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Chapter 7

General Tools

In this Chapter, the use of the various helpful tools we provided Blue Chameleon with
will be explicated.

All commands explained in this section are accessible from the command
group.

7.1 News

In order to broadcast miscellaneous company-related news to users, Blue Chameleon has
designed a news tool that, upon login, permits user to be noticed of anything happening,
as well as, should it be needed, publishing her/his own news to inform the user commu-
nity about particular events that may happen.

5
‘/‘BL”‘LA News access rights can be set up either at the Modify User Page (Figl9.17) or
the User Right Page under the element

[Menu script user rights :] News

7.1.1 The rights to access news and to publish news to user
groups

In order to avoid news delivering to recipients that would not be interested by them,
a news user possesses publishing rights for every user group that exists, being able to

publish or not to users belonging to a given user group. As displayed in Figl[7.1] these

Administration | tton found from

rights can be set for every news user thanks to the
MNews
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News [[ Administration |-

Mews - Publishing rights

News user :|admin | 2| Go #

Publication to usergroup :

Accounting @®vyes O No
Administrator @®ves Ono
Customer Support Group ®vyes O No
External Relations @®ves Ono

Sales Department @®vyes U No

Figure 7.1: Setting admin’s rights to send news to every user group.

7.1.2 Creating news

News creating is achieved via MEWS f[ Publish | /[ Add news | (Fig. A title has to

be filled in as well the news’ text. Once | N&4 | ig clicked on, a list of user groups displays

: these are the user groups to which the publishing user is authorized to send news to,
as set above. Amongst a given user group, only the users who have access to news will
be displayed and thus sent news to.

News [[ Publish | /| Add news

Title : Warning |

Comments ! [Electricians will be working on mains this afternoon,
so there's quite a risk of power failure,
Please save your Wwork every once in a while.

[ Next +E0¥ance! |

Send to

Accounting(Jane; Mary)
Administrator{admin)

Customer Support Group(lames; Karen)
External Relations(Mary)

Sales Department(Diclk; Harry; Tom)

£
Create =mancel |

Figure 7.2: Writing a piece of news aimed to be sent to every user group.

RANEARCARCVRCN
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Finally, clicking on will make this piece of news ready to be published.

7.1.3 Publishing news

Once created, news are published directly on next screen (displayed at Fig. by clicking
on the Publish link. The same screen can be accessed later via _ Before
publishing, news can also be verified and, if needed, modified (in the same way as during
their creation) thanks to the View link.

News / [Pubisn )

Mews to publish

Title Actions

Warning ! view|gu§.|hish

Figure 7.3: Publishing a recently-created piece of news.

7.1.4 Reading news

As illustrated by Fig)7.4l if the news Event Control has been setup (1.3) by the user,
freshly published news will be displayed when logging in on Blue Chameleon, or when

clicking on m . either way, unread news can be displayed by clicking on MeEWS

 vome § News

News = MNews to read

1 news to read today | -
21/2/2011 13:27 Warning ! LIz Author| Titl

more 21/2/2011 13:27| admin |Warnindg |

Date: 217272011 13:27
Author: admin

Distribution: Accounting; Administrator; Customer Support Group;

External Relations; Sales Department

Warning !

Electricians will be working on mains this afternoon, so there's

quite a hazard of power failure.
Please save your work every once in a while.

| Ok &ance! |

Figure 7.4: Two ways of seeing recently-published news.
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The -2 button at the bottom of the page will mark the news as read. Once read,
| View all news |

a piece of news can be accessed via

7.2 Agenda

Blue Chameleon provides a built-in agenda designed to manage appointments with clients
as well as other (customizable) types of scheduled activies ; the Main Agenda Page is

accessed via Adenda

:::‘%ﬁ;::
&&& Agenda access rights can be set up either at the Modify User Page (Fig|9.17
or the User Right Page under the element

[Menu script user rights :] Agenda

7.2.1 Agenda setup guide

For an easier use of Blue Chameleon’s agenda, it is advised to follow these operations to
configure it :

1. creation of RV types ;

2. creation of agendas ;

3. editing of their styles ;

4. assessing them RV types ;

5. optionally, making group agendas gather individual agendas ([7.2.2.3.3)) ;

6. setting access rights for usergroups ([7.2.2.4) and a default agenda per user
(7.2.2.5]).

7.2.2 Agenda administration

The agenda general configuration is done through the Agenda Administration Page (Fig,

as accessed via the —AdMINistration | 1,45 at the bottom of the Main Agenda Page.

7.2.2.1 Defining RV types

'RV types’ is the general name to qualify the various activities that are filled in the agenda
timetable. Each of them can be assessed their own color in order to distinguish between
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Agenda [| Administration |-

AGEMDA - Administration Menu

Figure 7.5: The Agenda Administration Page, with buttons designed to con-
figure agenda display and rights.

them at a glance.

Creating a RV type is achieved via , as accessible from Agenda Adminis-
tration Page. For instance the creation of a RV type called 'New Product Test’ will be
achieved in the way described at

| Administration | /| RV Types | /| Add |.

Add RV Type
Name : New Product Test |
Color :
Modifiable :
Flexible :
Closure : Mo |-

Timesheet insertion : | Mo

| Add :g;bck |

Figure 7.6: Creating a RV type called 'New Product Test’.

There, the following data (which will then shape the appointments created from this
type) is inputed :

e a name for the RV type ;

e the color under which appointments of this type will appear on the Agenda (Fig{7.16]) ;
this color is picked through a dedicated tool (see Color Management below) ;

e whether it is flexible or not ((7.2.3.4)) ;

e whether the possibility is allowed to modify this (default) color when a specific

appointment is modified ((7.2.3.2)) ;
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e whether appointments of this type will have to be closed and will be inserted into

Timesheets (|7.2.3.6]).

7.2.2.2 Color management

When a RV type is added as described above or when an appointment is edited ([7.2.3.2]),
the color under which related appointment appears can be defined /updated in way shown

at Figl7.7

Color : -'

O00NEN
JONEEN
OJONENEN
OJOO0ONN
ONECOENE
OJO0OE NN

Hex [#AADDSG

‘ Colaor :

Figure 7.7: Choosing a color.

There, a color can be picked amongst a predefined palette or entered as standard HEX
code (in which case it is validated by pressing Return).

The colors that have been thus defined for type can afterwards be recalled on the

Main Agenda Page through the button :

Agenda /[ Color code |.

Colors @”Xl

Color code

. | Appointment
r | Intervention

r|Meeting

r|New Froduct Test
E|Sales apptmt

e
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7.2.2.3 Defining agendas for users or user groups

It is possible, through the button on the Agenda Administration Page, to define

dedicated agendas to be used by specific users or usergroups. Figl7.8 shows for instance
the creation of an agenda aimed to be used by users of the "Sales Department’ user group.

| Administration | f| Agenda | f| Add |-

Add agenda

Agenda name [Sales Dept. Agenda ]

User : <none= 3

User group : | Sales Department = |

| Add c}_é:jack |

List of agendas

Admin | Modify | | Style | | RVTypes | | Groups |
Sales Dept. Agenda | Modify | | Style | | RV Types | | Groups |

Figure 7.8: Creating a agenda that will be used by user group 'Sales Depart-
ment’.

Now, of course, the different users belonging to it (here, Tom, Dick and Harry) may
surely different timetables and can define their own particular agendas picking this time
from the 'User:” menu ; then, all of these particular agendas can be gathered into the

"Sales Dept. Agenda’, described in details at [7.2.2.3.3

The list of current agendas, as displayed after a click on , features possi-

bilities to Medify any agenda in a similar way as during its creation (for that matter,
name and/or user or user groups can be modified).

The [ Style ]7 [ RV Types ] and (this button only existing if agenda has

been defined for a user group) buttons’ functions are respectively cleared up at |7.2.2.3.1
[[2.2.3.2 and [[.2.2.3.3 below.

7.2.2.3.1 Editing agenda style From the button as found at the agenda-
listing page, the style for a specific agenda can be defined, as shown in Fig[7.9

The options on this page decide for the following :

e whether appointments can be added in week-ends ;
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[ sales Dept. Agenda :

Agenda style (Sales Dept. Agenda)

Enable weelkends :
Cptional client
Cptional user ;

Configuration : | Bn-20h / 30min| % |

Ticket assignment : | Optional (yes) 4 |

CRM assignment : | Optianal (yes)| |

“one oo

Figure 7.9: Defining the ’Sales Department’ agenda style.

e if client/user can be optional for an appointment adding (7.2.3.1.1)) ;

e the time configuration for the agenda display (0-24 hour span and 60 minute gaps,
8-18 hour span and 30/60 minute gaps, 8-20 hour span and 30 minute gap) ;

e whether an appointment adding creates a corresponding ticket ;

e whether an appointment adding creates a corresponding Customer Relationship
Manager action ([7.9.4)).

7.2.2.3.2 Assessing RV types to agenda Defined as described at RV types
must be added to an agenda in order to be used therein ; this is done through the

button this time found at the list of current agendas ((7.2.2.3)).

As shown in Figl7.10] the choice is then made between all the RV types that have not
yet been added.

This way of doing (adding chosen RV types to agendas in order to be able to use
them) ensures that each agenda has only its RV types of interest.

After being added, through the |_Set as default | button, a RV type can then be pre-
selected when agenda is used.

7.2.2.3.3 Groups of agendas Provided that an agenda has been defined as belong-

ing to an user group (as in Fig , through , it is possible to make it gather

the agendas of certain users : Fig[7.11] shows for instance how the particular agendas of
users Tom, Dick and Harry are added to the 'Sales Dept. Agenda’ and the result of this
on the Main Agenda Page.
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[ sales Dept. Agenda ;

List of RV Types for <Sales Dept. Agenda>

Appointment (selected)

Add

Add type
Type : |New Product Test % |

| Add q'.;{:hncm |

( List of RV Types for <Sales Dept. Agenda>

Appointment (selected)

Mew Product Test [ ][ Sef as default ]

Add

Figure 7.10: Adding the RV type 'New Product Testing’ to the ’Sales Dept.’
agenda.

7.2.2.4 Access rights for users groups

Members of a given user group must can be assessed rights (or none) to view, modify,
create/delete/modify (or all of them) the agendas of all user groups.

This is done via the button as accessible from the Agenda Adminis-

tration Page ; on subsequent page, the user group which rights will be set is picked, and
below, all existing agendas are listed.

Fig[7.12 shows for instance the settings for the 'Sales Department’ user group : it is
set to "View’ only for the ’Admin’ agenda, but of course assessed 'Delete/Create/Modify’
rights to its own agenda, the 'Sales Department’ agenda.

According to the different roles and skills of user groups, their rights may be for in-
stance set in order to be able to view the agendas of certain usergroups.

These agendas are picked and displayed on the Main Agenda Page.

7.2.2.5 Default agenda per user

A given user can be assessed a default agenda (provided that the user group s/he belongs
to has sufficient rights to this agenda) via the last button on the Agenda Administration
Users

Page, . As shown on Fig7.13| user is picked and her /his default agenda chosen.

This is the agenda that will be displayed when user arrives on the Main Agenda Page.
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,-" Sales Dept. Agenda :

List of agendas in Sales Dept. Agenda

| Tom |:][Add-).

List of agendas in Sales Dept. Agenda

pick
Tom

Agenda -

AGEMDA

weekly planning for | Sales Dept. Agendal & |

From 112 Monday 19 December 2011 to Friday 23 December 2011

Monday 19/12 Tuesday 20712
Dick Harry Tom Dick Harry Tom .
8H - BH30
8H30 - 9H

Figure 7.11: The own agendas of Tom, Dick and Harry are added into user-
group-oriented 'Sales Dept. Agenda’ ; as a result, these three agendas are all
featured when displaying the ’Sales Dept. Agenda’.

7.2.3 Agenda use

Upon arrival on the Main Agenda Page as displayed at Fig a weekly calendar is
displayed in the style specified at [7.2.2.3.1] : either running from Monday to Friday or
Monday to Sunday, with the specified span of hours.

Week can be chosen by clicking on the icon ; also, previous, next weeks are dis-

played via , .
Several buttons lie at the bottom of the page :

) recalls in a pop-up which color corresponds to which RV type ([7.2.2.2) ;

) | Flexible appointments | shows which of the week’s appointments have been flagged

as flexible (7.2.3.4)) ;
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| Administration | /| UserGroups |-

User groups

| Sales Department 2] [ Show <3

Access Rights :

Admin [View B
Sales Dept. Agenda | Delete/Create/Modify| 4 |

Agenda Management :

Sales Dept. Agenda[ Set as default ,],'

Figure 7.12: Setting the rights of a user group to agendas.

| Administration | /| Users | .

Default agenda for User
[Tom 2] [ k<M

Default agenda: |Sales Dept. Agendal | | cm%:]

Figure 7.13: The 'Sales Department’ agenda is set as Tom’s default one.

o Administration = . ...cceg the eponymous page (|7.2.2]).

The list of agendas as accessible from the "Weekly planning for’ depends on the user
group the current user belongs to, as set in the Agenda administration ([7.2.2.4)).

7.2.3.1 Adding an appointment

To add a new appointment, as featured in Fig[7.15] click on the intersection of the cor-
responding day and time. Most generally, an appointment is added for a client, but

appointments for other things ([7.2.3.1.1]) can be added, too.

In case of a client appointment for instance, after a client search, general information
upon the selected client is displayed, as well as the day and time of the appointment.
The timelength can be modified, as well as the RV type to be chosen from the ones that
have been assessed to the current agenda ; a comment can also be added.

An alarm ([7.3.4)) specific to this appointment can be added by setting the "Alarm :’

menu to any other value than 'None’ (in which case no alarm will be created).

If agenda style had been defined with ’optional user’, s/he can be picked from the list
of user belonging to this agenda’s related user groups ([7.2.2.3]). Also according to agenda
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AGENDA

wWeekly planning for | Dick | ¢]
From Monday 23 Movember 2009 to Sunday 29 November 2009

Monday 23/11 Sunday 29711
8H - 8H30
17H30 - 18H

Color code || Flexible appointments || Administration

Figure 7.14: The Main Agenda Page.

style, tick boxes for ticket and CRM action ([7.9.4]) assignments may be available.

The ’Flexible’ checkbox serves as to flag this appointment as such, and thus being
| Flexible appaintments |

displayed in the pop-up as shown via on the Main Agenda Page.

After validation, as shown on Figl[7.16| the Main Agenda Page displays the scheduled
appointment with a color background as defined during the creation of the corresponding

RV type (7.2.2.1])).

Clicking on the appointment then leads to a similar page as the add one, with possi-

bilities to modify RV type and comments ; changes are validated through the Update

button.

7.2.3.1.1 Appointments for other objects - or none According to the choice
made for the corresponding agenda style (7.2.2.3.1]), a client can be mandatory or optional.

In whichever case, an |_Other object | button enables to add an appointment pertaining
to an other object (Fig{7.17)), for instance :

e prospects (7.9.3) ;

e other users...

Also, only if agenda style has optional client, a button is available to relate
this new appointment to nothing in particular.

