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1. Introduction

This user guide describes the functions offered by proRM Fast
Start, a solution for Microsoft Dynamics 365.

proRM Fast Start was initiated and developed by proMX AG.
To reach us, please visit our contact page.

1.1 About proRM Fast Start

proRM Fast Start is an essential add-on for project and
resource management in Microsoft Dynamics 365. It includes
four features offering time and expense tracking capabilities,
approval and invoicing functionality, and Project Gantt for
planning and structuring of project processes.

Project managers, team leaders and CEOs may also create
reports using Microsoft Power BI.

proRM Fast Start is available on Microsoft AppSource and from
the proMX AppStore.

1.2 proRM Fast Start Navigation

Once proRM Fast Start is installed in Microsoft Dynamics 365,
an additional area called Project Service will be added to the
navigation pane.

The Project Service area is divided into five groups:


http://prorm.net/en/contact-us/
https://powerbi.microsoft.com/en-us/
https://appsource.microsoft.com/en-us/
https://appstore.promx.net/
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The My Work group includes related Dynamics 365 entities,
similar to all My Work Groups in default Dynamics 365.

The Time Recording group includes the features Tracking and
Approval Manager. You will also find the entities Time Entries,
Expenses and Coming/Going here.

The Project Management group includes the features Project
Gantt. You will also find the entities Projects, Project Tasks and
Project Task Assignments here.

The Invoice Management group includes the feature Invoicing
Manager. You will also find the entities Actuals, Journals and
Invoices here.

The Resources group is the last main group in the Project
Service area. You will find the Dynamics 365 entities Bookable
Resources, Working Hours, Bookable Resource Categories and
Characteristics here.

The Settings group includes the items Configurations and
Rating Models.

1.3 Key Features

proRM Fast Start for Microsoft Dynamics 365 extends the default
Dynamics 365 capabilities by project management entities and
additional functionality.

All utilized entities (Projects, Project Tasks, Project Task
Assignments, Time Entries, Expenses, Coming/Going, Project
Templates and Working Hours) are listed in the Project Service
navigation area. These entities are required for use of the HTML
applications Tracking, Approval Manager, Project Gantt and
Invoicing Manager.

proRM Fast Start also uses default Microsoft Dynamics 365
entities, such as Bookable Resources, Bookable Resource
Categories, Characteristics, Rating Models, Accounts, as well as
the main sales entities Leads, Contacts, Opportunities, Quotes,
Orders and Invoices.

Tracking

The Tracking feature allows employees to track their efforts
and costs for assigned project tasks by creating Time Entries
and Expenses. A calendar view is used for simple tracking.
Employees also receive direct feedback on their working time
within the current time period via the Working Time overview
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and charts within the application.

Employees may also use the Coming/Going function to record
the beginning and end of their working day.

Project Gantt

The Project Gantt feature enables project managers to create,
plan and control the structure of projects they are responsible
for.

With the help of Gantt charts, they may plan and monitor
ongoing and upcoming projects as well as project task
dependencies.

Approval Manager

The Approval Manager feature is employed in the final phase
of the project management process, readying expenses and
time entries for the invoicing process. Project managers check
and approve records at the end of each reporting period.

If records appear to be incorrect, approval may be denied and
records edited or directed back to the employee in question.

Filtering options and charts provide project managers with
additional control over project progression.

Invoicing Manager

The Invoicing Manager feature allows users to quickly create
flawless invoices merely by dragging and dropping approved
time entries and expenses from one side of the screen to the
other. It's the fastest and easiest way to create invoices.

Sales Process

A business process flow, which guides users through the sales
process into the project phase, assists sales teams. This process
flow provides a guide line on how to set up the best conditions
for project managers.

It is also possible to create new projects based on sales orders
and assigned products.

In the entity Accounts, Account Tiles grant an overview of a
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company'’s opportunities, quotes, orders and projects including
the most important details. A tile’s color symbolizes the status

of each entity:

Entity Tile Color Status

Yellow Open
Opportunity Green Won

Red Lost
Grey Draft
Yellow Active

Quote Green Won
Red Closed
Yellow Active

Order Green Fulfilled
Red Canceled

Project tiles are marked blue by default. However, this may be
changed to green, yellow or red during execution to reflect the

status more accurately.

The corresponding entities may be opened via click.
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2. proRM Fast Start Set-Up

For full functionality of proRM Fast Start, basic configuration is
required.

2.1 Security Concept and Roles

proRM Fast Start provides a security concept to prevent
unauthorized users from accessing data. Therefore, project
managers and employees have different access rights. These
security roles also affect the permissions in Microsoft Dynamics
365.

There are three different security roles:

proRM-Employee

The security role Employee is a prerequisite for work with
proRM Fast Start. Employees may create time entries, expenses,
and time stamps as well as read projects, project tasks and
project task assignments.
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proRM-Project Manager

A Project Manager has additional rights and may create new
projects, project tasks and project task assignments.

proRM-Resource Manager

Users that are assigned the proRM-Resource Manager security
roll have access to the resources area within Tracking and can
thus edit other resources’ time entries and expenses as well as
create bookings in their name.

proRM-Invoice Manager

The security role proRM-Invoice Manager grants users full
access to the invoicing functionality of the app.

proRM-Administration

The Administration role grants full access to all proRM data.
This role is similar to the System Administrator in Dynamics 365

2.2 proRM Fast Start Entities
Configuration

Before proRM Fast Start may be used, basic entities need to be
set up.

2.2.1 Creating Bookable Resources

Bookable Resources describe a company’s resources and
employees. Without a Bookable Resource, it is impossible to
work on a project task or create time entries in the system.

Step 1. Navigate to the Project Service area and select
Bookable Resources in the Resources group.

&

Please note: The Project
Manager role builds
upon the Employee

role. Therefore, each
project manager must be
assigned both roles.

For more information

on assigning a Security
Role in Microsoft
Dynamics 365, please visit
Microsoft Dynamics 365
Help & Training



https://www.microsoft.com/en-us/dynamics/crm-customer-center/assign-a-security-role-to-a-user.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/assign-a-security-role-to-a-user.aspx
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Step 2: In the task bar, click New.

Cartant

Step 3: Fill in all required data (fields marked with *) and select Please note: For employees
the desired system user by clicking the User lookup button.

who work with proRM
Fast Start, a system user
and Bookable Resource of
the Resource Type: User is
required.

RESORE CAARACTERETICH

AESOUROLCATR RIS

RIS AR TIETICY

RSO CATEGORLS
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2.2.2 Creating and Configuring Working
Hours

Working Hours stipulate each employee’'s weekly working
hours. It is possible to create different working models for
bookable resources.

Step 1: Navigate to the Project Service area and select Working
Hours in the Resource group.

+ Active Working Hours ~

New Working Hour =

Sunday




Step 5: Open the desired Working Hours record. Then, open
the navigation menu and select Bookable Resources.

B Dynamics 365 -

Default Working Hour Template - 40 Hours pe... =

e Resource Associated View -

OKABLE.. [WEWLETELETE ol CHART PANE B AUNREPCRT +  [UENCE TEMPLATES = B, EXPORT BOOKABLE RESO.,

Bo

Fsuie Typ..

2.2.3 Bookable Resource Categories

Categories describe a bookable resource’s position in the
company. A bookable resource can be assigned to multiple
resource categories.

Step 1. Navigate to the Project Service area and select
Bookable Resource Category in the Resources group.

;:r.'_) Bookatie Resourte (.
=

Ir' W charserisiz
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Step 2: In the task bar, click New.

Step 3: Fill in all required data (fields marked with *). Then, in
the task bar, click Save.

Step 4: Open the desired Bookable Resource. Via the in-line
grid Resource Categories, add existing Bookable Resource

Categories from the system.

......

2.2.4 Creating and Configuring
Characteristics

The Characteristics entity is used to assign skills to employees.
Based on a rating model, a value ranking the employee’s
experience can be defined individually for each employee.

An unlimited number of skills may be assigned to a resource.

There are two characteristic types, Skill and Certification.

Step 1. Navigate to the Project Service area and select



Project Management

Praject Gantt 7
T |
@ Projects Eq,._..:_ Working Hours Rating Madsts

My Wark

B oo

Configuratians

Adtivtios @ Praject Ternplates F,P Bookabls Resource €.
m Reparts Praject Tasks | oharscteristics

;Tg Dynamics 365 ~

o NEW @ DELETE = wasEMAAILA LMK | =

= M MPLATES = O EPORTTOECCEL =  WeMPORTODATA =  JEcHarTraMe = Elzwipw  «ee

= Active Characteristics *

Step 3: Fill in all required data (fields marked with *) and click
Save in the task bar.

Hsawr glsavescios - HEs

CHARACTERISTIC : INFORMATION

New Characteristic -=

< General

Step 4: Open the desired Bookable Resource. Via the inline
grid Resource Characteristics, add existing Characteristics
from the system.

W SESOURE (RMATEATIS

me R CameeeE +

Step 5: In the new tab, set the characteristic and experience
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based on the rating model. Save the record to confirm the
assignment.

Dynamics 365 ~  New Bookable Resou...

Hsave [3'savE& cLosE =4+ NEW  EE] FORM EDITOR

BOOKABLE RESOURCE CHARACTERISTIC : INFORMATION

New Bookable Reso... =

3. proRM Fast Start Functionality

This chapter describes various functions of proRM Fast Start. It
includes instructions to:

« Creating a project

« Creating a project task

* Assigning a resource to a project task
* Creating a time entry

« Creating an expense

» Coming/Going

 Submitting time entries

 Submitting expenses

» Approving time entries

« Approving expenses

« Using reporting tools

3.1 Projects

Projects are the focal point of proRM Fast Start. The solution is
organized according to a strict hierarchy, at the top of which
should ideally sit a customer, i.e. an Account or a Contact in
Dynamics 365.

Each project has to be assigned to a customer. It is possible to
assign several projects to the same customer. Each project may
include several project tasks.

Resources may not be assigned directly to a project but to
project tasks only; this is called Project Task Assignment.
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Customer
Project
~ Project Task

‘7 Project Task Assignment

New projects may be created using the Dynamics 365 form,
Quick Create feature or Project Gantt application.

3.1.1 Creating a Project in Project Gantt

Step 1: Navigate to the Project Service area and select Project
Gantt in the Project Management group.

My Wor me Recording Project Managemen!  Resources Settings
Dasthaard: T tracin ==l project Gamt IS eonksiie Resaurce: Canfigurations
H : - &1 4

E ‘what's Mew Eﬂi Agpreval Wanager Prajdls t-!:.} \Wierking Howrs Fiating Moidels
@ Actiities E}i Expieris E Praject Temphites %j Banksble Resouice L.
m [L— Teme Ertries m Project Tasks 53 Characteriztics
-
E!rﬁ Caming/Gomg m Project Tack Asngnm..

Please note: Loading
Step 2: Select the desired customer in the Filter lookup.

all available data will
Keeping the filter empty will load all data in the system. decrease performance.

Dynamics 365 ~

@ REFRESH  SFSAVE S EXPANDALL &S COLLAPSEALL 4 EXPORTTOPDF

Filter View  Acinee Project Tesks Modé  Gantt

Look for Account w
Look in Active Accounts v
Search Q,
 Account Name - Main Phone Address 1: Cit.
Gevee (759) 156-3156 Wisconsin
~" Livetube 55-(958)700-9098 Oregon
Skipfire GmbH (330) 304-1815 Wisconsin
WVestibulum Ltd (153) 418-7186 Utah
+ Zoombox (228) 425-1480 Wermont
< >
1-5 (2 selected) Page 1
Selected records: (2) Invert selection
S Livetube 55 Zoombox
Select
Remove
Add Cancel
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Step 3: Click Refresh to load data.

