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Time Tracking for Dynamics 365
Project Service Automation

Time Tracking for Dynamics 365 Project Service Automation
extends the time and expense tracking functionality of Dynamics
365 Project Service Automation. It allows employees to track
their work efforts and expenses for project tasks to which they
have been assigned.
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Manage Time Entries

Each time entry requires a specific start and end time, its duration
is calculated automatically and cannot be edited.

Create a Time Entry

1. Go to Project Service > Tracking.

@2 Dynamics 365 ~ Project Service v  Tracking

Training

Project Service

My Work Customers Sales
; i iy j
@ Dashboards Delegations Customers Leads
;}‘ Bookings and Tasks [\_/| Appraval Manager Contacts E Opportunitie

(") Tracking Quotes
Time Entries
L =N

2. Select the desired time frame in the calendar by clicking and
holding the left mouse button. Then, right click to open the context
menu and choose Create new Time Entry.
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3. In the Time Entry creation form, select the relevant project task
assignment in the project tree on the left-hand side. Then, type the
required details in the form on the right. Create the time entry by

clicking Save.
Time Entry >
j;_— Expand 1_5 Collapse Search Internal Comments
Mame Start Date Due Date Start Date A/262017 9:20 AM O]
a & \stropalitan Manufacturing = Due Date 4/26/2017 12:30 PM ®
4 M ising and Commissioning on ... | 4/18/2017 5/4/2017

4 [ Mechanical fitting 4/25/2017 1200 AM | 4/26/2017 11:5¢ External Camments
+ [ Mechanical fitting 4f25/2017 1200 AM | 4/26/2017 11:5¢ =
= Type Work w
[ John Adam 4/25/2017 4/26/2017
+ [ Etectrical fitting 4/25/2017 12:00 AM 4/26/2017 11:5¢] Bole
4 U erectrical fitting A4/253/2017 12:00 AM 4/26/2017 11:5¢
[Z john Adam 4/25/2017 4/26/2017
4 B MSG-Services
4 I o Workshop 4/24/2017 5/15/2017
4 [ Kick Off Mesting 4/24/2017 1200 AM | 4/26/2017 11:5¢ =
1 .4

Sawe | Cancel
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Submit a Time Entry

1. Go to Project Service > Tracking.

Dynamics 365 ~ Project Service ~  Tracking

Settings Training

Project Service

My Work Customers Sales

: [ j
@ Dashboards Delegations ] Customers Leads
If,;‘ Bookings and Tasks [7| Approval Manager Contacts E Opportunities

Tracking Quotes

Time Entries

2. Click Submit.

Dynamics 365 ~ Project Service v  Tracking

[#] NEW ACTIVITY ~ =+ NEW RECORD ~ i IMPORT DATA

C Refresh O ) Recall ] Expenses E Grid

3. Select the entry you wish to submit via click. You may select mul-
tiple entries at once by holding the CTRL key. Click Submit at the
bottom right corner of the screen.

Submit Records

Time Entry | Expense

Start Date [ue Date Duration Type Intemal Comments Froject Task Entry Status
4252017 /2572017 45 Waork Kick Cff Meeting Returnsd
4/25,/2017 4/25/2017 35 Wark n=w comment Electrical fitting Diraft
42472017 4/24/2017 & Work Solution Architectur Hrchitect Returnad
41262017 4/28/2017 0.5 Work 123 Mechanical fitting Draft
4/26/20L7 4/26/2017 15 ‘Work Demo Tracking hechanical fitting Diraft

Submit

The status of the selected time entries will change from draft’ to
'submitted’. These entries can no longer be edited (the status icon
will change from a pen to a lock).
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Recall a Time Entry

1. In case a time entry was submitted mistakenly or you want to edit
a submitted time entry, you may recall it. To do so, click Recall.

| Dynamics 365 Project Service v~ | Tracking

[#] NEW ACTIVITY = = NEWRECORD =  jfIMPCRT DATA

* Refresh O Submit ) e, Expenses E Grid

2. Select one or multiple time entries you wish to recall and choose
Recall at the bottom right corner of the dialog windows. The se-
lected entries will return to the draft stage and may then be edited
again.

Recall Records

Time Entry = Expense

Start Date Cue Date Duration Type Intzral Comments Project Tazk Entry Status
4262017 4/26/2017 3 Werk Voitage Check Electrical fitting Submitted
o o . . Go live readiness .
4/26/2017 4/25/2017 15 Werk Final Tests for Go Live i Submitted
ass=ssment

Recall
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Expenses

In addition to working time, you may also track project-related
expenses. The following expense categories are available: Airfare,
Car Rental, Hotel, Meal, Miscellaneous, Public Transportation and
Taxi.