An example of an appointment for an other object (a user) is shown next.
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Agenda -

weelkly planning far[SaIES Dept. Agendal ]

Friday 10/12
r LR N
Dick | Harry | Tom

loH - oH30 [ aae ] ‘. | |

[Client Search] Sheldon Helen :
‘ Appointment for Sales Dept. Agenda
[Contact general information]

project -

Task : | <None> i
Day : 10/12/2010

Start hour . 9 h Omin.

Duration : th | %

Type : | Appointment ™
Assigned to

Alarm : |1 day befare | % |

Ticket assignment :
CREM assignment :
Flexible :

Comments ;

Create :é_._]ack |

Figure 7.15: Adding an appointment for a client.

Testing the new item Foobar.

7.2.3.2 Modifying an appointment

After an appointment is created, it can be viewed (detail-wise) as well as modified by sim-
ply clicking on it. Then, as shown on Fig (which by the way features an appointment
made with another user), the following data can be modified :

e the type of appointment ;

e whether it is flexible (7.2.3.4]) or not ;
e a 'Color :’ field which allows to modify the color ([7.2.2.2)) for this specific appoint-
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|

Friday 10/12
r L3 B
Dick | Harry | Tom

9H - 9H30 Sheldon
saa | Helen
9H30 - 10H Reno

Figure 7.16: The now-scheduled appointment.

[On an Agenda which style is 'Client; optional] :

[Client search form]

A-B-C-eee-X-¥-2

Other object

Figure 7.17: While the ’Other object’ button is always available whatever
agenda style is, the 'No client one is only there if agenda style has optional
client.

ment ; only appears for types that have "Modifiable’ checked ;
e whom this appointment is assigned to ;

e the comments.

On this screen, an alarm ((7.3.4)) for this appointment can also be added if it had not
been during the creation of the appointment ; if it already exists, it can be modified, or re-
moved by setting this menu to 'None’. These alarm operations will be done automatically.

Any change to validate is done so via the ~YP93E& | button. It is to note that, when

type of appointment is changed, the flexible/modifiable color properties of the new type
are shown immediately ; thus, "Flexible’ may go checked or unchecked, and the 'Color :’
field may appear or disappear.

7.2.3.3 Moving or deleting an appointment

Once created, an appointment can be moved to another time slot by accessing the Modify

Appointment Page (by clicking on this appointment) ; there, via a button at the
bottom of the page, a calendar will be displayed again, where the new time slot will be
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Thomas Hanson

(Sales Department) *

Planning - Appointment (156)

Appointment : 156

Date : 5/5/2011

Type : [Meeting | ¢]

When : 17 h Omin

Duration 60 min.

Flexible :

Assigned to : [admin | 2 | View contact ...
Cpened by :  admin

Colar :

Alarm : |2 days before| & |

IUser name : Thomas Hanson (Sales Department)
Fh. number ; 555 0001

Mabile :

Email ; tom.hanson@mailserv.com

Comments ! [New salesforce plan review

| Update || Back | | Delete || Move |

Figure 7.18: Viewing an appointment’s details, which some of those can be
modified.

chosen similarly as for appointment adding. Finally, appointment move is achieved via
Update

On the other hand, should an appointment be simply deleted, this is achieved via the
eponymous button, also available from the Modify Appointment Page.

7.2.3.4 Flexible appointments

Appointments in Blue Chameleon can be flagged as flexible or not by checking /unchecking
the "Flexible’ checkbox while creating (7.2.3.1) or modifying ([7.2.3.2]) an appointment.

When an appointment is flagged as not flexible, it will then appear with a * on the Main
Agenda Page so that it can be distinguished from flexible ones. On this very page, a

| Flexible appointments | button displays a pop-up where all flexible appointments for the
week and the current user will be shown.
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Flexibility, when an appointment is created, is inherited from the corresponding RV

type (7.2.2.1]).

7.2.3.5 Reminding appointments

Provided that the Agenda event control has been enabled (1.3)), as featured on Fig

appointments will be reminded while at the page.

Agenda =
1 appointment(s) today! more

09h00 - Kim Bauer Los Andgeles

Figure 7.19: This appointment is imminent ; clicking on the more link will
lead to the Main Agenda Page for the current week, while clicking on the
link below ”1 appointment(s) today !” will lead to the page for that very
appointment.

7.2.3.6 Closure of appointments and insertion in Timesheets

[In Development]
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7.3 Alarms

While using Blue Chameleon, a user might want to be remembered certain things in a
timely matter ; for instance, anything related to things to be done before a certain date.

Blue Chameleon thus allows to set up custom alarms that will appear on user’s desk-
top as an Event Control ; also, other objects such as Agenda appointments can also have

an alarm set up so that they can be reminded before their due date.

The Main Alarms Page as described below is accessed via Alarms.

&J‘L& Alarms access rights can be set up either at the Modify User Page (Fig9.17
or the User Right Page under the element

[Menu script user rights :| Alarms

7.3.1 Setting an alarm
As featured on Fig[7.20] an alarm is easily set by entering a small text and the due date.

WETRTEN / tarms / (Newatarm |

New alarm

Comment ! |Buy new toners !

Wi

Due date : EE wednesday 27 July 2011 - 08:00

Figure 7.20: Setting a new alarm.

It then appears in a table, along with a link that allows to modify it :

Alarms -

Alarms

Date Object Comment
27/7/2011 08:00| Alarm |Buy new toners | [Modify

Mew alarm
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7.3.2 Modifying an alarm, turning it off

As shown on Fig[7.21] an alarm can be modified text- or date- wise ; it can also be turned
off through the eponymous button, making it disappear from the alarm table.

Modify :
Modify alarm

Comment ! |Buy new toners !

Wi

Due date : wednesday 27 July 2011 - 08:00

| Madify || Turn off |

Figure 7.21: Managing an alarm.

7.3.3 The Alarm Event Control
Provided that the Alarms event control ([1.3) has been enabled, as featured on Fig

alarms will appear on the alarm’s due date (in this example, on July 27), at the
page, in the following way :

e before the alarm’s due time (in the example 8:00 AM), it will appear normally (as
a click-link to the page where this alarm can be modified/turned off) ;

e after the alarm’s due time, it will blink, so as to emphasize it.

Alarms =
1 alarm due more
27/7/2011 - 08.00 - Buy new toners !

Figure 7.22: Alarms appear here on their due date.

The Modify on this box leads to the table of alarms.

7.3.4 Alarms for other objects
In the Agenda, as seen during appointment creation ((7.2.3.1)) or modification (|7.2.3.2)), an

"Alarm :” menu is used to automatically create an alarm reminding that appointment
a before its due date and time.

For instance, if an appointment is set on July, 28 at 3 PM and has been set with a 1

day before’ alarm, this alarm will appear on the alarm box on on July, 27 ; after 3SPM on
that day, it will be blinking. The following will be displayed :
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Alarms =
2 alarms due more
27/7/2011 - 0B.00 - Buy new toners |
27/7/2011 - 15.00 - Marshall Justin (Billings)

Following that link will lead directly to the page where this appointment can be mod-
ified ; the alarm can then be turned off by setting to 'None’ the "Alarm’ menu.

7.4 File manager

'—rif%',;r—'
&&& File manager access rights can be set up either at the Modify User Page
(Fz'g or the User Right Page under the element

[Menu script user rights :] File manager

Blue Chameleon includes a File managing system that allows to manage folders and
files in order to share them between all users, no matter how distant.

The File Manager Page is accessed via Fll® Manager — Ag featured on Figl7.23| it
shows a two-panel view, with on the left the list of folders and on the right the current
directory as well as the list of files and/or folders underneath it.

File manager -

B ld Root wi /Product specs/Packaaging pictures/
=l Client Mailings Name Date
& CRM
# w OPSImages e — .

& L Our product research | Cheddar Cracker Box (Front) jpg  18/06/2008
=l Product specs
.~ List of ingredients
R Poclaging pictures
“ luw SUppliers phonebook
- ——
[Left Panel] [Right Panel]

Figure 7.23: The File Manager Page.
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Folders on the left panel can be expanded/reduced by clicking the E/8 icons. There,
a double click on the folder’s name also serves as to expand /reduce it ; any click (whether
single or double) displays the folder’s contents on the right panel.

On the right panel, the contents of folders are accessed via a double click ; as for the
wu ... icon, it serves as, via a double-click, to display the contents of the parent directory.

7.4.1 Basic File Manager use

Blue Chameleon’s file manager is straightforward to use, as described in the following.

7.4.1.1 Folder and file managing

As shown in Figl7.24] to create a new folder in the current directory do a right-click

Add folder

on the right panel of the File Manager Page and then click on . Subsequent

pop-up shows the current directory and this new folder’s name is filled in.

File manager [Right panel] :

e [Our product research/

Name
e 2005
w2006
[right click]
@ Add » File
“ Permissions i Folder<£l0

‘ Add Folder x

Parent : Cur product research
Name : [2011 |

Add Quit
y

Figure 7.24: Creating the new folder 2011’ at the ’Our product research’
directory.

This folder could also be have been created from the left panel by a single click to
highlight folder ’Our product research’ and by then a right click :
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File manager [Left panel] :

=4 ™ Our product research

: |@ Add » File

- |=0 Rename wd Folder
. | Delete

& 1 Permissions

Files are uploaded in a similar way through #ddfile except that pop-up window has

a button to find the aimed file in your computer.

Folders and files can then be practically managed (renamed, downloaded in the case of
files, deleted) by positioning mouse cursor over the object and doing a right-click, which
thus shows the following choices :

Cheddar Cracker Box (Front) jpg
=, Open

% Download
=0 Rename

i Delete

- Permissions

The appearance of those various options depends on which default rights or user group
rights have been assessed to this folder /file.

7.4.2 File and folder rights

General rights regarding files and folders are set individually for them, through (! Permissions,
as accessed via a right-click on the object.

On the pop-up as featured as an example in Fig|7.25| the following is featured :

e general information on the object such as creation/last modification dates, creating
user... ;

e a series of rights menus.

Those rights aim to specify for each user group if its members have the right to read,
create, delete, modify this file or folder. When a menu is left as "Unspecified (see Others)’,
the right as defined further down as ’Default right:” then applies.

When a file or folder is created, by default all of the menus are set as "Unspecified” and
the 'Default right:” is set to Delete/Create/Modify, which means that, unless permissions
are updated, any user from any group can perform these actions on the object.

If object is a folder, the "Apply to sub-objects’ check-box can be ticked so that the
rights are also applied to the objects under this folder.
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[right-click]
' List of ngredients [ (= Permissions -

Properties ®

Information

Mame : List of ingredients
User admin
Add-on File manager
Available in Documents
Creation date 18/06/2008
Last modified : 18/06/2008
By : admin
Rights
Accounting | Unspecified (see Others)| % |
Administrator : | Unrestricted B

Customer Support Group [DEIE’EEJ’ISI’EEltEJ’I"u'h:Jl:iif"_.,-r [ ]

External Relations : | Unspecified (see Others)| £ |

Sales Department : | Delete/Create/Modify | % |
Cthers

Default right : | View B

¥ apply to sub-objects

Modify Quit

Figure 7.25: Setting the rights for the folder ’List of ingredients’.

7.5 Lists of Tasks

During the life of a company, some deeds have to be performed on a regular basis, such
as the checking of office supplies reserves, the maintenance of appliances like printers, the
cleaning of sensitive equipment...

To keep track of what has been done and by whom, Blue Chameleon provides an
interface where :

o different 'task models’ (e.g., 'Printer maintenance’) are defined ;

e to each of those, task types (e.g. 'Change/recycle empty toners’, ’Order paper’,...)
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are attached ;

e this framework allows, on a predefined periodical basis, to manage tasks, all the
while keeping trace of what has been done.

7.5.1 Rights for Lists of Tasks
They are ruled at the Modify User Page (Fig{d.17)) for instance as illustrated in Fig

BN / sers / Users / Tom |
Al

Menu script user rights: Owner |

Task List | Delete/Create/Modifyl 2 | | Delete/Create/Madify 2 |

Task List user rights
Model management | Delete/Create/Modifyl 2 | | Delete/Create/Modify 2 |

List management | Create/Modifyi 2 | | Create/Madify! £ |

L d

adiye, .

Figure 7.26: The user rights that rule Lists of Tasks.

For this user :

[Menu script user rights :|
e Task List : rules the access to the List of Tasks add-on
[Task List user rights :|

e Model management : rules the prerogatives (view, create, modify, delete) that user
has on task list models ([7.5.2)), in general ; rights for individual models are set

elsewhere ([7.5.2.2)) ;

e List management : rules the prerogatives (view, create, modify, delete) that user

has on task lists (7.5.3)).
All commands in this sections are accessed via / Task List

7.5.2 Task list models and task types

Fig features the creation of a task list model called "Water fountains’ ; there, the
following is set :

e a name for this model ;
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e a periodicity (daily, weekly, monthly, quarterly, biannual or annual) ;

e a start date.

EEEEEEN / oot it / (ods |

Task list, Models, Add

Model name : [Water fountains ]

Period : Weekly | =
Start date :  12/9/2011

Adaet ]

Task list, Models

Model Period Start date End date  Status Tasks
Water fountains Weekly 12/09/2011 12/09/2011 Inactive 0| Maodify || Delete
Add

Figure 7.27: Creating a new task list model.

After creation, model is featured in a table where the aforementioned data is featured,
with also an end date, a status (inactive yet), a number of attached tasks (none exists
yet), and eponymous buttons to modify or delete it, providing that the user rights for
"Model management’ are sufficient .

7.5.2.1 Modifying a task list model

As shown on Fig[7.28, modifying a task list model provides more options than during its
creation :

e setting its status : active/inactive (for a task list model to be opened (7.5.3.1)) in
the future, it must be set to ’Active’) ;

e setting an end date ;

e adding a comment to generally describe the task list model ;

| Access rights |

e setting the as explained further down ;

o Add 'ing tasks to it.

It is to note that once a task list is opened (|7.5.3.1)), periodicity and start date cannot
be modified anymore.

238



TaskList / [(Models ] / water fountains :

Task list, Models, "Water fountains', Modify

Model :  |Water fountains

Period :
Status
Start date : 12/9/2011
End date : 31/12/2011

Everything related to
maintenance, fill...
of water dispensers ﬁ

Comment :

| Update || Access rights |

Mo task
Add

Figure 7.28: The Task List Model Modify Page.

7.5.2.2  Access rights of a task list model

These rights, as illustrated at Fig{7.29] rule, usergroup-wise, whether users can view or
modify task list models, or none of those (in which case it will be hidden from the user).

[Task List Model Modify Page] |_Access rights | .
Task list, Models, '"Water fountains', Update, Access rights

Accounting :
Administrator
Customer Support Group : | Wiew | =
External Relations View | %
Sales Department ; View | %

=
| Update Cﬁ-__.-cbturn to models |

Figure 7.29: Usergroup-related access rights for task list model "Water foun-
tains’.

The usergroup(s) current user belongs to are displayed in bold font.
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It is to note that the ’Unrestricted’ value as set for ’Model man-
agement’ allows to access any model regardless of its usergroup
access rights. This can be useful to still access (or modify) a model if,
by mistake, all its usergroup rights had been set to 'None’ (or ’View’).