On the left-hand side, a project tree illustrates the project
hierarchy. You will find the corresponding Gantt charts on the
right-hand side of the application.

Dynamics 365 Project Service ~ | project Gantt

[#] NEW ACTIWITY =~ 4+ NEWRECORD ~ i IMPORTDATA

€ REFRESH 4 SAVE  §“EXPAND ALL &% COLLAPSEALL &% EXPORT TOPOF

Filter  |wetube; Zoomboy Q, View  Artive Froject Tasks Made gantt

Praget From ] Resaurns Catgony Etimated B, B Y- HoviE bl

Lnetuts: Somn

=y than g cimun

) B kg Cansbark e

[k

g (Deloper Senioe]

Step 4: Select a customer and right-click to open the context
menu. Select Add new project.

Prgjest Froen ™ Ratauts Catagon Edtimated Efa...  Elliny

G 1200. 016 1 ELI000000000 (P
Lhetuiae: Supp. Acsvunt Manager e
Lt upp. Cunkty Asmurance Jurvan 15 crar

Toambax Dot Mgrtion and Go e v Constant (Senion
= [ Tavmboe Mkresalt Dyranics Sure Slep in-

Constant (Sanlon

ZIoambay Galiee
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Step 5: A new dialog pops out. Fill in data for the new
project. Then, confirm with OK to create the project.

Create project
Projectname Enter you Praject name here
From 12/12/2016 Customer Zoombox o,
To 12/12/2016 Project Manager Jerry Powell 0,
Billing Type Chargeable v Estimated Effort () 26.00 :
Overbookable Internal Price [h} D90.00 :

Btemaipice gy |D17000 - For a more general
overview of the
functionality and content

= cenee of the Quick Create
Feature, please visit
Microsoft Dynamics 365
3.1.2 Creating a Project via Quick Create Help & Training.

Step 1: Open the Quick Create form by navigating to the +
icon in the menu bar and select Project in the Records group.

B8 Dynamics 365 ~

Activities Records

Task E Account d Expense E Froject Task Assignm..,
nene Calt  cas G B

Phone Call Case vaice Lo Quote

@ Email E Category Lead ék"ﬂ% Time Entry

. Anpaintmert ComingGang L]. Opportunity
B comveior & o
E Contact m Project Task

Step 2: Fill in all required data (fields marked with *) to create
the new record. Then, click Save.

o~

3.1.3 Creating a Project via Dynamics 365

Form
Step 1: Navigate to the Project Service area and select Projects


https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx

lime Recording
[E] ain
(3 R
;_m] Approval Manager E Projects
| —|

E Ei Expenzes

=
ﬁar.s_‘.i Time Entries

My Work

E Dashboards
E What's New
Aduvities
m Reports

ig 3 Coming/Gaing
=1

Project Management

E Project Gantt

E Project Templates
m Project Tasks
m Project Task Assignm..,

|
. Project Service

Resources
Lﬁl’} Sockable Resources

gx,‘ci Working Hours

" ‘3 Bookable Resource C.
=

ﬁ Characteristics

=

_

Settings
Configurations

Rating hModsals

Step 2: Click New in the task bar.

#80  Dynamics 365 ~

4 nEW T DELETE | = €= EMAIL ALINE
+ Active Projects *
" Projecname T Froject Humber..  Customer
1BBET-50 Greee
13035-16 Lvetistye
1303528 Livetube
swiptire: Froduct Revelopment 247009 optire Gmb
akipfire Support 24790-77 oot mb
‘erhnulum: CRM Online implementasian 004705 ik

1182016 130, 12BE01E 1:30.

114182016 130,

12152016 130,

£0.0000000000
P BO00000000
£0.0000000000
250000000000 Chargeabie
S0.0000000000  Chargeabis
250000000000

40.0000000000

ol CHART P Baview

Eimng Type Froject i ..., Status Reason Frogress%
Chargeabie 3 Execution BO0
Chargealie 3 Executian 400
Chargeable Ewelyn Pattersan 3 Execution 12.00
3 Execution 23.00
Emma Halan 3 Evecution 14.00
Chargeable Emma Holan 3 Emetution 12,00
Chargeabie 3 3 Execution 4100

Step 3: Enter the required data (fields marked with *).

You can fill the data directly into the form or use the proRM
Business Process Flow at the top of the page, which will guide
you through the different stages of the project.

For more information
about the business
process flow feature,
please visit the_Microsoft
TechNet website.

Chengesske
Iniaiin
PROACT WFORMATION
-
W Gy
e
Active

e & A [
. w Proiert = <
New Project =
1 Inktiatian fActiveg r 2 Plaring 5 Eantulisn it Clossd B arehied
mmary
GEMERAL ACTRATES  MCTES PROSLCT TASKS
) | Add PhoneCal Ak Tak vy



https://technet.microsoft.com/en-us/library/dn531164.aspx
https://technet.microsoft.com/en-us/library/dn531164.aspx
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Step 4: Click the Save button in the task bar or at the bottom
right corner of the screen.

it e . = Hatsting T Eibaution P

GENAL ACTHITES WOTES BROIECT T

aaaaa S Bemar R

3.1.4 Project Templates

Frequently used project structures may be saved as Project
Templates.

In order to save time while creating Project Tasks, giving
estimations for assignments, or planning project structures,
these templates may be imported for different customers or
projects via the Project Gantt application.

3.2 Project Tasks

Projects are made up of one or more project tasks. Project tasks
can be subordinate to each other.

Project managers may add resources to the project task which
is lowest in the hierarchy.

New tasks may be created using the Dynamics 365 form, Quick
Create feature or Project Gantt application.

3.2.1 Creating a Project Task in Project Gantt

Step 1: Navigate to the Project Service area and select



HH Dynami

My Wark Time Recording Project Management Resources Settings

me = § =u X
Dashboards Tracking Project Gantt @ Bockable Resources L@n» Configurations
. A
What's Mew @ Approval Manager G Projects Warking Hours F&j Rabing Models
~d
Artivities E Expenses Project Templates g Bockabls Resource C...
n.
m Reports Time Entries Project Tasks :E. Characteristics

|~ IS |~ I

Step 2: Select a customer via the lookup Filter. Leaving the Q Please note: Loading
filter empty will load all data in the system.

all available data will
decrease performance.

[P NEWACTIVITY = = NEWRECORD * [l PMPORT DATA

ErerREs S SWE  SLERANDALL  S=COLAPSEALL &) EPORT T0POF

Filter VitW  Actwe Poject Tasks - BI00K  Gonkt

TRl Det.. Derd-Decid  Decl

Look Up Records

Look for Account
Look in Active Accounts

Search

. Account Name - Main Phone Address 1: Cit;

Gevee (759) 156-3156 Wisconsin
~" Livetube 55-(958)700-9008 Oregon

Skipfire GmbH (330) 3041815 ‘Wisconsin

Vestibulum Ltd [153) #18-7186 Utah

+" Zoombox (228) 425-14%0 Vermont

<

1-5 (2 selected) Page 1

Selected records: (2) Invert selection
S Livetube [55 Zoombox
Select

Remove

Cancel

Step 3: After choosing the desired filter, click Refresh to load
data into the application.
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On the left-hand side, a project tree illustrates the project
hierarchy. You will find the corresponding Gantt charts on the
right-hand side of the application.

Dynamics 365 ~ Project Service ~ | project Gantt

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

¢ REFRESH &/ SAVE L EXPANDALL &= COLLAPSEALL &% EXPORT TO POF

Filter | Livetube; Zoombox; o, View  Active Project Tasks Mode Gantt

Title

Step 4: Select the project or project task for which you wish to
create a new project task. Right-click to open the context menu
and select Add child task.

When creating a subordinate project task, the Add child task
functionality will be hidden in the submenu Project Task.

€ REFRES B SAVE S CHPAND £ COLLARSE
it | View  active Prajert Tazks & aret
Hovenbee 3016
Friect Taik Name Frogedt Eran T Resource Categary Edfimateq€ite.. Eiliny .M.  MOVE-MOVIZ | Men13-NOv1S  NowEO.MovZE  NOvET-Dec3 | Decd.Dectd
< Lvetube: Micranoft Dynamics Sure Sep Inp-: EOOMICON0000 Chae: [

B Lrvetube: suppart 50000000000 | Chart

Toid Ll Surp ok vt Sups.. 117162016 &1 L. Account Managi 100000000000 Chaey
Lwetube: T4t B 2nd Leves Suzonr Uvetupe: Supwa, 112 i Oually Rssurance Duriol 150000000000 v Euilym Battarcon (Gualey Asuranes i

-0 = {8 Zoambas: LR Online bnplarsankstion S00M000000  Char

o oheg _I Eibiar King (Cancuitart

= i zoomoos Micrsson:

Zoamans Anabze Cheats quets 1 Fhentnditome i

Save g template i 160000000000 Chiey by

Datata Deveiopes Sentai) 200000000003 Thary

Znambon i 7211 n B3  Fropsct Managar
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Ererres AFsae dovanpal A COWAPSEALL £ DXPORTTOPDF
Fiter  Lvetube; Zoonba 2 Wiew | Aciive Project Tasks Mode  Ganit
Prnjert Task Hame Praject From To Resauice Category Eslimated Bfo_ Billk|
5 B watuite
o 31 Lvetube Mot Dyramics Sure Step Inpn GO0000000000  Char
1 = [ Usatube: Suppart 250000000000 Chan
1 Lintiiog 36d Leval Suppart Livetube: Sugp.. - Aceount Mannges 100000000000 Char|
1 Uvetume Tst & Ind Level Supgore Livatue: Supp, Cualty Afuiane liunion 150000000000 Chal
1 =l Tacebo
a = [l zoombow CRM Cnime implementation ATLOO0CON00D  Char
- 2 Toombox Redqulie e 1 AR Zoombox TR, Eonsuitant {Sentor) 15.0000002000 Char
o 1 " | Znombex Custom Edit Toomboe CR.. Deveioger [Seniorn 160000000000 Chag
Zoambae Data Wi s Reasan 3 | Zoembow CR. Comsuitart [enior) chan
1 E [ zoombox Moniattt Char
o Zoembac Anslyze Add v Comauttark [Senior) Char|
1 Znombae Design Rasaurca Indait bafais Char
Zoombee Develog, P71 ColeR S Char
Zoambaox Ceplayment Zoombom: Mr,, Progect Marager Chay
Zoombox Go Live Zoombox Micr... .« Prapect Manager har

Step 5: A dialog window pops out. Fill in required data for the
project task. When all fields are filled in, confirm with OK to
create the project task.

Create task

Milestone

Project Task Mame = Enter your Project Task Mame here

Fram 11/9/2006 Parent Zoombox: CRM Online Impleme O\
. - Project Task - Ie)
To 1/1/2017 Manager Ethan King ),
Resource Category Developer [Senior] 0\ Estimated Effort (h) 40.00 c
Eilling Type Chargeable o Internal Price (h} Da0.00 c
Overbookable External Price (h) D110.00 c

oK Cancel

3.2.2 Creating a Project Task via Quick
Create

Step 1: Open the Quick Create form by clicking the + icon in
the menu bar and select Project Task in the Records group.

Activities
Task
. Phane Call
E Email

sppointment

category

ComngGoing 3' Opportuny
Compettor Praject

Proect Task
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Step 2: A form appears. Fill in all required data (fields marked For an overview of the
with *). Click Save to create the project task. functionality and content
of the Quick Create

it Feature, please visit
s s i — Microsoft Dynamics 365
- Help & Training.

3.2.3 Creating a Project Task via Dynamics Please note: Loading

all available data in the
365 Form system will decrease

performance.

Step 1: Navigate to the Project Service area and select Project
Tasks in the Project Management group.