Create an Expense

1. Go to Project Service > Tracking.

Dynamics 365 ~ Project Service ~  Tracking

Training

Project Service

My Work Customers Sales

: - Ch ;
Dashboards Delegations P4 Customers Leads
Bookings and Tasks [\_f| Approval Manager Contacts E Opportunities

b

A

O

Tracking E&_) Quotes

3
Time Entries

o) EXpenses

2. Select the desired time frame in the calendar by clicking and
holding the left mouse button. Then, right click to open the context
menu and choose Create new Expense.
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3. In the Expense creation form, select the relevant project task
assignment in the project tree on the left-hand side. Then, type
the required details into the form on the right. Create the ex-

pense by clicking Save.

Expense

1== Expand 1= Collapse Search

MName

4 (= Metropolitan Manufacturing

ri lohn Adam
4 & MSGE-Services
4 I CR\ Workshop

ri John Adam

4 M [5G and Commissioning on ..

Start Date Due Date
4/18/2017 5/4/2017
4/21/2017 472472017
472472017 5/15/2017
4/24/2017 472672017

Expense Purpose

Transaction Date 4726/2017
Amount 0.00
External Comments

Expense Category Airfare

<

Save

Cancel

Submit an Expense

1. Go to Project Service > Tracking.

Dynamics 365

Project Service

My Work

Dashboards
Bookings and Tasks
Tracking

Time Entries

Expenses

é@ﬂ@w

Proiect Approvals

Project Service ~

Settings

Delegations

[\_/| Approval Manager

Tracking

Training

Customers

Customers
Contacts

Sales

Leads
E Opportunities

E&_) Quotes
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2. Click Submit.

Dynamics 365 ~ Project Service ~ | Tracking

[7] NEWACTIVITY = == NEWRECORD * [l IMPORT DATA

¢ Refresh 0 ) Recall e} Expenses E Grid

3. Switch to the Expense tab. In the list of draft expenses, se-
lect those you wish to submit via click. You may select multiple
expenses at once by holding the CTRL key. Click Submit at the
bottom right corner.

Submit Records

Time Entry

Expense Purpcse Project Transacticn Date Amount Expense Category Expense Status
= . Fitting and Commissioning g 155 -

Demo Expenze 4/36/2017 £50.00 Carrental Diraft

on customer side

Submit

The status of the selected expenses will change from ‘draft’ to ‘sub-
mitted’. These entries can no longer be edited (the status icon will
change from a pen to a lock).

Recall an Expense

1. In case an expense was submitted mistakenly or a submitted ex-
pense needs to be edited, you may recall it. To do so, click Recall.

22 Dynamics 365 Project Service ~ | Tracking

[#] NEWACTIVITY ~ = NEWRECORD ~ [ IMPORT DATA

@ Refresh @ submit € ¥ Expenses B Grid
P
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2. Select one or multiple time entries you wish to recall and choose
Recall at the bottom right corner of the dialog windows. The se-

lected entries will return to the draft stage and may then be edited
again.

Recall Records

Time Entry | Expense

Expense Purpose Project Transaction Date Amount Expense Category Expense Status

Fittin, d Co 10min
Cemo Expense G I 4/26/2017 £50.00 Car rental

Submitted
on customer side




Project Gantt for Dynamics 365
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Project Gantt for Dynamics 365 Project Service Automation is
an add-on which extends the Dynamics 365 Project Service
Automation app. It allows project managers to plan and control
project structures and progress. Project Gantt supports all
Dynamics 365 Project Service Automation entities.
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Display projects

1. Go to Project Service > Project Gantt.

Project Service v Project Gantt

l_

My Work Customers Sales Planning and Delivery Billing
E Dashboards @ Delagations Customers Leadls Progects Invoic=s
Sookings and Tasks Approval Manager Contacts E Opportunities Progect Templates Actuals
{ ’.-:..__} Preject Contracts Jourrals
Time Entrizs Progect Contract Miles...