7.5.2.3 Adding task types to task list models

As seen on the Task List Model Modify Page (Fig , a button allows to add task types
to a task list model.

Apart from a name, as Fig shows, a task type is assessed a default user, a status
(setting it immediately to active is advised) and a comment.

[Task List Model Modify Page] :
Task list, Models, '"'Water fountains’', Add

Task name : [Ger‘l. cleaning

Default user : | Jack Jones | & |

Status :

Disinfect taps, scrub

gaskets
A

Comment ;

add o]
Figure 7.30: Adding a task type for task list model "Water fountains’.

Of course, more task types can be added by the same process. As a result, Task

List Model Modify Page feature those task types, which can be individually modified and
deleted :

[Task List Model Modify Page] :

Task User Status Comment

Gen. cleaning Jack Jones Active Disinfect taps, scrub gaskets[ Maodify ][ Delete ]

Bottle mgmt Jack Jones Active Replace, reorder, recycle [ Modify ][ Delete ]
Add

7.5.3 The use of task lists

Now that the creation of task list models and their task types has been shown, it is time
to see how they are put in gear.
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7.5.3.1 Opening a task list

On the page as accessed via / Task List o | OPenlist | ¢ton is featured

clicking on it leads to a page where task list models as previously defined are featured.

Fig[7.31] shows this page ; it can be seen that each task list model has a checkbox,
which is only enabled if task list model is set to active ; to do so, go to the Task List

Model Modify Page (7.5.2.1)) and set status to ’Active’.

fask List / [(Opentist |
Task list, Open list

Model Start date End date
Water fountains 12/09/2011 16/09/2011

okt

Task list

Task list : | <All> | 4| status : [Open [ 2] view : User : [Jack Jones | 2 || Search
Date : from 1/9/2011 [1f2] to 14/9/2011

Model Start date End date Task Exec date Posting date User
Water fountains 12/09/2011 16/09/2011 Gen. cleaning Mone Mone To be done by Jack Jones | Update
Water fountains 12/09/2011 16/09/2011 Bottle mgmt MNone Mone To be done by Jack Jones | Update

Models || Openlist |

Figure 7.31: Opening task list "Water fountains’.

The 'Date end’ as featured on the first screen corresponds to the periodicity (here,

weekly). Upon click on , the main page of the add-on is shown again, now featuring :

e for the opened task list, the tasks to be done (corresponding to the task types that
had been defined, [7.5.2.3), with start and end dates corresponding to the periodicity

e execution and posting dates, not existing yet if task has not been done ;

e the user who is supposed to accomplish this task (as defined by the default user in
Fig{7.30)) ;

Update

e an button for each task.

Tasks are displayed in red if their due date is inferior or equal to the current date.
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= If a task list has not been opened before the first day it is supposed
to start (depending on the periodicity), it is opened automatically.

7.5.3.2 Searching for task lists

As shown in Figl7.31] this add-on’s main page features several menus to perform task list
searches :

e by task list name ;
e by status :

— Closed, which is the state of a task list which all tasks have been accomplished
(7.5.3.4)) ;

— Open, which is the state of a task list which has still unaccomplished tasks ;
— All task lists, whether open or closed.

e viewing by user (which is what is shown on Fig{7.31]) or by task, which offers another
view detailed further down.

e by user.

Also, two calendars allow to narrow the display of task lists in the span of specific
dates.

7.5.3.3 The ’View : Tasks’ display

Setting the 'View:” menu to 'Tasks’ displays what is featured on Fig|7.32] ; there, in
contrast to the 'User’ view (Fig{7.31)) :

e the view is more synthetic as a single line is dedicated to a task list ;

e the number of accomplished tasks for this task list and the total number of tasks
are featured (e.g. 0 tasks done on the 2) ;

° 5 Wiew

button leads to a page detailed at [7.5.4] where the details of tasks are
shown and can be printed out as a PDF ;

o a Modify | pytton leads to a page where tasks are displayed in a table very similar
to the "User’ view ;

e a button allows to declare tasks as accomplished.
It is to note that in this display, the "User’ menu is without effect.
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Task List :
Task list

Task list : | <All> | 4| status : [Open | % |view : User : |Jack Jones | 4 || Search |
Date : from 1/9/2011 [1}2] to 14/9/2011 ‘

Model Start date End date Status Tasks

Water fountains 12/09/2011 16/09/2011 Open  0/2 | View || Modify | | Record |

Figure 7.32: The "Tasks’ view.

7.5.3.4 Recording tasks

Declaring the task(s) of a task list as done is most easily achieved through the
button as available in the "View : Tasks’ display (see above).

As illustrated on Fig[7.33] a task that was done is ticked, its execution date is chosen
and a comment is added. Of course, should the tasks of a task list be not accomplished
on the same day, this screen can be accessed anytime.

Task List [ [\View - Tasks]

Model Start date End date Status Tasks

Water fountains 12/09/2011 16/09/2011 Open  0/2 | View || Modify | | Reid |

Task list, '"Water fountains', Record

From 12/09/2011 to 16/09/2011

Task Execution date Comment

Evthg. was cleansed

Bottle mgmt  16/9/2011 thoroughly
e
New batch of 50 gal.
Gen. cleaning 16/9/2011 bottles ordered
P

CoweL,

Model Start date End date Status Tasks

Water fountains 12/09/2011 16/09/2011 Closed  2/2 | View || Modify |

Figure 7.33: Declaring these tasks as done.

When all tasks belonging to a task list are done, this task list is closed ; the task list
name click-link (e.g. Water fountains) then leads to a similar 'record’ screen except
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any action is now disabled.

This way of recording achieved tasks is the simplest. It also sets the "To be done by’
user as the default user for this task ; should a modification be done in execution date or
user, a more detailed screen is available as explained next.

7.5.3.4.1 Updating tasks As it can be seen on the 'User’ view (Figl7.31)), each task
of a task list has an “Pdate

button, leading to a screen as illustrated at Fig|7.34

There, execution date (but not posting date), user in charge/user who did it and
comment can be updated.

This screen can also be used to declare an undone task as done.

Task List [ [\iiew - User] -

Models Task Exec date Posting date User

Water fountains Gen. cleaning 16/09/2011 16/09/2011 IJack Jones | Update

Task list, "Water fountains', 'Gen. cleaning’', Update
From 12/09/2011 to 16/09/2011

Exec date : 16/9/2011 Posting date : 16/09/2011
User : | Jack Jones |4| Tobe done by : |Jack Jones ™

New batch of 50 gal.
bhottles ordered
e

Comment ;

Figure 7.34: Options by which updating a task.

= The advantage of this screen in contrast to the ’Record’ one as
presented above is when task is done by an other user than the one
who was supposed to do it. This screen also allows to "undo” a task

(755.1).

7.5.4 Printing out task lists

When a "View : Tasks’ display is on, clicking on the Mew | hutton leads to the page
illustrated at Fig)7.35| where tasks are listed along their execution and posting dates, the
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user who did them and their comment.

A Print

Model

Water fountains 12/09/2011 16/09/2011 Closed

Start date

Task List [ [iew - Tasks] |

End date

Status Tasks

2/2 | View || Modify

Task list, "Water fountains', View

From 12/09/2011 to 16/09/2011

Task

Execution date Posting date User
Bottle mgmt 1&6/09/2011
Gen. cleaning 16/09/2011

Pt

Water fountains from 12/09%2011 to 16/09/2011

button then allows to generate a PDF file summing up this data.

Comment

[Fesult on generated PDF] :

16/09/2011 lack Jones New batch of 50 gal. bottles ordered
16/09/2011 lack Jones Evthg. was cleansed thoroughly

Pasting Execution
Task To be done by Done by date date Comment
Bottle mgmt Jack Jones Jack Jones 16082011 16/09/2011 Mew batch of 50 gal. bottles ordered
Gen. cleaning Jack Jones Jack Jones 16092011 16/09/2011 Evthg. was cleansed thoroughly

Figure 7.35: Printout of a closed task list.

7.5.5 Management of Task lists through time

Task lists are periodical, which means they are to be cyclically recommenced. This is
done exactly as described in [7.5.3.1} except that now, the start and end dates have been
updated according to the periodicity of the task list, here corresponding to the next week :

Task list, Open list

Model
water fountains [19/09/2011 23/09/2011|

e

Previously-achieved task lists remain of course available to be consulted anytime by
making searches with ’Closed’, "Tasks’ for the status and view menus.

Start date End date
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7.5.5.1 Re-opening a task

It may happen that, though a task has been declared has done, it must be opened again
for whichever reason.

This can be done as featured on Fig by making a search with 'Closed’, "User’

for the status and view menus ; the Update | 1)¢ton will still be available to access the

screen to update this task : there, setting the "User’ menu to Unspecified’ will re-open
this task.

Taslk List :
Task list

Task list : | <All> | 4 | status : View : User : | <All> | ¢ || search

Date : from 1/9/2011 [1}2] to 30/9/2011

Model Task Exec date Posting date User
Water fountains Gen. cleaning 23/09/2011 23/09/2011 Robert Zmuda | Update <=

Task list, '"Water fountains', 'Gen. cleaning’, Update

From 19/09/2011 to 23/09/2011

Exec date : 16/9/2011 Posting date : 23/09/2011
User : li<Unspecified> [ #| To be done by : |Jack Jones B

=Unspecified=
Comment ; K <Mone>
Tany Cliftan
Thomas Hanson
_ ack Jones
[y & Bre Kovacs

Task list

Task list : | <All> | 4 | status : View : User : | <All> | ¢ || search
Date : from 1/9/2011 [1}2] to 30/9/2011

Model Task Exec date Posting date User

Water fountains Gen. cleaning|Mone 23/09/2011 To be done by Jack Jones | Update

Figure 7.36: A done task that, upon inspection, did not fulfill the review, is
opened again. Execution date is back to 'none’.

It is to note that the 'None’ option as seen in Fig[7.30] still flags the task as done, but
without mentioning any user in particular.
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7.6 Object properties

Things handled during the use of Blue Chameleon (articles, clients, documents...) are
most generally called objects.

While we always strive to provide the most exhaustive forms to define or modify them,

some particular properties that you might want to define to qualify an object with may
be missing.

That is why we developed a dedicated add-on aimed at defining your own properties
for your clients, articles... And manage them in an easy way.

7.6.1 Rights for Properties
They are ruled at the Modify User Page (Fig[9.17)) for instance as illustrated in Figl7.37

D s 1 . o, )
all

Menu script user rights: Owner

Properties | Delete/Create/Modifyl 2 | | Delete/Create/Madify 2 |

Properties user rights

[Defining properties | Delete/Create/Modifyl 2 | | Delete/Create/Modify 2 |

Using properties | Delete/Create/Modifyl 2 | | Delete/Create/Modify 2 |

|

Figure 7.37: The user rights that rule Properties.
For this user :
[Menu script user rights :|
e Properties : rules the access to the Properties add-on
[Properties user rights :|

e Defining properties : rules the prerogatives (view, create, modify, delete) that user

has on properties (7.6.2) ;

e Using properties : rules the prerogatives (assessing, modifying, removing) that user

has on an object’s property /ies ([7.6.3]).

. . . . Add-ons i
All commands in this sections are accessed via - / Properties
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7.6.2 Creating properties and managing them

Fig features as an example how a new property ”ID Registered” is added for clients ;
there, the following is defined :

e a name for this property ;

its type : User or System ;

the object type (the list of available objects to set properties for is featured at [7.6.4))

Y

the type of data this property will be, amongst the following choices :

Yes/No : a simple menu with these choices ;

Boolean : a simple menu with True/False ;

Boolean extended : a simple menu with True/False/Null ;
— Integer ;

— a Date or a Time (7.6.2.1.1)) ;

— Listbox : a menu which items are added by user ;

— Ref. object : another object (an extensive example is featured at [7.6.3.2)).

;‘ Properties f ;

Property, Add

Property name: [ID registered

Type:

Object type: | ossbao - Clients & |

Data type: [YESIND = ]

CAdd L]

Figure 7.38: Creating a new property aimed at clients, consisting in Yes or
No choices.

After their creation, properties can be looked for add-on’s main screen :
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Search property

Property name: [ ]Type: [{AII} = ][ Search ]
Objecttype: | osshao - Clients B Status: B
Add

Property Type Object type Data type Default value System

ID registered User ossbo - Clients Yes/No Mo «::Ncme::»[ View ][ Modify ]

A table sums up properties’ types and object types as well as providing a Modify

button, allowing as described next to configure properties more extensively.

7.6.2.1 Modifying properties

As featured on Fig[7.39, modifying a property offers a far greater choice of configuring
options.

There :

e General information such as property name and comment can be modified /added.
Also, the default value of the property when it will be set for an object as a
‘System’ value. It is to note that property type, related object type and data type
cannot be modified anymore.

e the style of the property is set :
— the status of the property (setting it to ’Active’ is necessary for it to be

used) ;

— whether this property will be shown in the object’s summary, if it has one
(7.6.4]) ; this item is better set to yes, then ;

— whether multiple occurrences of that property are allowed for one object ;

— if the 4-eyes principle is applied : an update in property’s value can only be
achieved if current user is different from the last user to have done a modifi-
cation ;

— In the context of the object it is set for :

* whether the property can be added on creation ;
* whether the it can be updated ;
* whether it can be deleted.

— the minimum level required to update a property, comparing with user’s pri-

vacy access level ((11.1.1.2) ;

e How property label and its values (here, Yes and No) will appear on the screen :
normally, with the "Warning’ style (i.e., in red) or in bold font.
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[Search Froperties] ID Registered )
Property, 'ID registered', Update

Property : [ID registered ]
Type : ser

Object type Clients

Data type Yeas/Mo

System : <Nones| =

Default value ; Mo | =

Whether we have a copy of client's

official ID.
Comment :

Style :
Status : Active | =

Show in summary

&
w
1k

Multiple : Yes &
d-ayes principle : Mo | %

Add on create : Yes| &

Add : Yes|
Delete :
Update :
Access level . 3 %

View :

Label :

“Update &,

Figure 7.39: Modifying property ’ID registered’.

7.6.2.1.1 Date, Time properties These properties, when they are updated or set

for an object, feature a calendar icon that allows to choose a date ; also time in the
case of the eponymous property.

7.6.2.1.2 ’'Ref. object’ properties Properties of that kind offer more configuring
possibilities, as featured on Fig[7.40, As a 'Ref. object’ property consists in associating
another object with the object this property applies to, the type of the associated object
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has to be chosen.

This choice is done through the ’Associated object type’, where a particular object
type the property will be (in this example, a document) can be set, along with an (op-

tional) default value. When the property will be set for an object, for instance as shown
in [7.6.3.2] this particular object type will be imposed.

[Search Properties] Entry contract :
Property, 'Entry contract', Update

Property : [Entr‘y’ contract
Type ser

CObject type Clients

Data type : Ref, Object

System :

Associated object type 1| doc - Document] &

Default value . Mone

PODF of the 1=t contract client sighed
Comment :

o

Figure 7.40: This property applying to clients will only accepts documents
for its value.

This imposed associated object type can be removed by setting the menu to "All’.

7.6.3 Setting properties

In the current example, a property as applied to clients was created.