Time Recording
Tracking
Approval Manager @ Prajects warking Haurs Rating Models
ﬂ Expances Erajert Templates ﬁ’? Bookable Rescur
Time Entres Brojer Tasks ,r__.ﬁ Charaersncs
E Caming/Gaing m Erajert Task Assignm

Fraoject Ganix 5:—{1 Baokabie Resoures Corfigurations

Step 2: . Click New in the task bar.

ynamics 365 ~

= MEW T DELETE | =~ e EMAILALINK | ~ [F] RUN REPORT ~ EXCEL TEMPLATES ~ @._, EXPORT TO EXCEL | ~ i_r IMPORT DATA  ~ gl CHART PANE ~ gg“;‘\-fllE\".' oo
+ Active Project Tasks
v | Project Project Task Mame 4 From To Resource Category Estimated Effor...  Billing Type Milestone Status Reason Progress %|
Gevee: Microso...  Gevee: Analyzing 11/16/2016 9:18...  11/30/2016 %:18... Consultant (Senior} 8.0000000000 Chargeable Mo 3 Execution
Gevee: Product ... Gevee: Conception 11/16/2016 9:18... 12/16/20169:18.. Production Manager 24.0000000000 Chargeable Mo 3 Execution
Gevee: Microso..  Gevee: Deployment 11/16/2016 %:18..  11/30/2016 %:18... Project Manager £.0000000000 Chargeable Mo 3 Execution
Gevee: Microso...  Gevee: Design 11/16/2016 9:18... 12/7/2016 %:18 ...  Quality Assurance [Junior} 16.0000000000 Chargeable No 3 Execution
Gevee: Microso...  Gevee: Development 11/16/2016 9:18... 12/16/2016 %:18... Developer (Senior) 20.0000000000 Chargeable Mo 3 Execution
Gevee: Microso...  Gevee: Go Live 11/16/2016 9:18...  11/30/2016 %:18... Project Manager 8.0000000000 Chargeable Mo 3 Execution
Gevee: Product ... Gevee: HTML Development 11/16/2016 9:18... 12/7/2016 %:18...  Developer [Senior) 16.0000000000 Chargeable Mo 3 Execution
Gevee: Product ... Gevee: Process and Plug-In Develo..  11/16/2016 %:18... 12/16/2016%:18... Developer (Senior) 35.0000000000 Chargeable Mo 3 Execution
Gevee: Product ... Gewvee: Quality Assucrance 11/16/2016 %:18... 14/7/2016 %:18... Quality Assurance (Senior) 15.0000000000 Chargeable No 3 Execution
Livetube: Supp...  Livetube: 1st & 2nd Level Support 11/16/2016 9:18... 127/2016 ::18 ...  Quality Assurance (Junior) 15.0000000000 Chargeable No 3 Execution
Livetube: Supp...  Livetube: 3rd Level Support 11/16/2016 9:18... 12/7/2016 %:18...  Account Manager 10.0000000000 Chargeable Mo 3 Execution
Livetube: Micro...  Livetube: Analyzing 11/16/2016 9:18...  11/30/20169:18.. Consultant (Senior] 8.0000000000 Chargeable Mo 3 Execution
Livetube: Micro...  Livetube: Deployment 11/23/2016 %:18...  11/23/2016 %:18... Project Manager £.0000000000 Chargeable Yes 3 Execution
Livetube: Micro...  Livetube: Design 11/16/2016 %:18... 12/7/2016 ::18...  Quality Assurance [Junior} 16.0000000000 Chargeable No 3 Execution
Livetube: Micro...  Livetube: Development 11/16/2016 9:18...  12/16/2016%:18... Developer (Senior) 20.0000000000 Chargeable Mo 3 Execution
Livetube: Micro...  Livetube: Go Live 11/16/2016 9:18...  11/30/2016 %:18... Project Manager 8.0000000000 Chargeable Mo 3 Execution
Skipfire: Support  Skipfire: 1st & 2nd Level Support 11/16/2016 9:18... 12/7/2016 9:18...  Quality Assurance [Junior} 15.0000000000 Chargeable Mo 3 Execution
Skipfire: Support  Skipfire: 3rd Level Support 11/16/2016 %:18..  127/2016 %:18...  Account Manager 10,0000000000 Chargeable Mo 3 Execution
Skipfire: Produ...  Skipfire: Conception 11/16/2016 %:18... 12/16/2016 %:18... Production Manager 24.0000000000 Chargeable No 3 Execution
Skipfire: Produ...  Skipfire: HTML Development 11/16/2016 9:18... 12/7/2016 %:18...  Developer (Senior) 16.0000000000 Chargeable Mo 3 Execution
Linfira: Drad Linfira: O A Dl ln D 111672016 21 1216908 01 s A < n Exarut
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Step 3: Fill in all required data (fields marked with *).

New Project Task -=

4 Sumimary

GEMERAL IVITHS  NOTES

TASK INFORMATION

sl @ Grey

SALES INFORMATION

Step 4: Click the Save button in the task bar or in the bottom
right corner of the screen.

B @'swiacoz wew  BIFoRMEDTOR

New 'Pr'ojer_'l Task =

GENERAL

................

3.3 Project Task Assignments

The Project Task Assignment entity connects Project Task
and Bookable Resource and stores project related customer
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and employee data. Only after an assignment was made is it
possible for the employee to create Time Entries and Expenses.

Project Task Assignments may be created using the Dynamics
365 form, Quick Create feature or Project Gantt application.

3.3.1 Creating an Assignment in Project Gantt

Step 1: Navigate to the Project Service area and select Project
Gantt in the Project Management group.

My Work Time Recording Project Management Hesources Settings

m Dashizoards Tracking Project Gantt L?} Bookable Resources Configuratians
E What's New pproval Manager E Projects @ Working Hou's v/ Rating Madels
Actwities H Expenses E Project Tamplates %3 Bookable Resource C
m Reports @ Time Eritrizs m Praject Tasks {E Charsctenstics

EEE Coming/ining Project Task assignm

Step 2: Select a customer through the lookup Filter. Leaving
the filter empty will load all data into the system.

Look Up Records
Laaktor Aczount
Laakin Aictiue Arcounts
Seath
o Becount Hame Wain Phone adddress 1: it
= 759 156-3156 Wisconsin
' Uretube 350700 2050 Oregon
skiptre GmaH [ICIIAIZE  Wiscamsin
vestibulum Lt 1534187786 Utah
+ Taamian 284354400 Varmant
1- 502 satectedt) Page i
Setected records: [2) Invvert sefection
- Lvetube £ Zoambox
select
ek

It is also possible to keep the filter empty to load all the data in
the system.

Step 3: Click Refresh to load data into the application.

On the left-hand side, a project tree illustrates the project
hierarchy. You will find the corresponding Gantt charts on the
right-hand side of the application.
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Step 4: Select the desired project task, right-click to open the

context menu and select Resources.

Step 5: The dialog window Manage resources opens. Click
New in the bottom left corner. Then, fill in all fields and confirm

with OK to create the Project Task Assignment.

M danage resources
Projact Tack Zoombox Customizations

Bookable Res..  Resource Cot.. Billing Type Estimated EFf...  Intemal Pricz .. | External Price ...

Develaper

~  Ethan King ‘senior

Chargeable 16.00 DE0.00 o000

New Edit Delete Restare Close

Please note: Loading
all available data in the
system decreases the
performance of the
application.
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Project Task Zoombox Customizations
Bookabl

ookable Jerry Powell [o] Estimated Effort (i) 16.00 -~
Resource ~
Resource Category Developer (Senior) O, Internal Price (h) De0.0o :
From 11/27/2016 External Price (h) D110.00 :
To 1218/2016 Overbookable
Billing Type Chargeable ~

oK Cancel

3.3.2 Creating an Assignment via Quick
Create

Step 1: Click the + icon in the menu bar and select Project
Task Assignment in the Records group.

Activities 3

) B i ﬁ Exenss E Projedt Task dssignm..
[W rane can B cose m Fsice E Quete

Emai Category Lead E{"Ji Time Ertry

Apportment Coming/Gaing r]. Cpporburety
B et & o
] conee @ o

Step 2: Fill in all required data (fields marked with *) and click
Save.

GERAL ASSIGARTNT DAL SALES TS

Oapiie

For an overview of
0 the functionality

and content of the

Quick Create Feature,

please visit Microsoft
Dynamics 365 Help &

Training.

3.3.3 Creating an Assignment via Dynamics
365 Form

Step 1: Navigate to the Project Service area and select Project
Task Assignments in the Project Management group.

My Wark Resources
Ciashl E Enckable Rescurces
E “hihat s hlew warkang Heurs Sy Fating odsis
At E; Bockabte Raseurts (,
m Reports r;‘ Characheristics
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F

EMPLATES = @, BxpoRTTOENCEL = W MPORTOATA = ol CHART PANE =

- esEMALAUNK | = [RuNREPORT - e

+ Active Project Task Asssignments v

Step 3: Fill in all required data (fields marked with *).

BB Dynamics 365 ~

New Project Task Assignmertt

SENERAL THE MO

ASSIGHNENT SCRNATION

=
SALES INFORMATIN
w1
wnm
it

Step 4: Save the record by clicking Save in the task bar or in
the bottom right corner of the screen.

§ Dynamics 365 ~ Project Service «

New Project Task Assignment =

+ SUummary

T T

e T,
o
i o
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3.4 Time Tracking

Once an employee has been assigned to a project task, they
may create Time Entries for this project task. These allow
employees to track their working time on the task and enable
project managers to supervise the progress of their projects.

There are three different types of time entries:
Work: default type for work on project tasks
Absence: for absences, e.g. due to illness
Holiday: for vacation or public holidays

Time entries may be created using the Dynamics 365 form, Quick
Create feature, Tracking application or Microsoft Dynamics 365
mobile application.

3.4.1Creating a Time Entry in Tracking

Step 1: Navigate to the Project Service area and select Tracking
in the Time Recording group.

3 Dynamics 3 -

wrhﬂing i

Propect Service

My Work Time Recording Project Management Resources Settings
@ Dashbaards Tracking g Project Gantt i'% Boakahle Resources Configurations
E What's New !ﬁ?ﬁ Approval Manager E Projects r@' Warking Hours Rating Madels
oy W
Atiities @ Expenses E Project Termplates é Bookable Resource .,

b2

m Reports Time Eniries m Project Tasks ETE Characteristics
[ﬂ Coming/Gong E Project Task Assignm..

Cretuh @Subwin  BFel Fipess Boaw Bconng W Propc Tk HPop Out M Hilp
Today T Monday, December 12, 20716 - Encly, Decemeer 16, 2016 Doy Week | WorkWeek Montn  Agends
= ]
i Mo 12712 Tow 1213 Wed 1214 Tow V1R Fi 12016 X
H oo Live 11 Prid e System
8:08 A8 bt Cortome Rairomants i WG - aut o O
508 Aw Bomwrm Tast: Frocems Suppert Caime CAS-3264-1883: Ramote
Semmicr wit: b -
Kk C7F Mestirg i M fdam
1000 Am
1108 AM
Preguring Poseer Print for fey e Traning
1200 P
00 P81
= Imsamnentition & Qi Cikstamizatiens
200 Abesres
200 P
400 M Warkits un anigred ot ¥
i1 g3y
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Step 2: Create a Time Entry

There are two kinds of time entries. Full-day time entries do
not feature a start and end time, only duration. However, start-
and-end-time entries are supported as well. Here, the duration
will be automatically calculated based on the start and end time.

The preferred entry type may be an individual choice,
management decision or depend on the project.

Step 2.1: Create a Full-Day Time Entry

Select the day for which a time entry should be created. Right-
click at the top of that day’s column to open the context menu
and select Create new Time Entry.

