting purposes only. This value should normally be set to "vYes'.

Fiekd Work Center 3.8.30.0 and the Field Wark Center logo are copyrights of Viewpaint Construction Software
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The Upload tab is where you perform a final review of transactions and then upload them to

Viewpoint.

1. Select the current period and Entry Code Type H (for payroll hours).

'Y/ Field Work Center

Ha g

Search

Search ltem

PR Group
Resource Group,
Company

Job

Phase

Manager

Entry Code

Type

Resource No.
Description Like
Header Cost App.
Header Payroll App.
Detail Cost App.
Detzil Payroll App

Criteria o

n

Both
Both

Both 2

Search

Personal Eniry || Manage Rescurces |

TR E &
L9

Productivity

Manage Cost

Manage Time Uplozd |

T _0Ox
Reporiing | Administration |

|

Fizld Work Center 3 8 30, 0.and the Field Work Genter logo are copynghts of Viewpoint Construction Software

2. Click Refresh ©2 . The following screen appears.

Y7 Field Work Center

HQ g PTHMR® 2= &g

Payrall App.

Search

il |Jpload

Search ltem

PR Group

Period

Resource Group
Company

Job

Phase

Manager

Entry Code Type
Entry Code

Type

Resource No.
Description Like
Header Cost App.
Header Payroll App.
Detail Cost App.
Detail Payroll App

Fersonal Entry || Manage Resources |

Locked | Cost App.

Productivity

Type

Manage Cost

Resource No. Description

ManageTime | Upload

Period Ending

Connested: Devel | DebBryan

Reporting

Hours

Units

Administration |

|

Currency

| 4

Criteria -y

Employee

15128

Kenneth Scher 02/08/2013

0210872( =

H. Hours

Employee

Search

OoooOooooE

OooOoOooooO

OoooEEOOm

OooOooooom

Employes
Employes
Employes
Employes
Employes
Employes
Employes

Employee

1-5184
1-275
1-700
1-50%6
1-5000
1-518109
1-5178
1-5063

Rebert Nerton 02/08/2013
‘william R Greene 02/0872013
Thomas W Carr  02/0872013
Jake Fisher 02/08/2013
Aaron Fischer 02/08/2013
Shawn P Kelly 02/08/2013
Ray Benson 02/08/2013
Deb Bryan 02/08/2013

80.00
80.00
20.00
20.00
80.00
80.00

00
00
00
00
00
00

00
00
00
00
00
00

v

Fieki Work Center 3.8.30.0:and the Field Work Center logo are copyrights of Viewpaint Canstruction Software

3. Click the Minimize the Navigation Pane «

more room on the screen for detail records.
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At this point, select a Payroll user from the class to come up to the hot seat. Have the user
add and change records, and review notes.

| R ]
/ Field Work Center
L Personal Entry || Manage Resources || Productivity Manage Cost Manage Time Uplozd Reporting Administration |
5 . B — 5 r —
b4 = |
HQ o TR 27 &[4 ]
» | Upload Locked | CostApp. |Payroll App. | Type Resaurce No. Description Period Ending Hours Units Currency
i TR = = Employes  1-5128 Kenneth Scher  02/08/2013
- Select All for Upload
B Employee 1-5184 Rebert Morton 02/08/2013
Deselect All for Upload —
[} Employ 1-275 William R Greene 02/08/2013 20.00 00 oo
Lock All
=] e Employes 1-700 Thomas W Carr  02/08/2012 20.00 .00 00
UnLock All
] Employee 1-5096 Jake Fisher 02/08/2013 80.00 .00 00
Set Batch Code
[} Employee 1-5000 Aaron Fischer 02/08/2013 20.00 00 oo
6 [} =] |} =] Employee 1-518108 Shawn P Kelly 02/0872013 20.00 00 oo
& B | B | Employee 1-5178 Ray Benson 02/08/2013 80.00 .00 00
@
W B B =) |} Employes 1-5063 Deb Bryan 02/08/2013
4 . 3
. FiekdWork Center 2.8.20.0 2nd the Fiekd Wark Centerlogo 2re copyrights of Viewpoint Construction Software Connected: Devel | Deb Bryan

4. Right click anywhere on the screen to show Select All for Upload. Then click on
Deselect All for Upload.

5. Check the Upload box for ONE record and click the Upload Selected Records | ¢,
icon to upload data to Viewpoint.

After the upload, the following screen appears:

Field Work Center 3.8 - Deyel [

The upload process completed successfully.
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6. Have the user log in to Viewpoint and select PR Timecard Entry.