Such properties will appear on the Client Management Page ({2.3]), where they are
still not set :

Client management

Username: Smith.John Subscription status:
Title: Mr Active subscriptions: 1
Name: Smith There is no property
First name: John More. ..

Address: 12 Orange Road

Q0000 Los Angeles
[ XL N ]

Then, clicking on the More... link leads to a process featured on Fig{7.41| where :
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e a screen saying that this object has no property (yet) allows to Add | e

e then, a menu enables to choose a client-related property (here, our "ID registered’)
featured along with its default value (7.6.2.1]), which is set to whichever is needed ;

e a final screen sums up the set property and provides a button to go back to the

Client Management Page, where the property and its value are now appearing.

More... :
Clients, Property, Update

There is no property

Add &
‘ Clients, Property, Update, Add

Property: [ID registered| ¢]

Value:

Add
‘ Clients, Property, Update

ID registered: Yes

Add

[John Smith's Client Management Fage]

ID registered: Yeas
More...

Figure 7.41: Setting the property 'ID registered’ to "Yes’ for client John
Smith.

7.6.3.1 Updating, removing a property

Afterwards, if needed, this client property can be updated via the More... link, as shown

in Fig[r.42

This can only be done by the same user if property’s J-eyes principle (7.6.2.1]) was set

to No.

It can be seen that a is available for property to be removed.
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ID registered: Yes

More.. '
‘ Clients, Property, Update

D registﬁd: Yas

Add

Clients, Property, Update

Property : ID registered

Value

| Update || Delete |

Figure 7.42: This allows a property to be changed or removed.

The updating and deleting a property are only available if property’s style ([7.6.2.1))
allows so.

7.6.3.2 Adding other properties

Other properties - if they exist for the current object type - can also be added through
the eponymous button.

For instance, a Ref. object property called 'Entry contract’ has been defined for
clients ; Fig then shows how this property is set to a particular document object (as
uploaded through the File Manager, for a client.

It is to note that, in this example, the choosing of a document is imposed (in contrast
to any other object type) because the "Associated object type’ field for 'Entry contract’

property ([7.6.2.1.2) was set to '"documents’.

As a result, on the Client Management Page for this client, this new property will

appear (Fig{7.44).

7.6.4 List of objects to set properties for

So far in Blue Chameleon, a ”"Property” frame can be seen in the following contexts :

e 2.3Client Management Page

7.7 Paperwork management

A company’s everyday life often entails the reception and sending of paper documents,
sometimes in such volumes that it becomes difficult to keep track of what has been re-
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Clients, Property, Update
ID registered: Yeas
Add

Clients, Property, Update, Add

Property : [Entr’y‘ contract ¢]

Value . Mone

Add
Select object |E||X|

Select |E||£|

El s Boot wd [Contracts/
e Client Mailings

- \w Contracts !
il CRM A |

(=] DPSImagas |_| EC_SImﬂl, Iﬂhﬂpdf
e Our product research

\ww Product specs

“ ' Suppliers phonebook

[ Select +!ancel ]

L[ Mone ][ Cancel ]

Name

']

Clients, Property, Update, Add

Property : [Entr’y‘ contract ¢]

Value : EC Smith, John.pdf
Cadd ]

Figure 7.43: Adding an other property for a client.

Entry contract: EC_Smith, John.pdf
1D registered: Yes
More...

Figure 7.44: The two previously-set properties are now featured.

ceived/sent and when, also what shall be sent.

In order to make this easier, this Blue Chameleon addon allows to keep trace of any
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communication-related event and permits actions such as :
e upload documents from the computer and associate them with a client ;
e attach documents to other documents, such as sent replies ;

e optionally create tickets associated with documents, in order to give them a ”to-do”
feature.

All the commands in this add-on are accessed via / Mail .

5id

- Paperwork management access rights can be set up either at the Modify User
Page (Fig or the User Right Page under the element

[Menu script user rights :] Mail

7.7.1 The Mail Management Page

As illustrated at Figl[7.45] the main page of this add-on allows to add and search for mail
documents ; it features the following :

e a which leads to a client search ;

a menu allowing to choose a specific mail document type (7.7.7)) ;

a 'state’ menu enabling to choose only sent or received documents, or any of those ;

e ’'treated’ and ’archived’ menus allow to search specifically for documents flagged as

such ([7.7.6)), or not, or any ;

e the ordering of search results by creation, or modification dates, or by access level
(7.7.2) ;

e a 'Show attached” menu allowing to show only documents that are attached to no
other ('no’), optionally featuring their attached documents in the table (’as parent’),
or any kind of document regardless of attachments ('as document’) ;

e two calendar icons permitting to restrict search results in between (as 'Date:’) two
creation or modification dates ;

o | New document... |
773).

allowing to upload and create a new mail document entry

Search results are summed in a table that features client and mail document names,
reception, creation and last modification dates, access level of the mail document, type
and, as seen on F ig, three buttons that allow to view/act on the mail docu-
ment in various ways ([7.7.3.1}, [7.7.3.2] [7.7.3.3)).
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nii-ors IR
Documents

Clients : [ ]wutype : | <any> B state :
treated: archived : ordered by : [dDCUFT'IEFIt date | :]
Show attached : Date : '

from Monday 02 May 2011 to Friday 06 May 2011

| New document |

|0hject name |Dncument5 |Date |ACCE55 |T|rpe |Mudificatinn

Figure 7.45: The Mail Management Page.

7.7.2 Access levels

As some mail documents might be confidential or irrelevant for some users to see, mail
documents are assessed an access level from 0 to 5, comparing with user’s privacy level

(11.1.1.2) as set on the Modify User Page (Fig)9.17).

So, for instance, if a mail document has been assessed an access level of 3, only users
with a privacy level of 3 or above will be able to open it and attach mail documents to
it ; nonetheless, it will still appear only nominally in the mail document table.

7.7.3 Creating a mail document

For instance, when a mail document is physically received, it is scanned as a PDF ; it is
then uploaded into Blue Chameleon’s Mail Manager in the way featured at Fig[7.46]

The simple process is as follows : on the Mail Management Page, the | New document... |

is clicked, leading to a client search, that ultimately makes the makes her/him featured
in the eponymous field ; the same button is clicked again, leading to a page where :

e client general information is summed up ;

e the document to be uploaded via is given a name ;

e its type (7.7.7)) as well as its state ('received’) are chosen ;

e the creation of a ticket ([7.7.3.2)) is recorded (if type allows/forces it), and this ticket
can be already forwarded to another person ;

e the reception date of the document can be set (it is set by default to the current
day) ;
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e an access level is chosen ([7.7.2)).

[Mail M. Page] | New document... | / (client Search] /

Clients: | TaxOffice | [ New document... |-

New document

[Client General Info]

Cocument name [Ta}{ Farm, 2011

Document : /root/TaxForm2011 pdf | Browse... |
Type : | Gen. Mailing % | |received 2 |

Ticket : \yes| £ | |[Accounting] Jane B
Date : (30/2] - [8 2] - [2011] 2]

Lccess level

Comment : To be filled quite quickly...

Create #T"'e;,ﬁbncel |

Figure 7.46: ”Entering” a newly-received and scanned document into Blue
Chameleon.

Upon successful creation, the Mail Management Page will feature the document in
its table, as illustrated on Fig[7.47]

[Mail Management Page] :

Object name| Documents Date Access Type

Tax Office Tax Form, 2011 |30/9/2011 4|Gen. Mailing - received

Type Modification

Gen. Mailing - received|30/9/2011 10:30|| View | | Viewticket | | New document

Figure 7.47: A document with all its main information.

There, provided the user’s privacy level is equal to or greater than the doc-
ument’s access level : the name of the mail document is featured as a click-link that
allows to download it and three buttons are accessible : for viewing it, viewing its ticket,
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or attach documents to it.

These actions are described next.

7.7.3.1 Viewing/managing a mail document

Wiew -

Fig

7.48| shows the pop-up displayed by ing a document.

Tax Form, 2011 . :

View document |E| |X|

Creation 30/9/2011 10:30 by admin
Modification : 3092011 10:30

Object : TaxOffice

Type : Gen. Mailing - received
Document: Tax Form, 2011

Date : 30/9/2011

Ticket : 227

Access level
Treated :
Archived :

L[ Update ][ Close ]

Figure 7.48: Details of a mail document.

There :

the client (or object) associated with the document can be updated ;

e the mail document can be downloaded via the click-link ;

e a click-link leads to the view of the attached ticket (see7.7.3.2), if mail document
entailed the creation of one ;

e the access level of the mail document can be lowered or raised ;
e the mail document can be deemed treated and/or archived (7.7.6) ;

e a button allows to attach it to another document ([7.7.4]) ; this button can only be
clicked if current document is not already attached ;

e if the document is attached to another document (and/or the other way around),

it is featured ((7.7.5)).
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7.7.3.2 Mail document tickets

If mail document creation included the creation of a ticket as it is the case in the current
example, this ticket can be accessed either via the as found (if user’s privacy
right is sufficient) on the Mail Management Page or via the click-link as previously seen
(e.g. 227).

Either way, what is featured on Fig[7.49will appear on the screen : a pop-up summing
up which user group this ticket has been assessed to along with status and date, as a

click-link to the View Ticket Page (8.3.3)).

The uploaded document can also be downloaded here.

Tax Form, 2011 .. | Viewticket | -

View ticket |E||E|

| New ticket TaxOffice || Print |

Accounting - Open - 30/9/2011 10:30 (227) - Tax Form, 2011
30/9/2011 10:30 admin To be filled quite quickly...

Mumber of tickets found @ 1-1/1

| New ticket TaxOffice || Print |

Figure 7.49: A short summary of the ticket created along the mail document ;
from there, this associated ticket can be managed.

e

This way of doing, associating a ticket, endows the mail document with a feature of
timely importantness.

7.7.3.3 Attaching mail documents

| New document...

Still from the Mail Management Page, using the ) button, a new doc-

ument can be created as attached to this document.

An example of a "reply” is featured at Fig[7.50] ; the mail document for which to
create an attachment is reminded and the correct status (here, 'sent’) is selected.

This action can be done as many times as wanted, as a document can have several
attachments.
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Tax Form, 2011 ... [ Newdocument... |

MNew document |E| |X|

[Client general information]

[ attach to : Tax Form, 2011 |

Document name : Tax Form, 2011, FILLED

Document : /root/TaxForm2011_FILLED p| Browse .. |

Type : |Gen. Mailing| | [sent | %]

Ticket : [nod-g] [[==—=] B
Date : (512] - [100%] - [2011]2]

Access level .

Comment The tax form for 2011, fully filled and sent

“reate £,

e

Figure 7.50: Attaching a reply to mail document 'Tax Form, 2011°.

7.7.4 Attach current mail document to an other

This process is the reverse of the one previously described : now, from the View Docu-

ment Page (Fig{7.48)), using the Altach to button, current document is attached to an
other.

Contrary to the previous process, this can be done once, as a document can be at-
tached to one and only other document.

Fig[7.51] shows the simple process of attaching currently viewed mail document to an
other.

7.7.5 Viewing attachments/attached document

In order to keep track of which document is attached to which, the View Document Page
always features the parent document and the attached documents ; Fig features both.

It can be seen that the View Document Page for Tax Form, 2011 (that was first
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Tax Form, 2011 . :

View document |E||X|

Attach to

L[ Update ][ Close ]

‘ Attach document |E||X|

attach this document to :[FIHC. MERGE 2011 | ¢]

e Ll 2

‘ View document |E||X|

0
gz o=

Attached to : FINC. MERGE 2011

[ Update ][ Close

==

Figure 7.51: In this example, mail document 'Tax Form, 2011’ is being at-
tached to mail document 'FINC. MERGE 2011°.

featured at Fig{7.48|) now features an Attachments part with the attached document
Tax Form, 2011, FILLED (as a click-link to be downloaded), as well as an ’Attached
to’ part resulting from what was done at

Conversely, the View Document Page for Tax Form, 2011, FILLED features the
mail document it is attached to.

This two-way of displaying information ensures that no ambiguity is left.

7.7.6 Flagging mail documents as treated and archived

In order to make the displaying and searching of mail documents easier, thanks to the
"Treated” and ’Archived’ menus as seen on Figl[7.48] it is possible to :

e declare a document as treated, for instance when a reply has been added to it ;
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Tax Form, 2011 . )

View document |I:I||§|

Attached to : FINC. MERGE 2011

Attachments
Document : [Tax Form, 2011, FILLED|

L[ Update ][ Close ]

Tax Form, 2011, FILLED .. :

View document

=][E

Creation : 5/10f/2011 16:30 by Jane
Maodification : 5/10/2011 17:26 by Jane

Object . TaxOffice

Type : Gen. Mailing - sent
Document : Tax Form, 2011, FILLED
Date : 5/10/2011

Access level :
Treated :
Archived :

Attached to :|[Tax Form, 2011 |

Update ][ Close ]
'

Figure 7.52: These are ”linked” documents.

e declare documents as archived, when the thread of received/replied-to documents
is over, so that it does not clutter the display on the Mail Management Page.

Any change in those menus must be validated via the Update ' })utton at the bottom
of the pop-up.

Treated and/or archived documents can be looked for specifically on the Mail Man-
agement Page thanks to the eponymous menus.

7.7.7 Mail document types

[In Development]
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7.8 Wall

[In Development]
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7.9 Customer Relationship Manager (CRM)

The Client interface as lengthfully explained in the Client Management Chapter is vital,
but one particular need that could surface in a company is still left unsatisfied : the
possibility to manage client needs and client prospection.

Therefore, Blue Chameleon has designed an Customer Relationship Management tool

as accessible via the eponymous submenu element in the command group.

It mainly provides the following possibilities :

e relation-wise manage a potential client, known as a prospect (clients and prospects
will be referred to in the following as 'contacts’) ;

e send aimed campaigns (such as newsletters) to tactical contact lists ;
e send dedicated letters ;

e finely compose the documents related to those thanks to a handy, built-in document
editor ;

e keep a record of all actions (campaigns, letters, appointments,...) pertaining to a
particular contact and manage them through time.

7.9.1 Rights related to Customer Relationship Manager

They are ruled at the Modify User Page (9.17)) for instance as illustrated on Fig{7.53|
For this user :

[Menu script user rights :|
e CRM - Menu : rules the access to the CRM add-on ;

e CRM - Commercial actions : rules whether a —commercial actions | jo »vailable at

the Client Management Page (2.3) for client-related action popup to be displayed ;

e CRM - Forms : rules whether a T2 ig available at the Client Management
Page (2.3]) to generate client-related predefined forms (7.9.10)).

The other rights as displayed under [CRM user rights :] rule the management (read-
ing, creating, modifying and deleting) of CRM’s components :

e Actions ;

contacts and contact lists ;
campaigns 3

letters ;

predefined form models (7.9.10)).
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m; Users [ Users f-m_m ﬂ%& :

Menu script user rights: [Owner] Al

.C.F.EM - Menu Delete/Create/Modify w Delete/Create/Modify w
.C.F.!M - Commercial actions

.C.F.EM - Forms

CRM user rights

Actions Delete/Create/Maodify v Delete/Create/Modify w
Contact lists Delete/Create/Madify w Delete/Create/Madify w
Campaigns Delete/Create/Modify w Delete/Create/Modify w
Letters Delete/Create/Modify w Delete/Create/Modify w
Predefined models Delete/Create/Modify w Delete/Create/Modify w

Mudimg]
Figure 7.53: The user rights that rule Customer Relationship Manager.