This opens the Time Entry creation form which is made up of
two areas. In the project tree structure on the left hand side,
select the desired project task assignment. Fill the necessary
data into the fields on the right. Confirm with Save.

Dynamics 365 ~ Project Service ~

[#] NEW ACTIVITY - =+ NEW RECORD ~ B> IMPORT DATA

@ Refresh 9 Submit “ Recall R Exgenses H= Grid E& Coming R Project Tasks

Today < > [E Monday. December 12, 2016 - Friday. Decermber 16, 2016

Mon 12/12 Tue 12/13

SEOUNOSRY v

Create new Time Entry

8:00 AM Create new Expense Defining Customer Requirements

9:00 AM Scenario Test: Processes

Kick Off Meeting &

10:00 AM

11:00 AM

» 12:00 PM

1:00 PM

Impelementation of defined Custormizations

2:00 PM

3:00 PM

4:00 PM Working on assigned Supporicases "]

+) Full day
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Time Entry
[SEpand  E Collapse Search Subject
Name Erom Te Date 12112/2016
b L Duration (h) o
v
b e Skipfire GmbH Full Day
b i ves ~
Break (h) 0.00 “
b -G
Internal Details
External Detail
Type Work ~
Resource
Category
< >
Save  Cancel
Tirne Entry
= spang Search Subject Enter your Subject here
Mame Erom To Date AR RIE I
4 - e Duration (k] 200
[P S r— 171642 Al ar 12 AN
« I T " 11/18/2016 % 18 AM 1271 2 AN Full Dy 7
[ tiverube: Dovelopmen 17162016 %18 A} 27162016 2:00 P
& i i /162016 %18 AM 1Z16/2016 2:00 P Break (H) 000
|—',=, arey Pl G206 %18 AM 12116/2016 2400 Pl
_ Internal Desails for colleagues and
L Int=rnal Detzils  Project Manager
=
B Esternal Details for relevant Information
Esternal Detzil o omer
Type Work
Rescurce
Category Developer [Senion)
< )
Save | Cancel

Step 2.2: Create a Start-and-End-Time Entry

Click and drag the mouse to mark the desired time frame in the
calendar. Then, right-click to open the context menu and select
Create new Time Entry.

& T B IMPORT AT
& Retresh @ suomin yRecal W Bpenses  Blone [acoming  § Projen Tasks
g Today | < 2| Manday, December 12, 2016 - Friday, December 16 2018 Day  Week | WerkWesk | o
=
g
:c__i Men 12412 Tue 12/13 Wed 12/14 Thu 12715 Fri12/16
g Go Live with Praductve System
£:00 AM Defining Customer Requirements £ Vacation - out of Ofice
500 AM Seenario Test: Processes 2 Suppert Caser CAS-3264-1833: Re
" Secsion with Mrs. Adams
ik CHF Meating -
10:00 AM Treate new Time Entry
11:00 AM
Preparing Power Point for Key Use
1200 PM
1:00 PM
I ion of dafined Cust
200 PM Abseroe
3:00 PM

400 PM  Working o assigned Supporicises &
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This opens the Time Entry creation form which is made up of
two areas. In the project tree structure on the left hand side,
select the desired project task assignment. Fill the necessary
data into the fields on the right. Confirm with Save.

Time Entry
iZEpand 1S Collapse Search Subjct
Hame Fram Te Frem 1212/2076 83048 T
= Te 1EA2I2016 335 AN =
= Full Doy
& Erash [h) oo
Intermal Detsils
Esternel Detail
Type Wiark
Fesaurce
Caegory
S Cancal
Time Entry
[Sopard  [SCelspse Search Subjert Enter your Subject here
Mams Ficen T From 1226 220 AW ]
B
o B e To 124122016 5:30 AM
o B 12AB0E 012 Ak
T L Full D O
ZANCZEOM =
B 1141672016 518 AM 121572016 200 Pl
Irtemel Details for coleagues and
b Intenal Detedls  Progect Manager
e
- External Detals for refevart Information
EdternalDetall  fo the Customer
Type Work
Fisurce
Catagory Derslope Senior)
Soee Cancel

3.4.2 Creating a Time Entry via Quick Create

Step 1: Click the + icon in the menu bar and select Time Entry
in the Records group.

8 Dynamics 365

Activities Records
[ =% [ "

+ | IEES =] Account pt *‘fj Expense E Project Task Assignm..
= & -
Phone call Case ml Invoice

E Ernail Categary
m Appeintment P{:ﬁ Caming,/ Going E Oppartunity

:‘7‘3_1 Cuate

Lead l[if:‘:';_ Tine Entry
=

Froject

m Campetitor
E] ceonse

Progect Task

For an overview of
0 the functionality

and content of the

Quick Create Feature,

please visit Microsoft
Dynamics 365 Help &

Training.
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Step 2: Fill in all required data (fields marked with *). Click
Save to create the new data record.

Time Entry

GENERAL TIMEENTRY DETAILS

Ereak (k]

Subject *
Wark
Mo

3.4.3 Creating Tracking Entries via CRM
Form

Step 1: Navigate to the Project Service area and select Time
Entries in the Time Recording group.

e

Dynamics 365 ~ Project Service

- 1
Project Sefvice -
My Work lime Recording Project Management Resources Settings

== s
E Dashbozrds Tracking @ Broject Gantt @E Bookatile Resources Zonfigurations
E What's New Approval Manager E Brojects Working Hours v Rating Models
ey § & 2 .
Arthties B Expenses E Eroject Templates ﬁ Hookable Resource C..

L

REparts !?}g Time Entries m Project Tasks g Characteristics

I[i Coming/Saing E Project Task Assignm..

Step 2: Click New in the task bar to open a new blank form.

iii Dynamics 365 ~

Bor DL EPORTTORCE |~ yWBCATOATA - GJICHART PakE = Bzvew e

4 hEW ] DELETE - ;s BMAILALINE -

* My Time Entries ~

< | mpe Sejedt From T Srénk fhl Eiling Tspe
absence 12142006 200, 1214016 500, 0.0000000000  Crargeabiz
Wk =11 = Fegurementl 12152006 500, 11132016200, 0.0000000000 _ Chargesbi
Work 000000  Chargeable
Waik 20000000000 Chargeaki
work 50000000000 Chargeabi:
wark 4000000000 Crargestie
Waork A0M000M0N0  Chargestie
Wark 00000000000 Chargeskis
Vacban £.000000000¢ - Chargeabis
wark ODMO0M000  Chargesbis

For more information
& about the business

process flow feature,
Step 3: Fill in all required data (fields marked with *), either please visit the

by filling the data into the form or using the proRM Business Microsoft TechNet
Process Flow at the top of the page, which will guide you website.



https://technet.microsoft.com/en-us/library/dn531164.aspx
https://technet.microsoft.com/en-us/library/dn531164.aspx
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through the different stages of time entry creation.

New Time Entry =

Create New T Eniry (Active) r Sitnie Time Enery

------------------

OO0

Step 4: Click the Save button in the task bar or in the bottom
right corner of the screen.

New Time Entry =

Create Mew Time Tntry [Active) F Submil Tirme Entry

3.4.4 Creating a Time Entry in the Microsoft
Dynamics 365 Mobile Application

The Microsoft Dynamics 365 mobile application is available for
phones, tablets and Windows (starting with 8.1) in the Windows
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App store. It provides access to the entities Activities, Accounts,
Contacts, Leads, Dashboards and custom entities, allowing

users to track their daily work progress.

Step 1: Open the application on your phone, tablet or PC.

Fieading List app

e

Westhes

=W a
" o

Onelate 2016

P

FowerFaint 2016

v

Visso 2013

Step 2: Navigate to the menu icon in the in-app navigation
and select Time Entries.

Dashboards

Activities

Leads

Opportunities

Competitors

Invoices

Products

=] Social Profiles

Queue ltems

Knowledge Articles

Expenses

Tirme Entries

Coming/Going

My Open Laads (]

Susanna Stubberod (sample)

Mailed an interast card back (5a...
Mew
Pl Nancy Anderson (sample)

pened s vear - fol

a Campbell (sample)

Interested in online only store (=

oD Peter Houston (sample)
Nl Good prospec sample

e

oy Ivan Komashinsky (sample)
Rl |rerest=ci in our newer offering

My Active Accounts @

m Corporation (sample)

e Works (sample)

i House (sample}

IS Biue Yonder Airiines (sampie)

My Open Oppaortunities

My Closed Opportunities In Curfent...

For further information
regarding the app,
please click here.

For Windows PCs the
application is available
via the Microsoft Store.



https://www.microsoft.com/en-us/dynamics/crm-customer-center/install-dynamics-365-for-phones-and-tablets.aspx
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Upon opening the entity, you will get an overview of the current
week, including existing time entries.

& = O pel
My Time Entries
Time Entries
DAY | WEEK | MONTH 1/29/2017 - 2/4/2017 < > ToDAY

Step 3: Open Creation Form
To create a new time entry, right-click or (when using a mobile
device) tap anywhere to open the context menu. Click the New
(+) icon in the bottom right corner.
< =@ O Pl
[\Ay Time Entries
DAY | WEEK | MONTH 1/29/2017 - 2/4/2017 < > ToDAY

On Side Appointment - Customer
Requirements

User Story 398 - Implementation User Story 319 - usability and
performance

Bugfixing HTML Application

Preperation for Kick Off Meting

CRM Workflows - Integration




GENERAL

Subject *

TIME ENTRY DETAILS
Break (h)
Duration (h) *

Bookable Resource

»

Billing Type
Project *
Task *

Assignment *

Resource Category *

3.5 Expense Tracking

In addition to time entries, proRM Fast Start also allows tracking
of project-related expenses.

The following expense types are available: Hotel, Car rental,
Meal, Airfare, Public Transportation, Taxi and Miscellaneous.

Expenses may be created using the Dynamics 365 form, Quick
Create feature, Tracking application or Microsoft Dynamics 365
mobile app.

3.5.1 Creating an Expense in Tracking

Step 1: Navigate to the Project Service area and select Tracking
in the Time Recording group.

Project Servic

My Work Time Recording Project Management Resources Settings

— e ; ; x
Adtvities Expenses E Praject Templates @ Baokable Resource Ca.
| =
Reparts Time Entries m Project Tasks I!a Characerisbcs
Coming/Gaing E Project Task &ssignm..

Create Time Entry

2/3/2017

0,0000000000
3,0000000000

Non Chargeable

- _ ~
Projedt Service -

E Dashboards Tracking Project Gantt %] Bookable Resources ! Configurations
E What's INew Approval Manager E Projects Waorking Haurs Rating Models




Today T Moday Deoerber 12, 076 - Frdop Decermins 16,2016 oy Wieek | Werkeek | tcn

Psn 127 Toe 12T W 1214 T tatE P ranns

o Line s Praducive Sysirm

800 s Difew Corimer Somomenis. G0 e ot

090 M o T P Gopret e 4G 3064 1883: Narmsts

Sevmor i M. Ada

1108 At

Sregry Ssar b foe bay Lpe ranry

1200 P

.00 B4

(iTEsdEantAton S8 it Custamizanon

Zo0 ==

08P

AD0 PN Wtk o g St

Step 2: Select the day for which an expense should be created.
Right-click anywhere in that day’'s column to open the context
menu and select Create new Expense.

Dynamics 365 ~

[# MEW ACTIATY = < NEWRECORD = [ IMPORT DATA

¢ Rafresh @ Submit  $)Recall W Epenses B Grid  EEComing & Project Tasks

Today | « [ Monday, December 12, 2016 - Criday, December 16, 2018

Men 12/12 Tue 12/13

SaunoEEY -

Create new Time Entry

Create new Boenze

B:00 AM Defining Customer Requiremants

9:00 AM Scenana Test: Processes

Kick DFf Meating &

10:00 AM

11:00 AM

12:00 PM

1:00 PM
ion of defined

Step 3: This opens an expense creation form which is made up
of two areas. In the project tree structure on the left hand side,
select the desired project task assignment.