@ Expensss Progect Gantt

Progect Approvals

2. To display all projects, click Refresh. To select particular projects
to display, click the magnifying glass icon in the field Filter.

g2 Dynamics 365 +~ | Project Service v | Project Gantt

l#] NEW ACTIVITY = == NEW RECORD ~ [l IMPORT DATA

( REFRESH &#SAVE 4&=EXPANDALL &= COLLAPSEALL & EXPORT TO PDF

Filter View  All Project Tasks w Mode Gantt

Resources

Scheduls Board

Aesourcs Litilzation

Resource Recuests

Resource Requirem

Resource Bockings

ERERRE

Resources
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3. Browse Projects, Accounts, Contacts, and Project Tasks and
Select the records you would like to display. Then, click Add.

| ook Up Records

Lock for Account £

Lock in iy Active Accounts w

Search Q,

W | Account Name -~ Main Phone Address 1; Cit
1. FC Mirnberg Murember; =

Bilfinger EMS

Boehringar Ingelheim Phama GmbH & Co, KG +49 613277 0 Ingeiheim ;
Coho Diagnostic 4258214885 Bothell
Diatey &b, Miarmberg
-
k
1 - 23 (0 seiected) Page 1
Selected records: {0) Imvert selection
Select
Remove
Add Cance

4. Click Refresh.

Dynamics 365 + = Project Service v | Project Gantt

[#] NEWACTIVITY ~ == NEWRECORD ~ [ IMPORT DATA

( REFRESH & SAVE i EXPAND ALL &% COLLAPSEALL & EXPORT TQ PDF

Filter' | Livetube KG: LUZ AG: prab | © View | All Project Tasks o Mode  Gantt
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The selected records will appear in the project tree hierarchy on
the left and as Gantt charts on the right.
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Add a new project

1. Select the account for which you wish to create a new project.
Right-click and select Add new project.

i Dynamics 365 « | Project Service v | Project Ganit

[#] NEWACTIVITY ~ 4 NEWRECORD ~ [y IMPORT DATA

@ REFRESH & SAVE 4L EXPANDALL &= COLLAPSEALL & EXPORT TO POF

Filter | Livetube KG: LUZ AG: prob | Q View | All Project Tasks e Mode | Gantt w
= Project Task Mame Due Date Status Reascn Actual Duration Scheduled Durat...
[+ ﬁ proi¥ GmbH Active
n Open in CAM
2= HEE

Add new project

2. Fill'in the form. Choose OK to schedule your project for cre-
ation. To create the project, subsequently click Save in the com-
mand bar.

Create project
Marme m

Start Date 7/13/2017 B Customer LUZ &G Qo
£irm inick e

Ellga-};amd Finen WA3208T Project Manager o,

Estimated Hours =

St

Ok Cancel
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Manage project tasks

1. To create a new project task, select a project and right click to
open the context menu. Select Add child task.

g Dynamics 365 ~ Project Service ~ | Project Gantt

2] NEW ACTIVITY = =+ NEW RECOF

) = iy IMPORT DATA

(* REFRESH &9 SAVE S EXPAND ALL &% COLLAPSEALL &% EXPORT TO PDF

Filter | Livetube KG; LUZ AG: prob | ©, View  All Project Tasks w Mode  Gantt w
# Project Task Mame Due Date Status Reason Actual Duration Scheduled Durat...
B & prodiX GmbH Active
- 1 Intemal Service Project 12/31/2017 Active
- Open in CRM
i = ‘_ Warkingtime P = 127312017 12:59... | Active 374400
- Edit
251 "_ Workingtime 12/31/2017 12:59...  Active 3744300
Set Status Reason >
12 (] workingti 12/30/2017 12:38...  Active 374400
L Wondngtirc Add child task s
= 1 T w5 P £ A AN
43 || Workingtime Create quote 12/30/2017 12:38... Active 374400
14 (] Waorkingtime Delete 374400
15 ‘_ Warkingtime 12/30/2017 12:55...  Active 374400
2. In the dialog window, fill in all fields and click OK.
Is Milestone
Project Task Name E
Start Date 1722017 |:| Parent Internal Service Prajed Q
Due Date 12312017 rj
Rale 0, Estimated Effort 10,400.00 C

OK Cancel
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3. To assign a resource to a task, select the project task and right
click to open the context menu. Select Resources.

en 4 390 i y
Filey | s o o Bk o Mostr
Deceris

= o —

a 3480
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4. Choose New.
Manage resources
Task QA risk asseszment
Bookable Resource Hours
Mew Edit Delete Restore Close
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5. To find the desired resource, click the magnifying glass icon in
the Bookable Resource field.