7.9.2 CRM’s Main Page

i s JE

Actions

[Action search menus]

[Action table]

Contacts Contact lists Campaigns Letters Predefined models Statistics

Figure 7.54: CRM’s Main Page.

It is accessed via / CRM and is featured at Figl7.54]

There, a list of actions along with search tools (shown in a more detailed way at [7.9.6))
is featured ; below, several buttons are available to access CRM’s different components
(they are available according to user’s rights as explained above) :

e contacts ((7.9.3) ;
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contact lists ;

campaigns )

letters ;

predefined form models ;
statistics -

7.9.3 Contact managing

Everything related to the management of contacts (including the lists gathering them) is
cleared up below.

7.9.3.1 Adding a prospect

h CRM/ Contacts f Add a contact

Prospects are added throug ; the "prospect’ status

is featured on the creating form (Fig{7.55).

7.9.3.2 Uploading a list of prospects

It is also possible to upload a list of prospects via the means a file, which an example
is given at Fig/r.56| : line by line, diverse information such as prospect’s title, name,
address,... are given, and the first line serves as to indicate the nature of the information.

Then, via —Contacts / Upload CSV file , this very file is uploaded and CRM provides

menus to indicate how each information given in the first line of the file will be taken as.

Clicking on Ok ' then leads to the Preview Page as featured in Fig|7.57, where the
upload can be verified and finally validated.

7.9.3.3 Upgrading a prospect

Should a prospect become one day a full-fledged client, this prospect’s edit window (as

attained through a contact search via Mty ) features a HigER R RIMENIEI B 1)) +ton

that will create a new client file with the prospect’s data.

7.9.3.4 Searching for contacts

Contacts can be looked for via ©RM / EAT:RELSy) There, as featured in Fig{7.58, a
search tool very similar to the one in a Search Client Page (except that a drop-down
menu allows to filter search by clients or prospects or both of them) provides several
search criteria.

Prospects appear there in a light mauve background while regular clients appear in a
grey one.
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CRM_{ Contacts j add a contact

Add a contact =E3
Company x
Title Mr v
Mame : Stagger e
Firstname : Las
Type : Prospects
Address . 10 0'Maley Street :
City : Los Angeles g
Zip code/Country : 90000 O USA w
PhonefMobile 255 9510 *

Office/Fax 5350101
E-Mail :
Language : English w
Comment: This potential client is very
interested in our products,
(*) required
{*) Name or company required
{ Add:gan:el |

Figure 7.55: Adding a prospect.

A click on a client/prospect name displays in a pop-up windows her/his personal in-
formation. General information is featured such as city, zip, phone numbers... is featured
; also, if there is any, the next action ([7.9.4)) that as to be done for her/him.

The salesperson in charge for each contact (7.9.3.6)), if s/he exists, is also featured.

As for buttons at the right, they allow to :

o ACtiONS . Jigplays the list of actions done on this contact (7.9.6.1)) ;
o Addaction . .cate a new action on this contact (7.9.4.1 ;

o Addinfo . cate a new ‘information’ on this contact (7.9.5 ;

o LELEErS . Giow individual letters sent to this contact (7.9.9 ;
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Prospects.csv !

company;title;name;first name;address;city;zip:country;phone;mail;language
Albatross INC:Miss:Berg:Lucia;ll Bungee Rd;Seattle;98100:US;5550203;bergegnallsery.com;:EN
:Mr;Black:Chet:23 Beaver Ave;Fargo;58l00;:US;5556666;blackie@mallsery. com;EN

Contacts | f | Upload CSV file

File (below 1000 lines) . froot/Prospects.csv Browse,..

Oké:lancel h

company . Company w
title ; Title v
name : Mame w
firstname : First name w

address: |Address 1 w

ity City w
zip Zip code W
country Country W
phone Tel w
mail ; Email v

language : Language w

Ok é:lancel

Figure 7.56: A Prospects.csv file, listing prospect data its own way is up-
loaded to CRM, on which matchings are made between the file’s information
(on the left, retrieved from its first line) and CRM’s own prospect data pre-
sentation (menus on the right).

Modify (for prospects only) : editing a prospect’s general information, similarly as
seen in Fig (for modifying a client’s general information, go at her/his Client
Management Page).

7.9.3.5 Creating contact lists

According to common features shared by certain contacts (living in the same area,...),

they can be gathered into contact lists, as shown in Fig[7.59] Then, on the page accessed

via |_Contact lists , this newly created contact list can be displayed through a search.

In a process shown at Fig/7.60, contacts finally are added thanks to a search led in
this case on the city.

Once created, a contact list’s contents can be viewed via (in this example) contact lists
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[Preview Page]

Preview of the 10 first contacts in list before CSV import

Ok é;lancel

1 - Albatwross INC Miss BERG Lucia
Address 11 Bungee Rd

98100 Seatte - USA
Language English

Tel 5550203

Mobile

Fax

Email berg@mallserv.com
Category  Default

Comment

2 -Mr BLACK Chet

Address 23 Beaver Ave
58100 Fargo - USA

Language English

Tel 5556666

Mobile

Fax

Email blackie@mailserv.com
Category Default

Comment

Figure 7.57: This Preview Page shows that the prospect data has been rightly

imported.

;/ Search /L.A. residents.

Also, contacts can be

Finally, it is possible to Delete a list provided it does not contain any contacts.

7.9.3.5.1 Creating/expanding a contact list via an upload It is also possi-

ble, for a already-created contact list, to upload a CSV file of contacts via Modify /

Upload CSW file

If contact list already contained contacts, the uploaded contacts are appended at the

end of the list.

Add

. The uploading process is then similar as described in
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‘ed anytime in a similar way as above via Modify ; there,
contacts can be individually unchecked to be removed from the list.

7.9.3.2




Contacts .

Contacts

Search contacts by :

MamefCompany: s Zip codelCity

Address : Tel:

Emnail ; Type !/ Language ;. =<All= v =pll= v
Search Add a contact Upload CSV file

Name City [(Zip code] Counwry  Tel Mobile Salesperson To do
Salazar Bamon Albuguerque (87100) USA 555 6666 - - Actions Add action Add info Letters
Scofield Michael Los Angeles (90000) USA 555 8523 . Visit Actions Add action Add info Letters
Seranescu Pompilius BH (90210) USA . Appointment | Actions Add action Add info Letters
Sheldon Helen Beno (89000) USA 555 4563 - Email Actions Add action Add info Letters
Smmith John Los Angeles (90000) USA 5551234 6666666 - . Actions Add action Add info Letters
STAGGER Lee Los Angeles (90000) USA 5558510 62100000 - Call Actions Add action Add info Letters

Modify

Figure 7.58: Looking for clients and prospects whose name begins by 'S’
inside the contact database.

Contact lists j Adld

Add a contact list |E||E|

Mame : L& Residents

Comments > 'clients and prospects living in
L.A, or vicinity.

Add Lt
Contact lists
User: |OMES Jack w  -Title: -Order by :  Last modified ~ - Search
Tide Contacts User Creation Modificaton Usage Owvmer
LA Eesidents 0 Jones Jack 28/10/2008 15:14 28/10/2008 15:14 7 CEM Modify Delete

Figure 7.59: Creating a contact list aimed to gather contacts living in the
same city.

7.9.3.6 Salesperson in charge of a contact

CRM, in general, is a sales-oriented aspect of a company ; therefore, a dedicated sales-
person (9.6.1) might often follow a prospect, from creation to commercial actions. Blue
Chameleon’s CRM module features this salesperson anytime a list of contacts is displayed,
as it can be seen on Fig[7.5§
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Contact lists | [contact List Search] L.A. residents (..) Modify /

Add contacts

Add existing contacts to contact list |E||X|

Contacts

Search contacts by

Mame/Company : ' ' Zip codel/City ' Los
Address ' Tel: '
Email : ' 'TyperLanguage: =All= v [ =pAll= v
_Search
Name City (Zip code) Counmy  Tel Mobile
o Barnes Cletus Los Angeles (200000 LISA 1 1
v Bauer Kim Los Angeles (50000) USA 555 4525
o Durden Tyler Los Angeles (200000 LISA
v Paper Street Soap Company Los Angeles (90000 LUSA 555 6669
o Parker Ken Los Angeles (200000 LISA 555 G363
v Scofield Michael Los Angeles (50000) USA 555 8523
+f Smith John Los Angeles (90000) USA 5551234 GEGEEEE
v STAGGER Lee Los Angeles (90000) USA 5559510 62100000
Uncheck all

{
N k'

Figure 7.60: Adding contacts to a contact list.

Setting or changing the salesperson in charge of a contact is done when an action is
taken on a contact, as described next.
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7.9.4 Actions

An ’action’; in the Customer Relationship Manager context, is any deed that is accom-
plished on a contact, whether performed by yourself (phonecall, appointment,...) or
processed by Blue Chameleon (sending of campaigns and letters), where it is labeled as
a 'system action’.

In order to always follow closely a contact, actions are kept in record and may be
edited, in the way of comment adding and due date editing.

Also, Blue Chameleon’s strong feature for this matter is that distinction is made

between past and future actions, the latter being dutifully reminded thanks to a dedicated
CRM event control at your desktop on how to set it).

7.9.4.1 Taking an action on a contact

Add action

As shown in Fig|7.58| after a contact search, a button is available besides

each contact.

Upon click, as displayed at Fig{7.61]:

e the current salesperson in charge of this contact is shown at the top ; in the current
example, none is yet, so user Thomas Hanson (who has been set as a salesman,

9.6.1) checks the box ’Attribute contact to me’ ;

the status of the action (whether is to do or it has already been done) is set ;

the action type (see details at [7.9.4.1.1| below) is set ;

a date and time for this action are set thanks to the dedicated calendar icon

(7.9.4.2.1) ;

e a comment, describing the action, is writtem

Actions can also be created when an Agenda appointment is added ([7.2.3.1)), provided
that the corresponding agenda supports CRM assignment ([7.2.2.3.1]).

7.9.4.1.1 Types of actions The "Action type :> menu as found when creating (or
modifying) an action contains the following choices :

e letter ;
e Email ;

e SMS ;

Call ;

Appointment ;
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_Contacts | [ contact Search] Stagger Lee (..) -Addgaction

Add an action

Mr STAGGER Lee [Prospect)
Salesperson : -
HNew Action

User: HAMSOM Thomas w

Affribute contactto me |

Status : To do w

Action type Appointment e

Date Friday 23 December 2011 - 10:00
Comment: Appt. with Mr Stagger

FPresentation of our new products.

Add éulancel

Figure 7.61: Registering an appointment taken with a contact ; the due date
as it appears has been set in the way described at Fig[7.62]

Y

e Visit (i.e., in opposition to an appointment, the contact has come her/himself to
the company) ;

e Migration to client (as an action to do manually, [7.9.3.3)).

7.9.4.2 Managing past and future actions

Blue Chameleon’s Customer Relationship Manager makes the distinction between actions
that have been accomplished and action that still remain to be done. Once added as
described in it is possible to edit an action, in the ways described at [7.9.4.2.2

7.9.4.2.1 The Action calendar : scheduling actions This calendar is brought

up via the icon as found next to an action date, in the context of action creation

(Fig|7.61)) or modifying (Fig{7.65)).

Fig[7.62] shows for instance how a due date is scheduled while creating a new action.
In this example, action is created on December, 16 and it concerns an appointment with
a prospect that is meant to happen on December, 23 at 10 AM :

1. the calendar is displayed : the current date and time appear on the monthly view
and time sliders;

2. December, 23 is then selected, and so is the time of the appointment ;
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EE Friday 16 December 2011 - 12:00

(4] December 2011 0

Su Mo Tu We Th Fr Sa

1 2| 3

4 &5 & 7 8 9 10
1 12 13 14 15 16 17
1819 20 21 22| 23| 24
25 26 27 28 29 * 31

Time 1000

Haour

Minute .
Now [’:? Validate

Friday 23 December 2011 - 10:00

Figure 7.62: Setting the right date and time for a future action.

3. the appointment with the prospect now appears with the right date and time.

7.9.4.2.2 Editing actions : examples Blue Chameleon’s Customer Relationship
Manager ensures a great flexibility when it comes to actions. For instance, the following
deeds are rendered possible :

e if an action has been achieved without having been even created in the first place,
it is still possible to create it. The creation process will remain the same, and the
corresponding date (in the past) and time will be chosen. Also, it is possible to
record an action that has been done in the past by just setting the right date and
time ;

e postpone the due date and/or time of an action, even on the very day the action
was due to happen, or after ;

e advance its due date and/or time, even, for example, schedule a future action on
the current day ;

e update its commentary : for instance, after an appointment or a call has been made
with a contact, write down the results of the meeting.

The editing of an action is most conveniently done from the page where actions can
be searched and displayed (i.e. CRM’s Main Page), as detailed next.
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7.9.5 ’Information’ actions

Information’ actions, in opposition to the 'normal’ actions as created above, just aim to
feature some current status of the prospect, for instance whether s/he is not interested.

As featured at Figl[7.63] such an action is created for instance also after a contact

search (|7.58)]), this time through the Addinfe | 1yt0n ; data to input is similar as for a

normal action, except that there is no "To do/Done’ menu.

Add an action

Mr BLACK Chet [Client)

Salesperson : Dick
New Action
User: MALOME Richard

Attribute contactto me ©

Status : Information

Action type : Mot interested w

Date: Thursday 15 March 2012 - 17:30
Comment:

_Contacts | [1contact Search] Black Chet (..) Add

811 offers were refused.

Add é,‘.]ancel

Figure 7.63: Indicating an information upon a prospect’s state.

Available information types are :

e Interested ;
e Not interested ;

e Misc.

7.9.6 Looking for actions

The Main CRM Page ((7.9.2)), as now detailed in Fig features all actions remaining
to be done by the current, along with various search menus tool as featured where it is

possible to look for actions with various search criteria :

e the issuing user, if rights for Actions (’All’) are sufficient ;
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e the related contact, along a search string featured in her/his name ;
e the status of the action : To do, Done, System action (i.e. sent campaigns, letters,
and validated migrations to client), and "Information’ actions ((7.9.5)) ;
e also, displaying a certain number of actions and ordering them along date, status
or user.
CRM .
Actions
User: |OMES Jack =~ | - Contact: - Status ;. To do v -Type: Call v Se;:h
Displayed actions . 25 w -Orderby: Date w
Date User Contact Acton Status Type
28122011 10:30 Jones Jack STAGGER Lee Callfor a satisfactionp... Todo  Call | Modify Done Action Information
271212011 16:00 Jones Jack Scofield Michael Mitigate complaint. Todo Call Maodify Done Action Information
Actions 1-2/2
Contacts Contact lists Campaigns Letters Predefined models Statistics

Figure 7.64: This displays for instance all phone-call actions remaining to be
done.