Expense
[EEpand [ Collapse Search Subject
Mare Erom To Sanvice Date 121242018 &l
5 B b Amaunt nog
'~
+ i Vesibulion Lt Intesnal Details
-
External Detail
Expense Type Hotel
< >

Save  Cancel
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Fill the necessary data into the fields on the right. Confirm with

Expense
E Expand 1‘% Collapse Search Subject Enter your Subject here
Mame From To Service Date 1241272016 s
4 Bitiverube Amcunt 18000 " Deme
4 B vstube: Microcoft Dynamics 5. 11/16/2016 918 AM 12/16/2016 9:18 Ab
Internal Details For
11716/2016 918 AM 12/16/2016 2600 P Incernal Details  colleagues and Project
Manzger
1171672016 9:1 8 A 12f16/2016 2:00 PN
- External Details for
» sk Edemal Detell  Custorner
P -
B e Evpense Typs Aurfare v
< >
Save  Cancel

3.5.2 Creating an Expense with Quick Create & For an overview of

the functionality and

Step 1: Navigate to the + Icon in the menu bar and select content of the Quick
Expense in the Records group. Create Feature, please

visit_ Microsoft Dynamics
365 Help & Training.

Dynamics 365 ~ Project Service ~ | Dashboards >

Activities Records
Wl Tack % Account E Expense Broject Task Assignm...
Phang Call Case Invaice :-.';.
Email Category Lead @ Time Entry
[l Arpointmert E Coming/Going E Oppaortunity
g Campetitar E Project
Cantact m Project Tazk

B~

Step 2: Fill in all required data (fields marked with *). Then,
click Save.

Dynamics 365 ~

Fxpense

GENERAL BILLING DETAILS

Miscellaneous Currency 1% Dl Irtermal Details ™

3.5.3 Creating an Expense via Dynamics 365
Form

Step 1. Navigate to the Project Service area and select
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My Work lime Recording Project Management Resources Settings
P
EE Dashboards E&E Tracking B Project Santt lg{j Bookable Resources Configurations

E What's Mew ;ﬁ Approval Manager @ Projects

o g==g3
B Actities *’ Expenses E Project Templates gﬁﬁ Bookable Resource C..
=t | =
Reparts !L‘ﬂiE Time Entries m Project Tasks m Characteristics
| =
Eﬂ ComingGoing Project Task Assignm..

@ Waorking Hours Rating Madels

Step 2: Click New in the task bar.

S Dynamic

+HEH MEEOE - e EMALALUNK -  [FRUNRCPORT - [P DICE TEMPLATIS - O CHPORTTOERCEL - BpMEQRTDATA - - JCHARTRANE - EBuzw -
H Active Expenses ~
n; b B ling argesh!

Airdae Mo 1112016 DHASD Chaigeable Di1a0a
Car rerknl parvol ko Cinslomer S Evelm PaHenan ARG 05000 Chwrgeable 05000
e Ethan &g N6201E D160 Chargeable oiLed
Paa » ) 19206 D3E00  Chargeabils D3RO0
Fles Mattre D630 Chargeable 02630
Car revkal L ) DIE3.00  Chargeable Diga00
Carrerknd [ 08030  Chargeable a0
arrerks [ * NAGTOTE 012580 Chargeable Dizaed
Car rerkel t L 11302006 03050 Chaigeable 03050
Men Eveyn Patfeninn Hrizng 02350 Chargeable 02350
Mt Lunch Ethan Bng 02050 Chargeabie D2050
Hats enignt Stay st Hate E DTG0 Chasgeatts D000
MiaceRanenus € D500 Chargeable oinon
Hatei Ei OSE00  Thaigeable 05800

Step 3: Enter all required data (fields marked with *), either For more information
by filling it directly into the form or by following the proRM Q about the business
Business Process Flow at the top of the page. process flow feature,
please visit the
Microsoft TechNet
New Expense = website.

Step 4: Click Save in the task bar or in the bottom right corner
of the screen.

B Dynamics 365
=

New Expense =

Cregh e Lagerat (AT [ Suink Expeise



https://technet.microsoft.com/en-us/library/dn531164.aspx
https://technet.microsoft.com/en-us/library/dn531164.aspx

...........

L

||||||||||

3.5.4 Creating an Expense in the Microsoft
Dynamics 365 Mobile Application

The Microsoft Dynamics 365 mobile application is available for
phones, tablets and Windows (starting with 8.1) in the Windows
App store. It provides access to the entities Activities, Accounts,
Contacts, Leads, Dashboards and custom entities, allowing
users to track their daily work progress.

Step 1: Open the mobile application on your phone, tablet or
PC.

For further information
& regarding the app,

please click here.

The application for
PCs is available in the
Microsoft Store.



https://www.microsoft.com/en-us/dynamics/crm-customer-center/install-dynamics-365-for-phones-and-tablets.aspx
https://www.microsoft.com/en-us/store/p/microsoft-dynamics-365-for-windows-81/9wzdncrfjbcm
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Step 2: Navigate to the menu icon in the in-app navigation
and select Expenses.

i

Dashboards

Activities =

My Open Leads ) My Open Opportunities
Accounts

fof Susanna Stubberod (sample)
Contacts pAailed nlerect T

Leads
i Mancy Anclerson (sample)

Opportunities

Competitors Maria Campbell (sample)

Quotes

Peter Houston (sample)
Orders G prospe Tiple

Invoices

oy Ivan Komashinsky (sampie)

BEEEBEA

Products

fEw@P @ >»EG R RS

Social Profiles

My Active Aceounts ® n Current

Cases

A Datum Corporation (sample}
Queue ltems. ECE_pign

imond
E} Enowledge Articles

- Expenses

Time Entries

venture Works (sample)

Alpine Ski House (sample)

Coming/Going

Blue Yonder Airlines (sample)

City Power & Light (sample) 7

Upon opening, you will get an overview of the current week
including existing expenses.

Active Expenses

DAY | WEEK | MONTH 2/5/2017 - 2/11/2017 < > TODAY

Catering
Journey to Customer Meeting

W Al i Hotel Costs Costs ar Rertl ==

Overright Say at Hote X Parking costs i Eam e sy Lunch o
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Step 3: To create a new expense, right-click or (when using a
mobile) tab anywhere to open the context menu. Click New (+)
in the bottom right corner.

<« =@ D Pl
Active Expenses
Expenses

oA | WK | MONTH 2/5/2017 - 2/11/2017 < > rooar

| [ Catering

Journey to Customer Meeting

More Share Lik  Openin b

© 0 2 9 @

Step 4: Enter all required data (fields marked with *) into the
form. Click Save to create the expense.

Create Expense

GENERAL

Expense Type * Airfare

Subject * Flight to Customer Side
Service Date * 2/1/2017

Bookable Resource *

Project *

BILLING

Currency

Amount * €136.00
Billing Type *

Non Chargeable Chargeable

DETAILS

Internal Details + Internal Details for colleagues
and Project Manager

External Detail External Details for Customer

3.6 Coming/Going

The Coming/Going function allows employees to record the
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start and end of their working day, parallel to time tracking for
work on a specific project task.

The Coming/Going record may be created using the Quick
Create feature or Tracking application.

3.6.1 Record Coming/Going in Tracking

Step 1: Navigate to the Project Service area and select Tracking
in the Time Recording group.

Project Service ~ | Da

Projert Service

Wy Work Time Recording Project Management  Resources Settings

luf=t
Dashboards
E What's New
E Activities

Reporis -\} Time Entries m Project Tasks

IFY coming/Going E Project Task Assignm..

| v | : ’ im ,
:.I'-g_é\ Tracking Project Ganix _'?3:;' Bockebls Resources Configurations

: y - S
3 approval Manager Projects | &

BE
Expenses B Project Termplates h“::j Bocksbls Resource C..
P =

Waorking Hours Rating Madels

"W Charactensbics

Step 2: Depending on which record was last created, you will
find a Coming or Going button above the calendar. Click it to
record the start or end of your working day, respectively.

- Dynamics 365 ~ Project Service ~ | Tracking

[#| NEW ACTMITY = == MEWRECORD = [ IMPORT DATA

¢ Refresh O Submit ) Recall *] Expenses E Grid B ] Project Tasks

Today { > [#] Monday, December 12, 2016 - Friday, December 16, 2016

Mon 12/12 Tue 12/13 Wed 12/14

302NO5EY

Go Live with Productive System

2:00 AM Defining Customer Requirements

9:00 AM Scenario Test: Processes %
Kick OFf Meeting ]

An.A0 AR

Dynamics 365 ~ Project Service

[ MEW ACTIVITY = = NEWRECORD = [ IMPORT DATA

€ Refresh @ submit ) Recall @ Expenses B Grid E Q Project Tasks

Today < y [# Monday, December 12, 2016 - Friday, December 16, 2016

Mon 12/12 Tue 12/13 Wed 12/14

580N0say -

Go Live with Productive System N

8:00 AM Defining Customer Requirements @

2:00 AM Scenario Test: Procssses ]
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3.6.2 Record Coming/Going via Quick
Create

Step 1: Click the + icon in the menu bar and select Coming/
Going in the Records group.

#8  Dynamics 365 ~
Activities Records
Task % Accout ﬁ Experr m Project Task Assignm...
Phane Call Case E Invoice m Quate
@ Email cateqany ﬂ Lead Time Erery
Appomtment @ Coming/Gong E ‘Cpportunity
m Competitor E Project
Contact m Project Task

Step 2: Choose either Come or Go and click Save.

HH Dynamics 365 ~ Project Service ~

Coming/Going

Coming/Going *

3.7 Submitting a Time Entry

Time Entries are created as drafts and thus remain editable for
the employee. To enable time entries for the invoicing process,
they have to be submitted. At this stage, employees can check
the accuracy of the booking details.

Time entries may be submitted using the Dynamics 365 form or
Tracking application.

3.7.1 Submitting and Recalling a Time Entry
in Tracking

Step 1: Navigate to the Project Service area and select Tracking
in the Time Recording group.

My Work lime Recording Project Management Settir
E Dashboards Tracking @ Project Gantt Configurations
E What's Mew Approval Manager E Projects | Rating Madals
=, [ : s |

|;’i’ Adivities Expenses Project Templates Aookable Resource C..

A

For an overview of

the functionality and
content of the Quick
Create Feature, please
visit Microsoft Dynamics
365 Help & Training.
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Step 2: Click Submit to open the dialog window.

Dynamics 365 ~ oject Service ~  Trading
[#] NEW ACTITY = = NEWRECORD » s IMPORT DATA
¢ Refresh @ “Recsll @ Erpenses B Gid  E5Gong W Project Tasks

Step 3: All draft time entries for the current period are listed in
the Submit Records dialog window. Select the entries you wish
to submit with a left mouse click. It is possible to select several
entries at once by holding the CTRL key.

Submit Records
Time Entry  Expense
From To Duration (h) Type Subject Task Status Reason

Defining Customer
12/13/2016 12/13/2016 1 Work Livetube: Development Draft
Requirements

12/13/2016 12/13/2016 3 ‘Work Scenario Test: Processes  Gevee: Conception Draft

Impelementation of
12/13/2016 12/13/2016 35 ‘Waork Gevee: Conception Draft
defined Customizations

Go Live with Productive
12/14/2016 12/14/2016 6 Wark Syst Livetube: Development  Draft
ystem

12/14/2016 12/14/2016 3 Absence Absence Livetube: Development Draft

Step 4: Click Submit to submit all selected time entries. Once
entries are submitted, they are no longer editable for the
employee.