Assign resource X
Task QA risk assessment
Booksble Resource 0, Hours el %
From Date 11411/2016
To Date 11/19/2016
QK Cancel

6. Select one or more resoures and click Select and then Add.

Look Up Records

Laock for Bookable Resource
Lack in Active Bookable Resources

Search

W | Mame: s Resource Type Organizationa

Efrain Schreiner Contact Seattle =
Erika Meyer User PLX GER

Eva Dawson Contact Profession:
Florire Wilkerson Contact Professionis

Frankie Mundy Contact Discrete M

-

3
11 - 25 (0 selected) Pagel »

Selected records: (0) Invert selection

Select

Remove
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7. In the Assign resource window, click OK.

Click Close.Then, click Save in the top menu ribbon to finalize
the assignment(s).

[ —

Erika Meyer
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Create a project task
dependency

There are four possible dependencies between project tasks:
Finish-to-Start (FS), Finish-to-Finish (FF), Start-to-Start (SS), and
Start-to-Finish (SF).

1. To create a dependency between two project tasks, navigate to
the Gantt chart on the right-hand side of the screen.

Place your cursor on one of the project tasks. Two circles appear,
the circle to the left of the chart represents the start of the project
task, the circle on the right the end.

June, 2017

Jun 11 - Jun 17 Jun 18 - Jun 24 Jurm 25 - Jul 1 l2 - Jul g ul 9 -

'



Project Management Add-ons
for Dynamics 365

Project Service Automation

il

Click one of the circles, hold the mouse button and drag towards
one of the circles of the second project task.

Jund - Jun 10 Jun 11 - Jun 17 Jun 18 - Jun 24 Jur 25 - Ju Jul2 - Jul'g JulS-Ju

‘||

=

5

n
T

The resulting dependency will be depicted as an arrow.

Jun4 - Jun 13 Jun 11 - Jun 17 Jun 18 - Jun 24 Jum 25 - Jul 1 JulZ-Juld

*‘L.]*L]|

2. Finalize the dependency by clicking Save in the command bar.



Approval Manager
for Dynamics 365 Project
Service Automation

Approval Manager for Dynamics 365 Project Service
Automation extends the approval management functionality

of Dynamics 365 Project Service Automation. It allows

project managers to check submitted time entries and expenses
for accuracy, edit them if necessary, reject, or approve them.
Approved time entries and expenses can then be used for
invoicing.
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Approve or Reject Time Entries

1. Go to Project Service > Approval Manager.

Dyna mics 365 PFOjE‘Ct Service ~ Approval Manager

Project Service

My Work Customers Sales
: Pty
Dashboards Delegations - Customers Leads
&4 Ecokings and Tasks Approval Manager Contacts E Opportunities

Tracking Quotes

Time Entries

Expenses

Project Approvals

<

SEEEEB

2. To display all time entries in the system, click Refresh.

To load only selected time entries, open the Filter look-up field by
clicking the magnifying glass icon in that field. Then, add one or
more projects, accounts, contacts, project tasks, bookable resourc-
es, or project task assignments, click Select, and finally Add.

Dynamics 365 « Project Service v | Approva

[#| NEW ACTIVITY *+ = NEWRECORD ~ [y IMPORT DATA

@ Refresh Es Approve E% Reject =] save

Filter & From 1

bl
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Look Up Records x

Look for Praject “

Look in My Active Projects ™

Search O»

" | Name - Stage Mame Customer Start Date Estir
CRM Default Implementation Quote MSG-Services 472002017 T
CRM Workshop Plan M5G-Services 412442017

+" Development Work Quote M5SG-Services 57172017 3
E Risk Management Plan Plan Movartis A B/30/2017 P
Einfiihrung reues Medikament Deliver Tennison AG B/28/2017 2

-
R L S SRS . g
1-1% {0 selected) Page 1
Selected records: (0) Invert setection
Select
Remave
Add Cancel

3. Click Refresh. Based on the selected view, date range and
filter, records will be displayed in the main panel.

Time Entries, Expenses

_>U o Date Project Project Task Roie Type Eriry Status

.r_E’;. 2/14/2017 Tech Parts Shop Fl... Unit testing Team Member Waork Draft

a 2212017 Projekt Service Aut..Kick Off Meeting Project Manager Worc Approved
3/6/2017 Projekt Service Aut...Development Project Manager  Work Approved
3/6/2017 Projekt Service Aut...Development Project Manager Worc Approved
3/7/2017 Projekt Service Aut...Documentation Project Manager  Work Approved
3/7//2017 Projekt Service Aut...Development Project Manager Work Approved
3/8/2017 Projekt Service Aut...Reguirements Wer... Project Manager  Work Approved
3/9/2017 Projekt Service Aut...Reguirements Wor... Project Manager Work Approved
3/9/2017 Projekt Service Aut...Reguirements Wer... Project Manager  Work Approved
3/10/2017 Projekt Service Aut...Development Project Manager Work Approved
3M10/2017 Projekt Service Aut...Development Project Manager  Work Approved
3/10/2017 Projekt Service Aut...Requirements Wor... Project Manager  Work Approved
3/13/2017 Tech Parts Shop Fl... Unit testing Team Member Waork Approved
3/13/2017 Tech Parts Shop Fl.., Training manual Team Member Work Approved
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4. Use the project tree on the left-hand side to filter time entries by
project, project task or project task assignment. To do so, expand
the project tree and select the desired item in the structure.