From there, for an action :

Modify | allows the action to be updated (Figl7.65)) ;

Dang (only for 'normal’ actions that are still to do) declares this action as "Done’

Action

shows the popup to add a 'nmormal’ action ([7.9.4.1)), preset to the related
contact and action type of the line ;

Information

shows the popup to add an 'Information’ action (|7.9.5)), preset to the
related contact of the line.

7.9.6.1 List of actions for a contact

While on a list of contacts where the

ACtions | 1y, tton is available (for instance as seen

on Figl7.58)), this button leads to a similar page as the action search page as detailed
above except it is dedicated to that very contact.

If the CRM event control has been enabled (1.3)), it is possible then, as shown on
Figl7.66l to remind what actions have to be done in the near future.
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CRM .

Contact Action Status Type

STAGGEE Lee Callfor a satisfactionp... Todo Call Magdi

Modify action

Mr STAGGER Lee [Prospect)

Salesperson : Dick
Action - 28/12/2011 10:30
User: MALOME Richard

Atfribute contactio me |

Status To do v

Action type Call W

Date Wednesday 28 December 2011 - 10:30
Comment: Call for a satisfaction poll.

| Modify | | Cancel |

e

Figure 7.65: An action can be modified and updated anytime.

CRM = EE

1 action more
25/2/2011 15:00 Food Corps, Ltd Appointment

Figure 7.66: The CRM event control, here reminding that an appointment
with a client is scheduled.

Clicking on the Client Name leads to the page where all actions for this contact are

displayed, while the more link simply leads to the 'normal” CRM Main Page.
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7.9.7 Postal campaigns

Blue Chameleon’s CRM tool enables to generate mass mailing campaigns to contact
lists. It also integrates a Document Editor, allowing to create model documents. Its use

is explained at [13.1]

7.9.7.1 Adding a new postal campaign

Fig shows how to create a new postal campaign : on the pop-up window as dis-

Campaigns f Add a campaign

played via , pick user and type (in the following exam-

ple, 'Postal campaign’) and fill in its title.

Campaigns f Add a campaign

Add a campaign =13
New campaign
Lser: JOMES Jack W
Type : Fostal campaign W
Title : New Offer for LA, Residents !!
Status : n.a
| Add F—E;:-anel |
Campaigns
User: JOMES Jack v -Title: -Type . =all= ~ -Status: Opened w - Search
Order by : Creation date w
Tide Type Status Creation Contacts Document Associated PDF User
[lew Offerfor LA Eesidents Il Postal campaign Opened 23/12/2011 Jones Jack

Add a campaign CRM menu

Figure 7.67: Creating a new postal campaign.

Campaigns, on their main page, can be searched along creating user, title (or part
thereof), type (postal/electronic) and status ; campagne results can be ordered by :

creation date ;

title ;
® user ;
e type.
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This newly-created campaign is assessed the state ‘opened’ and has still no contacts
nor associated documents. A campaign can then be modified and assessed contacts
and documents via, as pictured in Fig a click on its name (a campaign can be
searched anytime via a dedicated search tool). There, several buttons enable to enrich
this campaign with contacts as well as documents as explained below.

[Campaign Search] New Offer for L.A. Residents !

Campaign : View/Modify

Campaign : New Offer for L.A. Residents !!

User: Jones Jack
Type : Postal campaign
Title New Offer for L.A. Residents ! Modify
Status : Opened
Contact list
=No contact=

Choose
Document

MNew model Select model

Figure 7.68: This page allows to manage a campaign (for which, currently,
no contact list nor document have been added).

7.9.7.2 Adding a contact list to a postal campaign

Through the —“M9958 ' 1ytt0n as seen in Figl7.68 contacts are added to campaign in a
simple way pictured at Fig[7.69]

_Campaigns | [ [campaign Search] New Offer for L.A. Residents 11/ _Choose .

Choose contact list @|E|

User: JOMES Jack v -Title: LA Res - Search

Tite Contacts Modificatdon User
o LA Residents 8 (I prospects), 7 clientfs)) 20/L/2012 11:55% Jack Jones

Addgancel

Contact list

.

L.A. Residents - 8 contact(s) (I prospect(s), 7 clieni(s))
Choose

Figure 7.69: Adding the right contact list ((7.9.3.5) to a postal campaign.
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7.9.7.3 Adding a document to a postal campaign

A model document is what will be sent or printed out for this campaign. If no model

document was created for this specific campaign, click on NEWmodel ' 214 follow the
how-to as described in 013.3.1]

To upload an already-existing model document, click on -S&lgct model | ¢ available

at the Campaign Manage Page (Fig. Then, a File Manager window as described in
[7.4 will be displayed, where an already-existing model document is selected ; via a click,
it can also be modified and expanded through the Document Editor : see for the
Document Editor general use.

Whether created or selected, as shown for instance on Fig[7.70, document’s name
finally appears at the Campaign Manage Page ; clicking on it allows to view and modify

it via the Document Editor. It is also possible to -Generate PDEfile ' ¢y 1ig campaign

document : once PDF generation is done, it becomes possible to see the PDF file to be

Frint POF file Remaove PDF file

printed out via . If result was not satisfactory, can be

used to delete it.

Select model | /Fjle Manager] “New Offer’™ ;

Document
Maodel New Offer.crm
Generate PDF file Remove document
PDF : <No PDF =
Document
Maodel New Offer.crm
POF : New Offer.pdf - 23/12/2011 14.24

Print POF file Remaowve PDF file

Figure 7.70: Uploading the model document ”New Offer” (see for details
on its creation) and generating the corresponding PDF file.

7.9.7.4 Marking a postal campaign as ’sent’

Once you printed out the PDF file as generated through Print PDFfile | 21d sent the

sheets to your contacts, follow the process as shown on Fig[7.71] to mark this campaign
as ‘sent’.
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[After postal campaign has been printed out and sent]
Campaign : View/Modify

Campaign : New Offer for L.A. Residents !!

Lser: Jones Jack

Type : Postal campaign

Title : Mew Offer for L.A. Residents !! Madifg
Status : Opened Modify -'

Change campaign status @|E|

Send campaign Cancel campaign

| Close |

.

Do you confirm that the sending was carried out ?

Cancel
'Li“i

Figure 7.71: Marking as postal campaign as 'sent’.

7.9.7.5 Duplicating a sent postal campaign

The Campaign Manage Page ([7.68)) for a sent campaign features a Duplicate | 1,¢¢0p
allowing to make a copy of that campaign, in a process shown at Fig[7.72] This new

campaign can then be renamed via the Medify | pytton.

This new campaign contains as default the contact list and model document of the

campaign it has been copied from, but it can be changed respectively via —ch295& ' 4pq
Remove document ‘

7.9.7.6 Canceling an unsent postal campaign

If there is need to abort a yet unsent campaign, the —C8Ncel €aMPaian | p¢¢4n as seen in

Fig will be used. The cancelled campaign still remains is the list of campaigns and
can be duplicated.

7.9.8 Electronic campaigns

Electronic campaigns are managed in a very similar way as postal ones ((7.9.7)) ; instead of
paper mails, campaign is dispatched to the contacts via their emails. This functionality
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[After postal campaign has been declared 'sent] .
Campaign : New Offer for L.A. Residents !

Lser: Jones Jack

Type : Postal campaign

Title : Mew Offer for L.A. Residents !!

Status Sent- 23/12/2011  Duplicate -'

Campaign : Copy of Hew Offer for L.A. Residents !

User: Jones Jack

Type : Postal campaign

Title : Copy of New Offer for L.A. Residents ! | Modify
Status Opened = Modify

Campaign : Copy of New Offer for L.A. Residents !

User: Jones Jack

Type : Postal campaign

Title : Mew Offer for Reno Residents !! Update
Status : Opened Modify

Campaign : New Offer for Reno Residents !

User: Jones Jack

Type : Postal campaign

Title : New Offer for Reno Residents ! | Modify
Status Opened = Modify

Figure 7.72: Making a copy of a ’sent’ campaign.

also uses the Document Editor (13.1)).

7.9.8.1 Creating an electronic campaign

An electronic campaign is created most easily along those following steps :
e selecting this time "Electronic campaign’ in the "Type:” menu as shown on Fig|7.67|;
e associating a contact list like in ;

e adding in the Email Header zone information specific to this type of campaign,
as illustrated in Figl7.73|;

e associating a new document or an already-existing one like in [7.9.7.3

Visualize

Once all steps above are fulfilled, the button as illustrated on Fig{7.74
allows to create a PDF file that can be saved or printed out as a reminder for that elec-
tronic campaign. An "Attached file:’ field allows to attach any document to the electronic

campaign ((7.9.8.4]).
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Contact list

Email header
From :

CC:

BCC:
Subject:

Weekly Newsletter .

L.A. Residents - 8 contacys) (I prospect(s), 7 clienys))

Choose

=Your emalil address=

Modify <590

Email header

[=1E3

Fram: contact@retailfc.com

CC:

BCC :

Subject: Weekly Newsletter

{ Mudifygancel |

Figure 7.73: Creating the header of the electronic campaign "Weekly Newslet-

K

ter’.

[After "Weekly Mewsletter" has been edited with email information
and model document has been associated] :

Email
Maodel

PDF:

Attached file

Email
Maodel

PDF :

Aftached file :

Electronic Nwslir.crm

MNew model Select model Wisualize Remove document
=No PDF= i
=None= Add

Electronic Nwslir.crim

MNew modsl Select model Visualize

Remove document

Electronic Nwshir.pdf - 3/3/2012 10:15
Print POF file Remove PDF file

=None= Add

Figure 7.74: Creating a PDF file that sums up the electronic campaign.
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Example extracts of that PDF file are shown at Fig|7.75|

Print PDF file
Email campaign
litle Weekly Newsletter
User : Jack Jones
Craastion date 3/3/2012115:42
Contact lisl L.A. Residents
Contact number B contact(s)

T nrospoct(s)

7 clicmtis)
Frem : contacti@retailfc.com
To: kim.bauer@mailserv.com
e
Bcg

Subject:  weenly Food Information Newsletter

Hello Dear suscribers of RFC Newsletter |

[.]

From : contacti@retailfc.com

To: tyler.durden@mailserv.com
C

Bco

Sul:jéﬂt © o WeeKly Food Information Newsletter

Hello Dear suscribers of RFC Mewslatter |

)

Figure 7.75: The PDF file generated for an electronic campaign features the
campaign’s general information as well as the contents of the emails sent to
each member of the contact list.

7.9.8.2 Sending an electronic campaign

Visualize

Once 'd, an electronic campaign is sent in an identical manner as a postal one,

that is to say by clicking on the send campaign | htton as seen in Fig{7.71] This marks
the electronic campaign as ’sent’, and in this case, sends the emails to the members of
the selected contact list.
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7.9.8.3 Duplicating or canceling an electronic campaign

The duplication and cancellation of an electronic campaign are achieved similarly as for
postal campaigns ; please refer to respectively [7.9.7.5] and [7.9.7.6]

7.9.8.4 Attaching a file to an electronic campaign

Blue Chameleon allows to add an attachment to all the e-mails that will be sent through
the electronic campaign. For this to be done, the attachment must be uploaded first to

the File Manager ([7.4.1.1)).

As soon as model document is selected, the "Attached file:” field becomes available ;

then, clicking on Add | shows the File Manager where aimed document is selected. Its

name is finally featured in the aforementioned field, before a € icon that permits to
remove it :

[An Electronic Campaign]

Attached file : <None> Add '-

[File Manager]

Getting there Map jpg é]

Attached file : Getting_there_Map.jpg g
Add

Another attachment can then be added in the same way, to a maximum of 5.

7.9.9 Postal/electronic letters

In contrast to postal/electronic campaigns, letters are destined to one particular contact.
The process of creating a new letter, for instance of the postal kind, is shown at Fig)7.76|

Once created, clicking on a letter’s attached document name (here, <INo document >
for that matter), allows as illustrated on Fig to manage this letter. This page dis-
plays all the contact’s information as well as the same document and status buttons as
for campaigns : indeed, the document creation/upload and (in this case) associated PDF

generation ((7.9.7.3)), sending ([7.9.7.4)), duplicating ((7.9.7.5) and cancellation ((7.9.7.6)) are

indeed done in the same exact way as for campaigns.

The sending of an electronic letter similarly follows the same guidelines as an electronic

campaign (7.9.8).
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Letters _{ Add a letter

Add a letter |E”E|

[Contact search menus]

Name City (fip code] County Tel Mobile Salesperson To do
e BURER Max Fargo (38000) USA 5551000

L

Uncheck
| Add ﬂl
Add a letter |E||§|
New letter
Lser: JOMES Jack w
Type FPostal letter w
Date : na
Status : na
| Add é;_l_itl
Letters
User: |JOMES Jack w - Contact: | ' -Type: =<All= =~ -Status: Opened w
Search
Orier by :  Creation date W
Document Contact Type Status Creation Associated PDF User
=ko document= BURR Max Postal letter Cpened 15/12/2011 Jones Jack

Add a letter CRM menu

Figure 7.76: Creating a new postal letter for prospect Max Burr.

7.9.10 Predefined forms

The use of campaigns and letters as described above is fine for documents that have to
be sent periodically ; now, the need to generate postal/electronic documents ready to be

printed/sent right at the moment might surface.

It is particularly true for documents which have to feature the client’s general infor-

mation, such as repair sheets, quotes, etc...

Blue Chameleon allows to compose such documents, named 'Forms’ in an easy way
through the document editor ; they will be then generated through the client’s own
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<No document> :

Letter : View/Modify

Letter informaton
User:

Type :

Date :

Status :

Contact

Mame :

Type :

Address

City

Zip code / Country

Tel:
Mobile :
Fax:
E-Mail :
Document
Model:

FDF:

Figure 7.77: This page allows to do any letter-related action in the same way

Jones Jack
Postal letter
15M12/2011

Opened = Modify

Mr BURR Max
Prospects

5 Garden St
Fargo

58000 /USA
5551000

Indiv.Prosp. Lir.crm

Indiv.Prosp. Ltr.pdf - 15/12/2011 15:15
Remove PDF file

as for campaigns.

Management Page.

7.9.10.1 Writing predefined form models

A new form model is created as shown on Fig{7.78 There, similarly as for campaign or
letter creation, a Document Editor popup shows ([13.3.1)), with the following elements to

fill :

e a name under which to save this predefined model ;

purpose ;

sent ;

Once created, a form model can be modified or deleted.

whether this model will be used for a print-out (postal) or mail-send (electronic)

whether a CRM action will be automatically created when form is generated or

a print template (|13.2]).
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CRM [ | Predefined models | /| New predefined model

New predefined model =1E3

File name : Repair sheet - Type : |Postal v - Addto actions ¥

Printtemplate : All-Purpose Mailing Template w

[Editor Panel]

Create Qancel

L

[After file has been saved ]
Predefined models

Mew predefined model

Maodel Type Add 1o actons
Repair sheet Postal  Yes Maodify Delete

Figure 7.78: Creating a new predefined form model.

[John Smith's Client Management Page] -Forms.
Predefined forms

Model Type Add 1o actions
Eepair sheet Postal Yes Frint g]
ProdAvail. e-nofice Electronic Yes Visualize

Figure 7.79: Generating a form ready to be printed out for client John Smith.