Submit Records
Time Entry  Expense
From To Duration (h) Type Subject Task

Defining Customer )
12/13/2016 12/13/2016 1 Waork Livetube: Development
Reguirements

12/13/2016 12/13/2016 3 Work Scenario Test: Processes  Gevee: Conception

Impelementation of
12/13/2016 12/13/2016 35 Work Gevee: Conception
defined Customizations

Go Live with Productive )
12/14/2016 12/14/2016 6 Work - Livetube: Development
ystem

12/14/2016 12/14/2016 3 Absence Absence Livetube: Development

Step 5: Recalling a Time Entry

In case a time entry was submitted by mistake or needs to be
changed afterwards, you may recall this entry. To do this, open
the Tracking application and click Recall.

Dynarmics 365 ~

v

Submit

Status Reason

Draft

Draft

Draft

Draft

Draft

v

Submit

[# NEWACTMVITY = = NEWRECORD = [l IMPORT DATA

¢ Refresh @ Submit b ¥ Expensss BGnd E% Going @ Project Tasks

Today ¢ 3 E Monday. December 12, 2016 - Fridey, December 16, 2016

nnosEy o

Mon 12/12 Tue 12/13 Wed 12/14
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Select the entries you would like to recall and click Recall.

Recall Records
Time Entry ~ Expense
From To Duration (h)
12/12/2016 12/12/2016 55
12/12/2016 12/12/2016 1
12/13/2016 12/13/2016 1
12/13/2016 12/13/2016 3
12/13/2016 12/13/2016 35

Type
Waork

Work

Waork

Work

Waork

Subject Task

Kick Off Meeting Gevee: Conception

‘Working on assigned
Livetube: Development
Supportcases

Defining Customer
Livetube: Development
Requirements

Scenario Test: Processes  Gevee: Conception

Impelementation of
Gevee: Conception
defined Customizations

Status Reason

Submitted

Submitted

Submitted

Submitted

Submitted

Recall

These entries will now go back into draft phase enabling you to

make the desired changes.

3.7.2 Submitting a Time Entry via Dynamics

365 Form

Step 1: Navigate to the Project Service area and select Time
Entries in the Time Recording group.

My Work

% Dashboards
E What's Mew

Time Recarding
Tracking
Abiprgial Manager
ﬁ Expenses

Time Entries
CamingGoing

Jynarr P i

Project Management

@ Project Gantt

E Projects

E Project Templates
m Project Tasks

E Project Task Assignm...

i
Project Service -

Resources

Iﬁ:‘ Eaokahle Resources
@f ‘Working Hours

ﬁ Eonkable Resource C...
bt ™~

E Characterishcs

Settings
Configurations

Rating Madels

Step 2: Select the desired time entry in the list of bookings and
open it via double-click or with the help of the context menu.

Ve

sneecE  nwaesne
SoOEOCEaN Chegme
BoONESN)  (agesne
SoONREE Chgse
RIS agese
SOUNEON  Chrguse

coxeonn  agene

Seaean chiguse

sues -
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Step 3: Follow the proRM Fast Start Business Process Flow for
Time Entries to the second step Submit Time Entry by clicking
the Next Stage button.

Step 4: Ensure all entry details are correct and submit it by
changing the option Submit Time Entry? to Yes via a click.
Click Save in the bottom right corner.

customer specific entities

bt Terw iy

B PROECT INFORMATION

s Tovs mny




Fast Start

3.8 Submitting an Expense

Expenses are created as drafts and thus remain editable for the
employee. To enable expenses for the invoicing process, they
have to be submitted. At this stage, employees can check the
accuracy of the booking and whether the project assignment is
correctly selected.

Expenses may be submitted using the Dynamics 365 form or
Tracking application.

3.8.1 Submitting and Recalling an Expense
in Tracking

Step 1: Navigate to the Project Service area and select Tracking
in the Time Recording Group.

-
My

ime Recording Project Management Hesources Sethings

My Wark
% Cashboards Egz Tracking oject G3
E What's Mew i,:_.;ﬂ fpproval Manager [ﬂ Prajects E:ﬁii ‘warlang Hours Rating Madels

g?‘\i Baakable Resturces canfigurations

Activties F Empenses [ﬂ Praject Temglates E:} sagkable Resource C..
m Reports f.?:] Ti " m Praject Tasks ’;! charactaritics
| =

GE [B] i vk s

Step 2: Click Submit.

#  Dynamics 365 ~

[#] MEW ACTIITY = = NEWRECORD =

¢ rerresh & “3Recal  § Evpenses  Bere  [RGeing R Projest Tasks

Today i » T Monday, December 12, 2016 - Friday, December 16, 2016

Step 3: In the Submit Records dialog window, select the
Expenses tab. All draft expenses for the current time period
are listed. Select the expenses you wish to submit. It is possible
to select several entries at once by holding the CTRL key.

Submit Records

Time Entry  Expense
Subject Project Service Date Amount Expense Type Status Reason
Livetube: Microsoft

Lunch Dynamics Sure Step 12/12/2016 D23.50 Meal Draft
Implementation

Journey to Customer Vestibulum: CRM Online

12/12/2016 $123.60 Car rental Draft
Meeting Implementation

Gevee: Product
Parking Costs 12/12/2016 D15.00 Miscellaneous Draft
Development

Submit
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Step 4: Click Submit to change the status of all selected
expenses from draft to submitted. Once entries are submitted,
they are no longer editable for the employee.

Submit Records
Time Entry | Expense

Subject Project Service Date Amount Expense Type Status Reason

Livetube: Microsoft
Lunch Dynamics Sure Step 12/12/2016 D23.50 Meal Draft
Implementation

Journey to Customer Vestibulum: CRM Online

12/12/2016 $123.60 Car rental Draft
Meeting Implementation

Gevee: Product
Parking Costs 12/12/2016 D15.00 Miscellaneous Draft
Development

Submit

Step 5: Recalling Expenses

In case an expense was submitted by mistake or needs to be
changed retroactively, you may recall this expense.

To do this, open the Tracking application and click Recall.

@y Dynamics 365 ~

(I NEW ACTIITY = =+ NEWRECCRD = [ IMPORT DATA

@& Refresh @ Subenit € @ Expenses  EGid  FEGong  § Proec Tasks
Today T Monday, Decemioer 12, 2016 - Fnday, December 16, 2016

Man 12/12 Tue 12713 Wed 12714

SELINDEIY

Go Live with Productive System

B:0D AM Defining Customer Requirements = Wac

9:00 AM Seenario Test: Processes u

Kick Off Meeting “

10:00 AM

11:00 AM

12:00 PM

1:00 PM

P “tation of defined © i

2:00 PM Abszenca
3:00 PM

A maa Wieckins ma sssinead Sennameases !

Select the expenses you wish to recall and click Recall.

Recall Records
Time Entry | Expense

Subject Project Service Date Amount Expense Type Status Reason

Livetube: Microsoft
Lunch Dynamics Sure Step 12/12/2016 D23.50 Meal Submitted
Implementation

Recall

These expenses will now go back into draft phase enabling you
to make the desired changes.
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3.8.2 Submitting an Expense via Dynamics
365 Form

Step 1: Navigate to the Project Service area and select
Expenses in the Time Recording group.

..... e T4 Expenses

B L

E Repats rLL:JE Time Eriries
£ comeacons

Step 2: Select the desired expense in the list of bookings and
open it via double-click or with the help of the context menu.

Step 3: Follow the proRM Fast Start Business Process Flow to
the stage Submit Expense by clicking the Next Stage button.

Step 4: Ensure all expense details are correct and submit it by
changing the option Submit Expense? to Yes via a click. Click
Save in the bottom right corner.
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Cé}fefing =

Subimsl Expanae

+ Summary
GERERAL
Med
Cataring
W96
Ae Reis
Lunch
temal Detail Lunch [Expanas]
+ Detail
A thee

i PROJECT INFOBMATION

e

3.9 Approval Manager

The Approval Manager application enables project managers
to check submitted time entries and expenses and, if necessary,
edit or unapprove them.

Approved time entries and expenses are free for invoicing.

3.9.1 Approving, Editing and Unapproving

Time Entries

Step 1. Navigate to the Project Service area and select
Approval Manager in the Time Recording group.

My Work

@ Dashboards
E What's New
B actities

ﬂ Reports

lime Recording

|4 approval Manager
Expenses
@ Time Entries

Dashboards 2

Project Management

@ Project Gantt
E Projects

E Project Templates
m Project Tasks

m Project Task Assignm..

Projact Service

Resources

l@ Bookable Resources
@ Working Hours

@ Bookahle Resourcs ..
oy —

Eﬂ Characteristics

satfings Training

Lettings
Configurations

Rating Models
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page

Step 2: Select an account or project through the lookup Filter. Please note: Loading
Click Select and Add to load the data. all available data
will decrease

Leaving the filter empty will load all data in the system. performance.

Look Up Records

Look for Account v
Look in Active Accounts v
Search [+}
s Account Name .- Main Phone Address 1: Cit,
" Gevee (759) 156-3156 ‘Wisconsin
+ Livetube 55-(958)700-3098 Oregon
~ Skipfire GmbH (330) 304-1815 ‘Wisconsin
+" Vestibulum Ltd (153) 418-7186 Utah
+* Zoombox (228) 425-1430 Vermont
< >
-5 (5 selected) Page 1
Selected records: (5) Invert selection
& Gevee 5 Livetube [Z5 Skipfire GmbH &y Vestibulum Ltd
% Zoombox
Remove
Add Cancel

Step 3: Click Refresh to load the data into the application.