Time Eniries | Expenses
'3 Praoject tres Project Project Task Roe Type Entry Status
4 (S Active Transport Inc Teth Parts Shop Fi.. Unt testing Team Member Work Drft
b [ Invaicing 2212017 Projett Service Aut...(ick Off Meeting  Project Menager  Work Arproved
4« im TEStP‘O-IekI _P'SJeCt 3/6/2017 Projekt Service Aut...Developmert Project Manager  Work Approved
b [ ] Golive . . . i 5 .
_— 3/6/2017 Projeit Service Aut...Developmert Project Manager  Work Approved
b [ | Schulung
= 3 3742017 Projet Service Aut... Dorumentaton Project Mznager  Work Approved
t [ | Entwicklung
s : 372017 Projeit Senvice Aut.. Developmenrt Project Mznager  Work Aporoved
B [ | Bereitstellung
e . 3/8/2017 Projett Service Aut...Requiremments Wor... Project Manager  Work Approved
t [ Kick Off Meeting - " o e " SRty : HOIDY
e '-‘\nalyse der Anioedenmgen: 3/9rz017 Projeit Senice Aut... Requirermenis Wor.., Project Manager Work Approved
b @ Default Project Service Automation Implementation- Templat 3/8/2017 Projett Senvice Aut...Requirements Wor... Proizct Manager  Work Aporoved
b [ Alpine Ski Shop 3/10r2017 Projext Service Aut... Developmert Project Manager  Work Approved
b By MSG-Servicas /102017 Projest Service Aut.. Developmert Project Manager  Work Approved
b [l Montage und Inketriebnahme - Template 3/10/2007 Project Senvice Aut...Requirements Wor.., Froject Manager  Work Approved
b [ Default Fitting and Commissioning Project - Template 3/13;2017 Teth Parts Shap Fiu., Unt testing Team Member Work Approved
b = Metrooalitan o i i N
P Wetrop it Matitaig 3/1312017 2ch Parts Shao F... Training manug eam Member Work Approved
i s Ralhy Master CompanyInc : : F
B b pany Projekt Service Aut...Dotumentaton Project Manager Work Approved
b Satin Finish Compary
31472017 Tech Parts Shop Fl. System training  Team Member Wark Approved
By Demand Distributors
. 3qzc1y Tech Parts Shop F... Uni testing Team Member Work Approved
I s Manufaktur und Fertigungsbau Maller

5. To approve a time entry, select it by clicking the check column.
You may select multiple records at once. Once you have selected
all desired records, click Approve.

Dynamics 365 ~ Project Service ~ | Approval Manager

<+ NEW

[#] NEw AcTIVITY = i IMPORT DATA

* Refresh Ee B Reject D Save
Filter o, From To Viey

Time Entries  Expenses

_>U v ate - Praject Project Task Role Type Entry Status

.TE’;. e Bf72017 IT-Governance ¢ development Architect Work Siubmitied

o o AiZRf201T Fitting and Commi... Etectrical fitting Project Manager Wiork Submitted
4/26/2017 Fitting and Commi... Mechanical fitting Project Manager  Work raft
A4425/2017 Tech Parts Shop Fl... Unit testing Team Member Work Approved
4/25/2017 Fitting and Commi... Electrical fitting Project Manager  Work raft
44242017 Tech Parts Shop Fl.., Training manual Team Member Work Approved
AM BT Fittimn 2md Casmmi Dlzasise Dhacs Draizet Mamamar  Uinde ez

6. In case a time entry was approved by mistake or should be edited
by the respective employee, you may unapprove these records by
selecting them and clicking Reject.
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For questions, wishes or feedback, please contact us via
support@proMX.net or the below details.

proMX AG
Nordring 100
90409 Nuremberg
Germany

E-Mail: contact@proMX.net

Phone: +49 (911) 81523-0
Fax: +49 (911) 239804-20

proMX.net
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