7.9.10.2 Generating a form

On a client’s Management Page |) as featured as an example in Figl7.79| the Forms.
button allows then to generate the forms corresponding to the models defined as described
above, and also to automatically insert an action if predefined model has been defined
to.

"Postal’ forms have a P button that, upon click, displays the corresponding PDF,
of which an example is displayed at Fig)7.80

"Electronic’ forms, on the other hand hand, have a Misualize | yy¢0n leading to a

page where email information (such as the sender, subject...) has to be given before

sending (Fig|7.81]).
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[Result on generated PDF]

=] Retail Food Company
ﬂF-ﬂaﬂ Fond., II:O‘ 41, Green Hill Road

Los Angeles $0000

Ph : 555 9630

contact Fretalic, com

REPAIR SHEET

First name : John

Last name : Smith

Address : 12 Orange Road
City : Los Angeles

Zip : 90000

Item :

Repairman :

Done on : 21/01/2011 - 9:50
Signature:

o RFC, 2017 - All text and illustrations are protected by laws in vigor

Figure 7.80: An example of a form to be printed out.

=

)

\;>These examples make good use of ”Client (and other) variables”
, allowing to feature client information as well as date, time...
without knowing them in advance.
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[John Smith's Client Management Page] Ferms
Predefined forms

Model Type Add to actions

Eepair sheet FPostal Yes Print
PrdAvail. e-notice Electronic Yes \,{'igltﬂz_e__
From: contact@retailfe.com

To: john.smithi@mailsen.com

Ce:

Bee !

Subject: Prdfwail. e-notice

Text
Dear John Smith,

We are glad to inform that the item you requested is now
available on this date of 21/01/2011.

Kind Regards

Send é]

Email to john.smith@mailserv.com successiully sent.
Action was successfully created.

OK

Figure 7.81: Sending a dedicated email right from the client’s page, and also
creating an action for the record.

7.9.11 Action statistics

As time passes, more and more actions, whatever their type, are added to the system ;
to keep a clear, quantitative view of the actions that have been done by type and status
(especially how many actions remain to be done) as well as compare the performances
of the various users, Blue Chameleon provides a action statistic tool, as accessible from
CRM’s main page.

As featured on Fig7.82) a menu allows to select a specific user (or all of them) and

a range of dates (corresponding to actions’ due dates). Results are twofold : a table for
the 'mormal’ actions ([7.9.4)) and a table for the 'Information’ actions ([7.9.5)).

For each of those, number of actions according to each type are shown ; and for nor-
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mal actions, numbers of actions to do, to be done and done by the system are displayed.
Type names as well as the two "TOTALS’ are click-links, which lead to an action search
page , for which the User and Action type menus already preset and the action
status set to "To do’.

For instance, clicking on the ’SMS’ link would show, for the selected user, all SMS
actions remaining to be done.

CRM f Statistics

Action statistics

User:  <All> v -From 1/1/2012 to 31/12/2012 : Slfg.r

Action To do Done System action
Letter 12 38 25
Email 6 122 a7
SMS 3 98

Call 23 241

Wisit 0 18

Appointment 21 220

Wigration to client 3 12 19
TOTAL 68 749 91
Information

Mot interested 143
Interested 322
Mot interested 98
TOTAL 543

Figure 7.82: A complete, numerical view on actions.

7.9.11.1 Action statistics, on a specific contact list

For more targeted action statistics, as featured on Fig)7.83] a viewed contact list can offer
similar action-wise statistics, related on the contacts it contains.
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CRM [ Contactlists | [rcontact List Search] L.A. residents :

View contact list

Mame : L.A. Residents
User: Jack Jones
Comments : Clients and prospects living in L.A. or vicinity.

Mumber of contacts © 8 (7 clients, 1 prospect)

[List of contacts]

Action statistics

From 1/1/2012 to 31/12/2012 : srﬁu

Action To do Done System action
Letter d 5 10
Email 2 32 AL
SMS 1 31 ]
Call g 7l ]
Wisit 0 ] ]
Appointrnent 21 V3 0
Wigration to client 1 4 8
TOTAL 36 222 30
Information

Mot interested 41
Interested 106
Mot interested 28
TOTAL 175

Figure 7.83: These are the actions statistics pertaining to all contacts of a
contact list.
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7.10 Projects/Timesheets

Projects aim at representing, for a client, a series of works, tasks, etc. made by your

company.

This work can be accounted for and represented at the same time as timesheets, which

might even give the possibility to be invoiced.

The Blue Chameleon add-on that allows these acts to be performed, on a daily basis,

. . . Add- i f
is accessible via / Projects/Timesheets

A

Project/Timesheet access user rights can be set up either at the Modify User
Page (Fz'g or the User Right Page under the element

[Menu script user rights :] Projects/Timesheets

7.10.1 Rights related to Projects/Timesheets
They are ruled at the Modify User Page (9.17)) for instance as illustrated on Fig

EEEEN ) sers / Users [ 1om Mooy

[Al]

Create/Modify +

DeletefCreate/Modify v

Menu script user rights: [Dwner]
:F‘.n;jec:sﬁ imesheets

Projects Create/Modify w
Timesheets Delete/Create/Modify w
Is featured in user menus fag w

Print'export management Frint/export

Bill management Administration w

Print/export

Administration

Figure 7.84: The user rights that rule Projects and Timesheets, for a 'man-

ager’ user.
For this user :

[Menu script user rights :|

e Projects/Timesheets : rules the access to the Projects/Timesheets add-on

The other rights as displayed further down under [Projects/Timesheets| rule the man-

agement of :
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e Projects ((7.10.3)), for oneself and for all users (None, View, Create/Modify) ;
e Timesheets ((7.10.8]), for oneself and for all users (None, View, Modify, Delete/Create/Modity) ;

e whether user will be featured in "User’ menus (as featured on timesheet pages) :
this menu must be set to "Yes’ for users who will be featured in timesheets, and
'No’ for users who will never have timesheets created in their name. This is useful
for making "User’ menus less long ;

e Printing and exporting timesheets (7.10.8.5|), for oneself and for all users ;

e Invoicing timesheets : rights can be as low as None, then View, Modify (i.e. choose
whether a Timesheet is billable or not ((7.10.8.1],[7.10.8.2))), Invoice (create an invoice
related to a timesheet, and Administration, ruling which service articles can
be defined for which user (7.10.7). This right, as usual, applies for oneself and for
all users.

When Administration is chosen for ’'Bill Management’, user can also access the Ad-

ministration Page (7.10.7)).

7.10.2 Projects/Timesheets main page

With rights configured as in Figl7.84] the Projects/Timesheets main page shows what is
featured at Figl7.85]

f Projects/Timesheets -

Project list

Client: | =A== w | — Project: =All=w —3Status: In progress v | Search

+ Project

Project Client Progress Status Priority Assigned to Due
Figure 7.85: The Projects and Timesheets Main Page.

Tabs (provided rights are sufficient) on the top can be clicked to access the different
parts of the Projects/Timesheets add-on :

e Projects (7.10.3|), Tasks (7.10.4)) and Planning ([7.10.6)) tabs, appearing if 'Projects’

rights are at least "View’ ;

e Timesheets ([7.10.8|) tab, appearing if "Timesheets’ rights are at least "View’ ;
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e Invoices (|7.10.9) tab , appearing if 'Bill management’ rights are at least "View’ ;
e Administration (7.10.7) tab , appearing if 'Bill management’ rights are ’Adminis-

tration’.

7.10.3 Projects

Main Projects Page is accessed via the Project tab ; from here, projects can be searched
and created.

7.10.3.1 Creating a project

. . . C . + Project . . .
Creating a project is done by clicking the button, where choice is then given
between ’Client project’ and ’Internal project’ (attached to no client). Fig{7.86| shows
how a client project is created. There, user can define :

e a label, short label and comments ;

e a starting status ("In progress’ or 'Pending’) ;

e a priority ("Low’, 'Normal’, 'High’ or 'Critical’) ;
e a due date ;
e the enabling of a maximum number of logged hours and amount, when project’s

related timesheets will be created and invoiced ;

rights for each user group, 'None’ for no access at all to this project ; "View’ only
or 'Modify’.

Upon creation, one is redirected to the Manage Project Page, that can also be access
on the Main Projects Page by clicking project’s name :

[Projects Tab]
Project list
Client: =All= w | — Project: =<All= ~ —3Status: Inprogress v | Search
+ Froject
Project Client Progress Status Priority Assigned to Due
Ad Campaign 2014 Marshall Justin = Normal admin 31/0172014

to Project Manage Page
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[Projects Tab] /1% Client project / [Client Search] :

MNew project

For: istn.mrsh7 3

Label Ad Campaign 2014

Short label - AdCpgnld

Comment: AT designs for 2014 advertisement campailgn,
Stafus: In progress v

Priority : Mormal v

Due date - 31/01/2014

Enable max amountnumber of hours :

Enahle preferred semnvices : vy
Rights :
Accounting - None ™ View ' Modify

Administratar Mone View -® Modify

Customer Support Group : None view * Modify

External Relations : None ™ View Modify

Sales Department :

Add é:lancel

Mone View ™ Modify

Figure 7.86: Adding a new project for a client.

7.10.3.2 Managing a project

Whenever a project click-link is featured, it leads to the Manage Project Page, as shown

on Fig[7.87

There, it is possible to :

e modify this project’s main data ([7.10.3.3) ;

e access its timesheets ([7.10.8) ;

e access its invoices ((7.10.9)) ;
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Ad Campaign 2014 .

Ad Campaign 2014 [jstn.mrsh73] « Project list

Status ; — Priority : Normal — Flanned amount: 0.00 —PFlanned hours : 0 — Assigned
to : admin— Owner : admin—Due ;. 3L/01/2014

Modify Timesheets Invoices Print overview

Tasks &)

Notask

Actions & [ ¥ System actions)

06/12/2013 09:39 | abel: Ad Campaign 2014
admin - grawys : In progress
Priority : Normal
Due date: 31/01/2014
Assigned to : admin
Owmer : admin

06/12/2013 09:39 Created
admin Al designs for 2014 advertisement campaign.

Figure 7.87: This page allows to manage and access all data related to a

project.

e print a general overview of the project, in the same layout as a full-optioned (all

timesheets, all users) PDF print ([7.10.8.5)), with further invoice-related information

Y

e view and add tasks to the project (7.10.4) ;
e view and add actions to the project (7.10.3.4)).

7.10.3.3 Modifying a project
As featured on Figl7.88] the following properties of a project can be updated :

e label, short label, status and priority ;

e amount and hours planned, provided project had been created with the enabling

thereof (7.10.3.1)) ;

e owning user and user it is assigned to (so as to appear on user’s Event Control,

;

e rights, in a similar manner as for creation ;

e project’s allowed services ((7.10.3.5)).

Any validated update is then logged as an system ’action’. User actions can be created
anytime, as described next.
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[Manage Project Page] "°*"™

Label: Ad Campaign 2014 Rights 4 Services |

Shortl.:  AdCpgnld

Status ; N progress w  Priority Mormal w

Amount :
planned : 20000 Hours planned : 38

Due - 31/01/2014

Assignto: admin v Owner: admin v

Validate é]\ncel

Figure 7.88: Updating a project.

7.10.3.4 Project actions

Whenever something new is done on the project, or just for information purposes, one
can add a project action as shown at Fig[7.89]

[Manage FProject Page] .

Actions %/ ( _ System actions)

Add action®

Prelim docs have beem sent.

@ Add file...

Add gl\ncel

Figure 7.89: Adding an action for a project.

Also, to each action, it is possible to add a file, accessible at any point of the project’s
history.

7.10.3.5 Allowed services for a project

Services
The

button as found on the Modify Project interface (Fig{7.88|) serves as to
define which services (which are in fact shop articles that are counted in a hourly way)
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are proposed adding a timesheet for that project.

Fig{7.90| shows how articles can be added.

. Modify

[Manage Project Page] Y
=All users' senices= Change‘
Category Marketing v
Senvice - Billing : | Polling (phonecalls) v |  Payable v ‘
Service Billing
Folling {(phonecalls) Payable | Default g
Category: Marketing ~

Senice - Billing . =Choose= w | Optional (payable) v

Figure 7.90: Adding a service article to be used for this project’s timesheet.

As shown there, when no services are defined, user’s own defined services ([7.10.7))
will be proposed. By clicking the 4" hytton, shop articles used as 'services’ can be

added. Here, the article "Polling (phonecalls)’ (which price has been defined for an hour)
will be proposed when adding a service timesheet (7.10.8.2)), its billing forced to "Yes’ ;

there, this service can be automatically selected by making it D=fault

The different billing options are :

Free, meaning that service timesheets cannot be declared as billable ;

Optional (free), meaning that service timesheets can be declared as billable or non-
billable, with the latter chosen by default ;

Optional (payable), meaning that service timesheets can be declared as billable or
non-billable, with the former chosen by default ;

Payable : meaning that service timesheets are no other way than billable.

AThe existence of such allowed services for a project
override any service defined for a user . If a project
t

has one or several defined services, only those will be pro-
posed when adding a service timesheet.
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7.10.4 Project’s tasks

A task for a project can be created from the Manage Project Page, or from the Manage

Tasks Page (7.10.4.1)).

Fig[7.91] shows how a task is added from a project.

[Manage Project Page] .

Tasks g-'

For Ad Campaign 2014 :

Type Task  ~

Label: Market studies, Gen

Comment: Geperal market studies, all population
segments,

Status In progress v Priority:  Normal v

Due - 15/01/2014
Auld éji\ncel

Figure 7.91: Adding a task for a project.

Tasks, on the Project’s page, are featured in a table, each being a click-link to its

Manage Task Page (7.10.4.1]) :

[Manage FProject Page] .

Tasks )

Task Status Priority Assignedte Due

«Ad Design Previews High admin 0B/0li2014
« Market studies, Gen Mormal admin 15/01/2014

7.10.4.1 Managing tasks

Clicking on the name of a task, wherever it appears, activates the Tasks tab to shows the
task’s information, which can be updated ((7.92]).
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Market Studies, Gen :

Market studies, Gen [Ad Campaign 2014] < Task list
Status —Priority : Normal — Assignedto : admin— Owner : admin—Due ;
15/01/2014

Modify

Label: Market studies, Gen

Status In progress ~  Priority:  MNormal w

Due - 15/01/2014

Assignto: admin s~ Owner: admin v

Validate

Actions & (__ System actions)

07/014/2014 17:10 Firstdraft of results.
admin
File : results

Figure 7.92: From here, a task can be managed.

Similarly as for a project, actions are logged and can be added, optionally with an
attached file.

On this page, right to the task name, a click-link allows to show the task’s related
project, shown in the then-activated Projects tabs.

The = "™®'™'  putton allows to show the Task List Page as explained next.

7.10.4.2 List of tasks

Accessed from an individual task or from the Tasks tabs when accessing the Projects/Timesheets
add-on, the Task List Page ([7.93]) allows to look for tasks according to the following search
criteria :

e user who owns tasks or to whom tasks have been assigned ;
e a range of dates for the due date ;

e a particular status.