ct Service ~

B MPORT DATA

approve B Unapprove  [E] Save

T Gevee: Livetube: Skipfir @, From

Entries -

Wiew My Ti

TimeEnties: Expenses

> v Type subjert From To

Eilling Trae Chargeatrle Dura,.. Bookalle Resou.., Task Froject

WITY = =+ NEW RECORD

@ Refresh [ spprove  Bo Unapprove  [E] Save

Filter | Gavee; Livetube: Skipfir @, From Until Wiew  Active Time Entries
Time Entries  Expenses
€ « Tyme Subject From To Eireak i) Billing Type Chargeable Dura... Bookable Resow.. Task Project
Absence Absence S12016.8:00 AM E11/2016 1 2:00 00000000000 Hon Chargeable Evelyn Fatterson  Livetube: Analyzing Livetube;
Absence Absence 1472016 2:00 PR 2142016 5:00 PA0.0000000000 Chargeable Jerry Powell Livetube: Develop.. Livetube:
Work Analyze - Kick O Meeting 2016 %30 AM1 2016 12:30 .., 1.0000000000 hargeaile Evelyn Fatterson  Livetube: Analyzing Livetube:
Wk Configure of migration mapping Chargeable Ethan King Toambos: Data M. Zoambid
Wark Consulation of Deviopmertt Team Chargesble Mason Bsker Geves: Analyzing  Geves: 1
Wark Customer Side Kick OFf Mesting Chargesble Ethan King Zoombox: Reguir... Zoomboy
Wark Customization of System Ertities 11/23/2016 %19 AMT1,/23/2016 %19 AW, Chargeaile Ethan King Zoombow: Custo.. Zoomboy
Waork Defining Customer Requirements 1162016 %19 AMT1162016 5:19 AW, Chargeable Mazon Baker Geves: Analyzing  Geves: M
work Detining of Custamizatians within the Team 11172016 518 AMT 1S Chargeable Matthew Parker  Vestibulum: Cust... Vestibul]
work Detining of Tasks to implement 11172016 518 AMT 1S Chargeable Ethan king Zoambo Analyze Znombo
work FDD: Shart summary T1/18/201E 515 AMT 1/ Chargeable Ethan king Zoambow: Design Znamboy
work First Mesting to define passible goals T1/18/2016 19 AM1 1132016 519 AM0.0000000000 Chargeanle Ethan king Zoombos: Requir.., Znomboy
Work FRO Creation 1132016 %19 AMT1/132016 %19 AMD hargeaile Mason Baker Geves: Design Geves: M
Work FRO Review TAH2016 %19 AMT1/132016 %19 AMD hargeaile Mason Baker Geves: Design Geve
Work G0 Live with Produdtiv System 1132016 %19 AMT1/132016 %19 AMD hargeaile Evelyn Fatterson  Livetube: Go Live  Livetube:
Wark G Live with Produtive System 1214/2016 1200 .00 04 Chargeaile 60000000000 lerry Powell Livetube: Develop..Livetube:
Work Going through the high pric Development Tasks 11/23/2016 %19 AM11/23,/2016 %19 AMD Chargeable Emma Nolan Skipfire: 3rd Lewel... Skipfire:
Work mplemntstion of defined Customizations TAH2016 %19 AMT1/132016 %19 AM Chargeable Mason Baker Gevee: Developm... Geves: M
Work mplemntstion of defined Customizations 11/20/2016 %19 AM11/20/2016 919 AMD, Chargeable Mason Baker Gevee: Developm... Geves: M
work mpimentztion of documented Fracesses 11232016 215 AMT1/ Chargeable Emma Halan Skipfire: Frocess .. Skipfire
Altizlization of HTML Spp T1/20/2016 213 AMT1/ Chargeable Emma Halan SKIpFire: HTML De...Skipfire
nterace Develapment T1/13/2016 515 AM1 1/ Chargeable Ethan king Zoambioe: Depley... Zoamk oy
work Meeting to review custamer requirements T1/16/201E 515 AMT 17162016 51 Chargeanle Ethan king Zoambow Analyze Zoombo
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Step 4: By expanding the project tree on the left hand side Please note: This

and selecting a record within the structure, you may filter the feature is not

displayed time entries by employee or project. available unless a
filter was selected in

step #2

BES  Dynamics 365 ~

F1NEWRCTITY = 4 NEwRECORD ~ [l IMPORT DATA
& Gefresh o Approve U Urapprove [5] Sove
Fiter | Gewes: Livetube: Spty @, From g U B View  Adhe Time Enties

Time Entries. Expenzes

Projact true « Time Bibing Trpt Cragestie Dura.. Bookabie Resou., Task
[ ot Charguatile @ mewnkng Zaoed
= W Chargeanie Zoen
= ot Chargastis Toon]
- work Chargeabis o

« I Teamk CRM Oniins Implamantation
i i

]

Step 5: Editing Time Entries

Time entries may be edited inline. Double-click the field which
should be changed and key in the new value. Click Save to
confirm your changes.
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Step 6: Approving Time Entries

To approve time entries, tick the check box in front of the
record. You may select multiple records at once. Click Approve.

Chpeaie
COOOM  Chargess
Cruwgenine

Step 7: Unapproving Time Entries Q Please note: To display
In case a time entry was approved by mistake or needs to approved items, it is
be edited retroactively, you may unapprove these entries by
clicking Unapprove.

necessary to use a certain
view and configuration.

3.9.2 Approving, Editing and Unapproving
Expenses

Step 1. Navigate to the Project Service area and select
Approval Manager in the Time Recording group.

m

My Work Time Recording Project Management Resources Settings

Dashboards @ Project Gantt @ Boakahle Resources Configuiations
E What's Mew @ #pproval Manager E Projects warking Hours | Rating Models
- . . |
Activities Ei Expenses E Project Ternplates gg Boakahle Resource C.
nall
Reparts Time Ertries Project Tasks g Chararteristics
Coming/Going E Project Task Assignm...
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Step 2: Select an account or project via the lookup Filter. Q Please note: Loading

Leaving the filter empty will load all data in the system. all available data will
decrease performance.

Look Up Records

Look for Account ~

Look in Active Accounts ~

Search Q,

v Account Name - Main Phone Address 1: Cit;

' Gevee (759) 156-3156 Wisconsin

+" Livetube 55-[958)700-3098 Oregon

+" Skipfire GmbH (330) 304-1815 Wisconsin

+" Vestibulum Ltd (153) 418-7T186 Utah

+" Zoombox (228) 425-1490 Vermant

< >

1-5 (5 selected) Page 1
Selected records: (5) Invert selection
B Gevee [Z§ Livetube 55 Skipfire GmbH [F5 Vestibulum Ltd

% Zoombox

Remove

Add Cancel

Step 3: Click Refresh to load the data into the application.
Select the tab Expenses.

The main panel in the center of the application displays records
based on the selected view, date range, and filter.

¢ i approve G Unapprove [ Save

Filter Gevee: Livetube: Skipfir @, From m Unti @ View My Time Entnes

Time Enfries. Expenses

i
2

# Troe Subject rion T Greak 1) Ditling Troe Chargeatie DUr.., Sookabie Resou.. Task Fiojedt Status Reason

M racords o disolay

Retiesh  Epapprove BB Urspprove (B save
Filter Gevea! Livetuie; Sdpfir ©,  Froen & unt [ Vew  Acive Sperses

Tima Entries | Expenises

o ExpenseType  Subjedt Biting Type

Cneegeante
Cheegeatie
Cheegeani
Cnergeable
Cneegeante
Cheegeatie
Hatel Cwemight Stay st Hotel Chaegeable
Miscelaneous  Farking 1osts Chargeatle
Miscsbaneses  Farking Costs Chargeabie
Heteh Sty Ehargeable
Tast Tiip 1 the Custamer Chaegeable
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Step 4: By expanding the project tree on the left hand side Please note: This

and selecting a record within the structure, you may filter the feature is not

displayed expenses by employee or project. available unless a
filter was selected

in step #2

Step 5: Editing Expenses

Expenses may be edited inline. Double-click the field which
should be changed and key in the new value. Click Save to
confirm your changes.

Step 6: Approving Expenses

To approve expenses, tick the check column in front of the
record. You may select multiple records at once. Click Approve.

Please note: To
display approved

In case an expense was approved by mistake or needs to be items, it is necessary
edited retroactively, you may unapprove these expenses by to use a certain view
clicking Unapprove. and configuration.

Step 7: Unapproving Expenses
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3.10 Invoicing

Based on the time entries and expenses already tracked by
project team members, you can now create flawless invoices
quickly and effortlessly.

3. 10.1 Creating an Invoice in Invoicing
Manager

Step 1: Navigate to the Project Service area and select
Invoicing Manager in the Invoice Management group.

:EE 7 Pr Sy i
- l
My Work Time Recording Project Management  Invoice Management Resources Settings

E Dashboards m Tracking @ Project Gantt Actuals Beokable Rescurces ol Agdmim Center

E What's New @ approval Manager E Projects E} lournals Warking Hours j SeMvice Types

Activities E Expenses E Froject Templates Invoices E Boakable Resource Ca.., . Configurations
= .. N

@ Tirme Entries m Project Tasks Invoiding Marnager f[! Characteristics ': 'I-_:.}'- Rating Models

Step 2: Select the records you would like to display through
the lookup Filter. Click Select and then Add to load the data.

Look Up Recards

Loakfor Account v

Lookin Active Accounts v

Sezrch =}

L ATCount Name - Mz Bnane Agaress 1: ity
A Datumn Corporation 5550158 Redmond =
Adventure Waorks 553-0152 Sente Cruz
Alpine S House §55-0157 Missota
Elue Condor Fuggeselschan 555.0154 Los Angele
Ciy Power & Light 555-0355 Redmaongd

1-15 0 seecied) Pagel| >

Selected records: (0} [rwert seiection
Seect
Remove
Add Cancel

Step 3: Click Refresh to load the data into the application.



N

[#] NEW ACTIVITY

¢ &7 SAVE

Fifter | A, Datum Corparation: | Q,

= NEW RECORD -

e EXPAND ALL

Project Service

From  7/1/2017

&% COLLAPSE ALL

» | Inveoicing Manager

i IMPORT DATA

Once the data is loaded, you will see accounts and associated
projects as well as approved time entries and expenses, which
may be invoiced, in the left half of the screen. On the right side,
you will find the accounts and any invoices that may already

have been created.

Step 4: To create an invoice, select an account on the right side
of the screen and right click to open the context menu and se-

lect Create Invoice.

Name

I:' Workshop
i Demo € OD;” in CRM
& Fabrikar, Create Invoice
& Fourth Coffee
B By Fourth Coffee
INV-D01003-M0D8CD - Fourth coffes
B B Geves
= INV-01001-87L8GE - Invoice 230853
< Material
B[4 Expenses
‘_:-;_ Arrival Munich
2
Jt\. Consultation of Deviopment Team

[ Configuratin Data Endpoint

= ‘_‘__ Gevee - Gevee: Analyzing - Mason Baker

Invoice Date

7/3/2017

3/10/2017
3/10/2017

3/10/2017

3/10/2017
3/10/2017

3/10/2017

Invoice State From

Mew

Mew

3/10/2017 32:12 P

3/16/2017 12:12 PM

Loading all available
data will decrease

performance.

Please note: By default
the date range is set

to the previous month.
Change the date range
in fields From and To if

necessary.
2/28/2017 1:00 AM Material
3/10/2017 L:00 AM Expense
Expense
Time
3/10/2017 12:12 PM Time

3/16/2017 12:12 PM Time
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In the Create Invoice window fill in all required data: give your Please note: Currency and
invoice a name, select a price list and choose the invoice date. Price List have to be set to
the same currency, e.g. US

Create Invoice Dollar — US Dollar Price List

Mame*
e e A Cir ' -
Currancy US Dallar O Custemer’  pemg Comp? o,
Price List* O, Inuoice 8142017 ]
8 e =22
Date ™~
Project Q

Description

Click OK to create the invoice.

Step 5: To add items to the invoice, simply drag and drop the Please note: Product line
desired items from the left-hand side to the right side. You items must be invoiced
don't have to be very precise here, since the selected items will separately from tracking
automatically be added to the correct account. entries.

© Dynamics 365 > Invoicing Manager

(#] NEW ACTIVITY » = NEWRECCRD » [y IMPORT DATA

(® REFRESH  G#SAVE R EXPANDALL G COLLAPSE AL

Fiter A Datum Corparation; O From | 74,2007 = To | 3/31/20107 %
Mame From To Price per Unit Quantity Dhscount Tot! Ar Mame
= - [Es Contoso frarmaceticas
= Comsultancy S0 US Dallar 8 @ US Daliar ana
g Devopmes €5 US Doilar 24 2 US Daliar 1560

(=1 i imios: proRM Fast Start
B [ | Warkshop
[ & D=ma - Workshop - Jahn Agarm

=] Workshoo 300 US Dailar 45 1350

23 300-US Doilar 35 1050
= g Prince AG: yn 38
E [ | Schuiung
| Workshon
1§ Demo-Schulung - John Adam
L= e Demo Comel
= et T/5/2017 1230 AM 7/3/2017 11400 AM 2000 Us Doilar as 1000

1k Demeo Camp2 B You are dragging 3 items

2 Fabirficam Inc

S5 Fourtn Cotfze

i Consdting 35 US Dailar 100 @ US Daliar 3500
= G Faurth Coffee
(s Deveiopment EQ US Dailar 150 s Dalar 2000

D TNV-01003-30DECD - Fourth coffee

E s Geves
= [ | Comsuting

= {B TV-01001-87LAGE - Fvoice 230893

(7§ Dema Compz - Cansulting - John Adam

133 TI20201T7 130 PM Q.US Daoilar

Bf

=[] Mew store opened s year - foliaw up 0
{=l Configuratin Data Engpoint
- =
S Harbour maintenance 500 US Doilar 365 @ Us Doliar | 282500
Bs hirschie
m Gevee =
s Litware, Inc.
B hitschiz ‘
= By LT Inc:
B s Utware, Inc. ¥ _
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Step 6: To keep track of your invoices, you may change their
state. To do so, select the invoice in question and right click
to open the context menu. Select Change State and choose
Billed, Booked or Cancel.