8 1 Main Menu for Accow [ T —— [_[=1x]

File  Folders  Items  Yiew Options  Links  Windows  Help

9 - B [F]+ & - 1 - Accounting Implemenkation Company ]
Aocounting NPOINT =

Implementation

Company SOFTWARE
Meny |
Folders Items in “Pagroll - Programs”
£ wmoerts Title Last Accessed -
) tventary PR Craft Closs Templatee e 012 3:02:58 PM
LAPR Employees lLast Accessed: 5i16/2012 3:05:25 pm PO12 10:16:46,
] bsirg B FR Craft Templates Sf16/2012 10:15:49...
£ PR Craft Classes 5/16/2012 10:14:35...
[ ob cost 4 PR Craft Master S/16/2012 3:08:31 AM
B PR Pay Period Control 5/8/2012 11:37:22 AW
J Programs kPR Batch Process 5/2/2012 2:47:42 PM
[ reports PR Department Master 4f27/2012 10:22:33
PR Earnings Codes 4/24/2012 2:02:33 PM
| Materia Saies PR Group Master 4f24/2012 Z:08:43 PM
PR Payral Process 4/24/2012 2:07:28 PM
// Payrall PR Employee Pay Seq Control 4f24/2012 :07:11 PM e
PR Company Parameters 4f24[2012 2:06:46 PM
./ Programs S3PR Crews 4{11/2012 2:40:56 PM
7 reponts 5 PR Template Master 3f20/2012 10:39:02
1PR AP Update 1/9/2012 5:17:36 PM
[ erosct Management R State Information 10/31/2011 4
PR State Insurance Codes 10/31/2011 4
[ purchass Order PR Routing Master 10/31/2011 3:58:A4L...
PR DeductionsLisbiities 10/7/2011 3:16:37 PM
// Reparts # PR Employes Dedns / Liabs 9/12/2011 12:32:49..,
PR Garmishment Groups 8/31/2011 12:38:14
// Subrontract Leciger —| 7 PR Occupational Categories 8/30/2011 2:32:51 PM
£ wor Datatuss SHPR ALtomatic Earmings
- ||| FPR Auto Leave AccrualiUsage =
Thisis a Programs Foldsr. View=Details, Sort=Last Accessed descending, |3 vpsample |3 vpadmin | co#i 1

7. Uncheck the Show my batches only box, and then sort to find your batch. Note that
the batch comes over as having been created by “"ResourceCommander38User”.

B 1 Batch Selection for Accounting Implementation M=
Be Edt Optins Tooks Windows e
Beul
Do you want to
€ Create anew batch (' Use an existing batch
e =
Payroll Tmecard Batches o Cancel
PR G
w/
I~ Show my batches only ™ Inchude canceled batches
Unposted Batches )
Morth |Batch # | Created By Status | Restricted | PR Group | PR End Date | Source -
» [0Sz |3 ResourceCommander 36User 0 1 si6f12 PR Entry
[0s12 2 ResourceCommander35User 0 1 si6f12 PR Entry
05/12 |1 ResourceCommander33User ) 1 si6f12 PR Entry
04/12 |35 ResourceCommander39User 0 1 4f29)12 PR Entry
10412 (34 ResourceCommander 38User 0 1 4429012 PR Entry
los12 (33 ResourceCommander38User B 0 1 4429]12 PR Entry
04/12 |32 ResourceCommander35User [ 0 1 4429112 PR Entry
04/12 31 ResourceCommander38User 0 1 4429)12 PR Entry —
|os12 (30 ResourceCommander35User ] 1 4j29)12 PR Entry
04/12 (27 ResourceCommander38User ] 1 812 PR Entry
04/12 |26 RescurceCommander 38User 0 1 4429012 PR Entry
03/09 |94 vpadmin 0 2 10/16/11  |PR Entry
04/12 (25 ResourceCommander33User [l 0 1 4429112 PR Entry
04/12 |24 ResourceCommander38User 0 1 4429)12 PR Entry
04/12 (23 RescurceCommander33User 0 1 4/15]12 PR Entry
o312 22 ResourceCommander38User ] 1 415012 FR Entry
los12 |21 ResourceCommander 33User ] 1 415012 PR Entry
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8. Review the uploaded payroll transaction with the payroll clerks.

@ 1 PR Timecard Entry for Accounting Implementation Company

|
[_[Olx]
Fie Edi Records  Yiew Options  Jools  indows  Help
| 5
FoLEHXORLES D> P Fe
Month: 05/12 Batch #: 3 PR Group: 1 Pay Period Ending Date: 5jellz
s [ (8] CERTIFIED J0B
Employes Date Tatals Employee Pay Period Totals Job Pay Period Totds
regr [ oo 0.00]| | Reg: [ t00] 0.00] | ey [ e.00] 135.00]
ot [ oog] ooo)| | om [ o] ooo] on [ oo 0.00]
Type Date Job Phase
[Thampson, & | [#r30112 | [Bromx 30b | [Btructural steel ]
Grid |1nfu
[ Gatchsea][[Copy (0-2) | Employee|Type [ Action | Date| Pay Seq|PR [Crew | IC Co[Job | (0) Phas | Ins State | Tax State|Local |Unemp [Ins Code| GL co| Craft [Class | (1)E| Shift] Rate| Hours
» 1 202861 - Job | A-Acd 4i301z 11 1 07004- 051000 | CA [ ch SE0e 1400|1206 1 1 000000 1.00
*
Enter 0, 1, 2 or + to use copy Feature. Record 1 of 1| i@ Grid | Cow: 1|
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