= Deme Coma?

=e) ] it ity 2037 Rt

Step /: To finish Invoice creation, click Save in the top menu.

Your invoice has been created.

Dynamics 365

Project Service

Invoicing Manager

[#] NEW ACTIVITY ~ = NEW RECORD ~ i [MPORT DATA

(* REFRESH  Jp SAVE 5!: EXPAND ALL . COLLAPSE ALL

3.10. 2 Creating an Invoice via Dynamics 365

Form

Step 1: Navigate to the Project Service area and select Invoic-
es in the Invoice Management group.

Orders >

Sales ~

Please note: You may only
add default Dynamics en-
tities to your invoice when
creating an invoice via
Dynamics 365 form. Actu-
als cannot be included.

&

Dynamics 365 -

My Work

M= s

Dashboards

E What's New
|§‘ Activities

Time Recarding Project Management

@ Progect Gantt
E Projects

E Project Templatas
m Project Tasks

Approval Manager

Erpensas

@ Time Entries
e |

Resources Settings

@ Bookakble Resources

ﬂ journals @ Working Hours
@ Bookable Resource Ca..
L

Trvoices
Go te your list of Inveices, stapus info, and total amourts l

Irvoicing Mafag TETSTTETTSeS

Inveice Management

":_l_:] Actuals Adrin Center

Service Typss

Corfigurations

Rating Moagels

=



Project Service ~ | Invoices >

MEW # EDIT [ DELETE | = &% SEND DIRECT EMAIL ASSIGN ) SHARE e EMAILALINK | v  §
NEW # EDIT [ DELETE & SEND DIRECT EMAIL S8 ASSIGN € SHAR MAIL A LINK
* My Invoices ~

Step 3: Fill in all required data (fields marked with *).

| .!':!'u'.' [I WoOlIce

Izl intarmmion (Artie) 3

"l PRODLCTS SALES INFORMATION

SIPFING DATES

SHIFFING INTORMATION

ADDRESSES

Dynamics 365 « Project Service ~ | Inwoices > New Invoice

BHosave pilsaveacioss == wew  EHwooxur aooress [ FORM EDITOR

INVDICE

Jew Invoice =

Initial Infarmation (Activa)

CRM Service USA

B click foenter

v Cureaney ™ US Daollar

fick fo enter
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Step 5: Get product line items from the corresponding oppor-

tunity or create a write-in or existing product

PRODUCTS
Product KNama | Properties | Uni

Mo Invoice Product records are available in this view.

Detail Amount &

Price Per Unmit | Quantity

Discount

Extznded Amount  Suggestions

+ SALES INFORMATION

Ewstng Product
Write-in Product

Get Producis
[ Get Prociucts

Description

50.00

Inv Manager Deme Inv
Irv Manager Deme Inv

E® Carman Skirata

Get Products

Opportunity

[} Inv Manager Demo Inv

Get Products from a previously created opportunity.

Inwaice I @ INV.0a019 CoP4CD
Deme b for ko Manage:
i usps

M Senulie 1S4
B Ho

SHIFFING DATES

SHIFFING INFORMATION

ADDRISSES

PRODLICTS

Dhem P

¢ Dermo Pre

514500 700000 000 W SLM500
SES0O0 500000 w0 @ SLIS000

+ SALES IMTORMATION

S2.26500
il

$226589

Your invoice is now ready to be sent.
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. . . : Please note: You may
3.10.3 Creating an Invoice via Quick Create Q ol addl default Dy

namics entities to your
Step 1: Open the Quick Create form by navigating to the + invoice when creating
icon in the menu bar and select Invoice in the Records group.. an invoice via Quick
Create. Actuals cannot
be included.

Acti { Records
E R [

w4

A

5

A

ecar
# -

R
EEEER
3

Step 2: Fillin all required data (fields marked with *). Then, click
Save.

You will get a notification if your invoice was successfully cre-
ated.

0 Invaice Demo Inv 2 for Inv Guide was created sccessfully View Record Create Another b 4

3.10.4 Cancelling an Invoice

Step 1: Navigate to the Project Service area and select
Invoicing Manager in the Invoice Management group.

‘S Dynamics 365 + Project Service

_ Markeling. i} [

My Work Time Recording Project Management  Invoice Management Resources Settings

E Dashboards | E@ Bookable Rescurces ] Admin Center
E What's New @ tpproval Manager E:ioi Working Hours Service Types

E;;' Activitias o8 A, Configurations

Project Gantt

Projects

Broject Templates

@
]
m
=
]
=2
T
Eol
&
c

Project Tasks i Characteristics Hating Models

Time Entries
Irl Coming/Gaing

B E E EE

Project Task Assignme...
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Step 2: Select records through the lookup Filter. Click Select
and Add to load the data.

Look Up Records

Look for Account w
Lookin Active Accounts b

Search Q,

o BLOOUNE Name. .~ Main Prane Agidress 1 Cit

A, Dature Corporstion §85-0158 Pedmond

Santa Cruz
Missoula
Las Argeia

Redmond

Selected records: (0) Invert selection

™

¥l

Step 3: Click Refresh to load the data into the application.

Once the data is loaded, you will see accounts and their ap-
proved project tasks and products which are ready to be in-
voiced in the left half of the screen. On the right side, you will
find the accounts and any invoices that may already have been
created.

Step 4: To cancel an invoice, select the relevant invoice and
right click to open the context menu

g88 Dynamics 365

X

&

Please note: Loading
all available data will
decrease perfor-
mance

Please note: By
default, the date
range is set to the
previous month.
You may change the
date range in fields
From and To.
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Then, select Change state and Cancel. After that, a credit note
will be created.

2000 8 D

Click Save to confirm the cancellation. The invoice is now can-
celled

Dynamics 365 ~ Project Service v | Invoicing Manager

[#] NEW ACTIVITY ~ = NEW RECORD ~ i [MPORT DATA

( REFRESH &P SAVE A EXPANDALL & COLLAPSE ALL

3.11 Reporting

proRM Fast Start also enables evaluation of the data recorded
by employees and project managers. To that end, the following
default Dynamics 365 features are supported.

3.11.1 Dashboards

The proRM Fast Start dashboards are available in the Microsoft
Dynamics 365 Dashboard selection in the areas Sales, Service,
Marketing and Project Service. Any dashboard may be set as
default.
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3.11.1.1 Financial Management Q

Financial Management dashboards provide project managers
with an overview of their projects’ planned vs. actual costs and
actual vs. estimated effort.

i | Mar T
I IL! I/fr- n‘(i — s . I F I r i -. | I"' o i 5
j, j,j,j,;!,j,,,g,i’g e l et 5

3.11.1.2 Project and Resource Management

The Project and Resource Management dashboard
additionally displays summaries of time entries and expenses
and an overview of the total amount of submitted expenses.

Project and Resource Management -

Flenned vx Artusl Cots

Mesl

For more
information
about Dynamics
365 dashboards,
please visit

Microsoft

Dynamics 365

Help & Training.

20000000
30000000
10000000
20000000
13000000
0000000

13000000

A dashboard based on the needs of a project manager may be
created.


https://www.microsoft.com/en-us/dynamics/crm-customer-center/create-or-customize-dashboards.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/create-or-customize-dashboards.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/create-or-customize-dashboards.aspx
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3.11.1.3 Project Task Assignment

Each employee may gain an overview of their project tasks,
durations and billing values in the Project Task Assignment
dashboard. With the help of small Gantt charts, assigned project
tasks are visualized based on their start and end date.

Project Task Assignment -

Cost vs Sales Aot by Project

BMCAT, Crenveay

3.11.2 Charts

Each proRM Fast Start entity provides charts by default. The
Charts tab can be found on the right hand side in the entity

overview.

Step 1: Navigate to the Project Service area and select the
desired entity (in this example, Time Entries).

Dashboards

Project Service

Marketing

My Work

% Dashboards
E What's New

E Projects

E' Approval Manager

Project Management

@ Project Gantt

=y i
Activities

Expenses
Time Ertries
Coming/Going

E Project Templates
m Project Tasks

Project Task Assignm...

Project Service

Resources Settings
|ﬂ Bookable Resources Configurations
Working Hours Rating Models

ﬁ Bookable Resource C...
n

B Characteristics

—

Training
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Step 2: Select the Charts tab at the right hand side of the

window.
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Step 3: Open the dropdown menu to select a chart.
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Step 4: Charts can be filtered by changing the list view or
filtering the columns. Click on the chart to drill down the
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data (here, we selected the red colored field to display the
corresponding vacation type time entries).

HE N e ot b et e i

Personal Views may also be created. Please visit this Microsoft
TechNet article for more information.

3.11.3 Power BI

You may also integrate proRM Fast Start in Microsoft Power BI
to generate detailed, custom visualizations of your data with
charts, graphs, waterfalls, and more.

To connect Power Bl to proRM Fast Start, follow these steps:
1. Open Power Bl and select Get Data.

2. Inthe category Content Pack Library, select My organization
and click Get.

3. Select Power Bl for proRM Fast Start.

4. Enter all necessary data into the dialog form Connect to
Power Bl for proRM Fast Start and click Next.

When your data has been successfully imported, the pre-
configured proRM Fast Start Dashboard will appear. On this
dashboard you will find several tiles, including the cumulative
duration by project for the current and previous month. You
may customize these tiles, delete them or add new tiles as you
see fit.

Corresponding reports and datasets are also available.


https://technet.microsoft.com/en-us/library/dn509578.aspx
https://technet.microsoft.com/en-us/library/dn509578.aspx
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4. Uninstall proRM Fast Start

Step 1: Navigate to Settings area in Microsoft Dynamics 365 Please note: Uninstalling
and select Solutions. Q proRM Fast Start

will remove all data
created in Projects,

i O Project Tasks, Project

Expenses, Time Entries,
Business Customization System Application

E Business Management m Customizations E Adminstraton Email Cmf'gulat;cﬂ E Irteractve Serwce Hub C O r] fi g u ra t i O n SI. CO m i n g/
B o [ P s = B Goin and Working

B rosccums [ omemresnine [ ouonimsgnent [ sy e s Hours from the

A seviceaomagement [ i e s Microsoft Dynamics 365

environment.

Step 2: All installed solutions in the system are listed. Select

proRM Fast Start. For more information
on how to delete a

managed solution in
Microsoft Dynamics
365, please visit the
Microsoft Developer
Network.

All Solutions ~

3 Mew | Dalits Fimpat T} Bgot B Cersapatch Clona Sobeion 5 Apply SoktionUpgrade | 3] Inpoet Taraiatiorn ) Eepart Tmnclations | ([ Pubkin Al Customization: g Get Sakdiand

Hame

Facage i Pul

+ poRMBusinessSaktions g 6008 I1Z52HE  Managed DL Gt praRM Fast Start comprives & project and resouice ma..



https://msdn.microsoft.com/de-de/library/gg327822(v%3Dcrm.6).aspx
https://msdn.microsoft.com/de-de/library/gg327822(v%3Dcrm.6).aspx

5. Contact

For sales and licensing questions, please contact
sales@proMX.net.

For any other questions, wishes or feedback, please contact us via support@proMX.net or the
below details.

proMX AG
Nordring 100
90409 Nuremberg
Germany

Email: contact@proMX.net
Phone: +49 (911) 239804-0
Fax: +49 (911) 239804-20

proMX.net

proRM Business Solutions
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