7.10.5 Project event control

In order to remind user of the tasks that are due, s/he can activate the " Projects/Timesheets”
event control (1.3]), which can show the following :
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[Manage Task Page] = "ok It

OI’! Projects/Timesheets [ Tasks
Task list

User: admin v  Assigned ~ —From 01/01/2014 tu =none=

Status: In progress v —Sorthy: Due date v —  Search -

Task Project Status Priority Assigned to Due

Ad Design Previews Ad Campaign 2014 High admin 08/01/2014
Warket studies, Gen Ad Campaign 2014 Normal admin 15/01/2014

Figure 7.93: An interface to look for tasks.

Projects ... -~ X
Tasks in progress Project Due

Ad Design Previews Ad Campaign 2014 08/01/2014

Warket studies, Gen Ad Campaign 2014 15/01/2014

7.10.6 Project planning

As accessed via the  Franning tab, in order to better allocate users’ time, Projects and
users to process them can be planned in advance in a weekly view as featured in Fig[7.94
There, for each project and day of the selected week, the view shows which users are to
work on which project.

In order to define a day’s schedule for a project, one must click on the corresponding
cell and add users (on that menu are only shown users having access to Projects/Timesheets
and having been configured as ’'will be featured in User menus’, [7.10.1]) :
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Projects/Timesheets / Planning

Planning
Wiew Froject User —Projects  Active w  —Week: 06/01/2014 - 12/01/2014 Display.-
<< Project | Mon 6/1 | Tue 771 | Wed 811 | Thu 911 | Fri 1071 | Sat11/1 | Suni2il @ -
Dick
Ad Campaign 2014 Harry
Tom

Figure 7.94: An example of project planning.

Wed 8/1

Wed 8/1
Dick €3

|Harry o \_#

Fepeat 1 w  nextdays

Walidate Cancel

There, users are added with @ and removed with (%} Also, before validating, it is
possible to duplicate the cell’s planning for the next few days to come.

Afterward, a cell’s planning can be modified in a similar way:.
The "View : Project/User’ toggle on top of the page serves as to switch from this view
to a view where users are listed vertically and, in each planning cell, projects (that are

pending or in progress) will be featured ; the adding and deleting of projects for a day is
done in the same way.
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On the 'User:” menu there, it is to note that teams (|7.10.7.1)), if they have been
defined, are also proposed.

7.10.7 Projects/Timesheets administration
Provided user’s 'Bill management’ rights ([7.10.1)) are set to ’Administration’, the epony-
mous tab appears and shows what is featured at Fig[7.95]

Projects/Timesheets [ Administration

Administration

Users Teams
Users' billing
User: JOMES Jack w -Defaultbilling .  Optional (payable) v Modify

=[Mo article yat=

Category: =Choose= w

Article : =Choose= v | - Billing ;| Optional (payable) v &

Figure 7.95: From here, users’ billing preferences and services can be man-
aged.

The first part defines the default billing when adding an service article is added in
the interface just under it. This interface works similarly as in [7.10.3.5|

For instance, setting user Jack Jones has having the service article ’Airbrushing and
enhancing’ (as default) will mean that, for projects without any service defined,
this service will be proposed when bringing up the add service interface.

7.10.7.1 Teams of users

The ’User:” menus as seen on the timesheets or project planning ([7.10.6) environment
may also propose teams ; those are groups of users and are defined in the Human Resource
Management add-on ([7.11.4.9).

7.10.8 Managing Timesheets

Timesheets have the following properties :
e they can be either of the 'Service’ or ’Article’ kind ; in the former, for the project,
a user performs a certain service for a certain timelength ; in the latter, an article

from the shop is used for the project’s needs (and thus does not have any user
attached to it) ;
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e therefore, in addition to the client, the project and (optionally) the user, a timesheet
has either a duration or a quantity ;

e a comment is added too, describing what has been done.

Before properly using timesheets, a few configuration steps have to be performed, by

defining allowed services for the projects (7.10.3.5)) and/or users’ services ([7.10.7)). *Ser-

vice’ articles are created in the Shop as any other article, except that the unit
price must correspond to an hourly price.

The Timesheet Page, featured at Fig is accessed either by the eponymous tab or

Timesheets

by clicking the button on the Manage Project Page (7.10.3.2). By default
the Timesheet Page shows a 'Monthly View’.

[Manage Project Page] Timesheets

Online Timesheets
User: HANSOM Thomas » - Client: Noodles & Pasta,ltd v - Project: Ad Campaign '12 w

From: 30/5/2012 [1§2] to: 30/572012 Display

Add service Add article

Na timesheet

Frint Export Invoice

Back to project

Figure 7.96: The Timesheet Page.

It features :

e a user menu, provided that user has at least 'View’ rights for All’s timesheets
(7.10.1)), otherwise it is just the name of the current user ; this user menu may also

feature teams (7.10.7.1)) ;

e client and project menus, that may be set to the originating project if coming from
Manage Project Page ;

e a toggle between 'Month’ and "From/to’ view ; the latter is where timesheets can

be created ((7.10.8.1)) ;

e below those, according to the view choice a monthly or extended list of timesheets
is shown, with buttons allowing to browse and others to print and export ([7.10.8.5)).
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7.10.8.1 Creating timesheets

Adding timesheets is done by switching to the 'From/to’ view, which then shows what
the following :

User: JOMES Jack w | — Client: =All= w — Project: =All= W

View:  Month Frurgu 06/01/2014 -namuzuu Display

+ Service + Article Print Export

Hao timesheet

Two buttons =" and T allow to create such timesheets, as described

next. For these buttons to appear, user must have sufficient Timesheet rights.

Primt Export
and :

Right to those, buttons allow to timesheets (7.10.8.5).

7.10.8.2 Creating a service timesheet

Fig[7.97 shows how a ’service’ timesheet is added.

. + Servi

[Timesheet Page, From/To View] st
Client Marshall Justin W
Froject: Ad Campaign 2014 w
Date : 06/01/2014 repeat: | 7/1/2014 - 812014 - 9/1/2014 - 10/1/2014
User: JOMES Jack
Senice: Polling (phonecalls) w
Eillable :  Yes
Duration:  8h30 i

Comment: pg11 was made on the 18-35 age range.

Addd Q\ncel

Figure 7.97: Creating a service timesheet.

There :
e client, project and user are preselected from above ;
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e date, as set by default to the current date, can be modified by clicking on the
calendar icon. Timesheet can also be repeated the few next days ;

e service : if allowed services had been defined for the project (7.10.3.5)), those are
the ones that are shown in this menu. If project has no defined allowed service,

user’s services ((7.10.7]) are shown ;

e the ’Billable:’ field contains either "Yes’ or 'No’ or a menu with those, according to
the billing of the service article chosen above ;

e finally a duration in hours (with half-hour increments) is picked and a comment is

filled.

Audd

Upon click on , the service timesheet is created, and another one can be done

right after ; the panel is dismissed with Eages) Service timesheets feature in the

following order the client, the date, the user (with the service article), the project and
comment, and the duration :

Client Date User Project

Marshall Justin -~ 06/01/2014 admin Ad Campaign 2014: Poll was made on the 18-35 age range.
Paolling (phonecails)

Total 06/01/2014

When switching back to the Monthly View, a summary for Service timesheets is
provided on each day line ; further details can be then viewed by putting mouse cursor
over the - icon :

Wiew Month From fto

i

January 2014 Duration Clients

01  Wed Ohoo
02  Thu Ohoo
03 Fri Ohoo
04  Sat Ohoo
05  Sun Ohoo

i 0B Won Gh30 Marshall Justin [Ad Campaign 2014]

Marshall Justin Ad Campaign 2014
Jack Jones [Polling (phonecalls)] Poll was made on the 18-35 age range. (6:30)

[i+] Thi [ STl

Clicking on a day line in the Monthly View brings up the Range View with boundaries
set to that day.
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@It ts to mnote that if neither project (7.10.3.5) nor user (|7.10.7
were configured service-wise, a service timesheet can still be added, the
service article being "None’ and the ’Billable:’ property set to No’.

7.10.8.2.1 Creating a service timesheet for a team By selecting a team ([7.10.7.1))
in the "User:” menu, the 'User’ field in the create service timesheet panel changes to a list
featuring herself/himself and her/his teammates with checkboxes, pre-ticked according
to whether user is selected by default in that team :

LserTeam : Writers o

=All=
Users
View: M{ HANSON Thomas
JOMES Jack
MALOME Richard
ROEBES Harry
+ Service | Jaams

O EETE—

Client Marshall Justin v

Project &Ad Campaign 2014 w

Date : 07/01/2014 repeat: _ 8/1/2014 - 9/1/2014 - 10/1/2014 - 13/1/2014
Users: ¥ HAMSOM Thomas — ¥ MALOME Richard — ¥ ROBBS Harry

AI]" project has no defined service : the available service
article menu s ruled by the leader of the team and will be
applied to each member of the team : the chosen article
must then have been configured before to each of
them.

Validating the timesheet will then automatically create an individual timesheet for
each of the checked team members.
7.10.8.3 Creating an article timesheet

Contrary to the ’service’ timesheets as described before, the article timesheets are not
attached to a particular user. They describe which articles of the Shop have been used
to do a certain task. Therefore, there is no duration anymore, only a quantity.

Fig[7.9§] features the creation of such a timesheet. Final result shows client, date,
article, project, comment and quantity.
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[Timesheet Page, From/To View] ™'

Client: Marshall Justin hd
Project Ad Campaign 2014 «
Date 1o/01/2014 « Sheet 6ft by 4ft, glossy (15) €3
Category Advertisement material w J
Article : Sheet 6ft by 4ft, glossy v quantity: 15 J'-
Billable : Yes v
Comment. For pre-prints.
Al é:.]ncel

Figure 7.98: Creating an article timesheet.

Such timesheets, belonging to no user in particular, are always displayed on the Range
View provided the date range, client and project are right. They are on the other hand
not displayed on the Monthly View, as this view rather focuses on worked durations.

7.10.8.4 Modifying timesheets

If user has sufficient Timesheet rights either for herself/himself or All, and if the
timesheet has not been invoiced yet, service and article timesheets can have the
following data changed, by clicking directly on the element :

e for both types : client, project, date and comment ;
e for service timesheets : user, service article, duration and (if applicable) billability ;

e for article timesheets : article, quantity and billability.

Validating changes is done through V. To cancel any change, M must be clicked. If
the rights are sufficient, timesheet can be deleted through

7.10.8.5 Printing and exporting timesheets

The "™ FXPOIT | huttons as available on the Timesheet Page (provided user has

sufficient rlghts for "Print /Export’) respectively allow to produce PDF and CSV printouts
of timesheets. Clicking on any of those leads to a page with various options.

For the ’Print’ page, as featured at Fig)7.100] it is possible to :
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F <

Client Date Article Project Quantty

Marshall Justin 10/01/2014  Sheet6ftby 4ft, glossy  ad Campaign 2014 v 15

For pre-prints.

Total 10:01/2014 15

Figure 7.99: Modifying an article timesheet.

e display timesheets to print by a particular client (or for all), and narrow display
by a particular project pertaining to her/him ; by default, client and projects are
inherited from the menus on top of the page ;

e choose the format, whether each page will display one client or one project ;

e show the sub-totals by client or project : indeed, on the printout, the dura-
tion/quantity for each timesheet element is displayed and then these durations/quantities
are summed up. Sub-totals by client and project are relevant when "All’ had been
chosen for the 'Client:” and ’Project:” menus on the top of the page ;

e show timesheets issued by oneself, or by any or ’All’ user(s) (in the latter cases,
provided that user all sufficient ”Print management” rights for ’All’) ; a box can
be ticked so as to to show user name(s) next to each timesheet element. Teams
can also be selected ; in which case, timesheets corresponding to users belonging to
that team will be shown ;

e the start and end dates in between which timesheets will be displayed. Their default
values depend on the current view, whether from 1 to the end of month for Monthly
View or the chosen range for Range View ;

e show according to the billing status and the billability ;

e the writing paper on which timesheets will appear, created similarly as described
in [13.2]

Here is an example of timesheet printout :
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Client:

Project :
Format
Subtotals
UserTeam :
Display user:
Display details :
Display amounts :
From :

To:

Eillable :

Billed

Writing paper:

Print PDF gl:rse

[Timesheet Page]

Primt

Marshall Justin W
Ad Campaign 2014 w

1 client per page

by client

Writers W

v

v

'
01/01/2014
15/01/2014

<All= w
e

All-Purpose Mailing Template w

Marshall Justin

01/01/2014 - 15/01/2014

Figure 7.100: Printing options.

Date Ad Campaign 2014 User/Service Duration  Price (VAT incl.)

06/01/2014 Poll was made on the 18-35 age Jack Jones [Folling (phonecalls)] 6h30 650.00

range.

07/01/2014 Poll, phase 2 (36-70). Jack Jones [Polling {phonecalls)] 7h15 725.00
Total Marshall Justin 13h45 1,375.00
Date Ad Campaign 2014 Article Quantity  Price (VAT incl.)

10/01/2014 For pre-prints. Sheet 6t by 4ft, glossy 15 450.00
Total Marshall Justin 15 450.00

The interface for the "Export’ is similar, except there are no format, billable and billed
menus ; the output is a CSV file with the following fields featured, for service timesheets :
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"Date";"User/Service";"Client";"Project";"Duration";"Comment";
"Billable";"Billed";"Price"

and for article timesheets :

"Date";"Article";"Client";"Project";"Quantity";"Comment";"Billable";"Billed";"Price"

7.10.9 Invoicing timesheets

[Manage Project Page] ™'

Invoice timesheets
Client: Marshall Justin W
Project: Ad Campaign 2014 «
User: =All= v
From : 06/01/2014
To: 10/01/2014
Show pre-invoicedfinvoiced :
Show non-hillable :

Show '-

] aa Campaign 2014 User/Article Date Quantity

+ (Pollwas made onthe 18-35 age range. Jack Jones [Polling (phonecalls)] 06/0L/2014 6:30:00
+ Poll, phase 2 (36-70). Jack Jones [Polling (phonecalls)] 07/0L/2014 7:15:00

' (Forpre-prints. Sheet 6ft by 4ft, glossy 10/01/2014 15

Invoice selectedé]

Figure 7.101: The Invoice Timesheet Page : choosing the timesheets to in-
voice.

The great strength of Blue Chameleon is that it allows timesheets that are billable to
be invoiced directly, without going through the shop.

Invoices

The page to invoice timesheets can be accessed either by the tab or by the

Invoices

button as found on the Manage Project Page ([7.10.3.2)). The latter will more
practically pre-load the menus and calendars (client, project, user and range of date) as
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seen on Fig[7. 101l A checkbox also allows to show the timesheets that had been invoiced
and an other one to show those which cannot be billed (which can be useful to retrieve
a non-billable timesheet that had been labeled so by mistake).

Timesheets (of whichever type, article or service - for the latter, depending on the cho-
sen user) corresponding to the search criteria are shown, with their general data (project,
user/article, date, quantity /duration) and for each a checkbox that allows to select it for
pre-invoicing.

7.10.9.1 Pre-invoicing

Clicking on the Inveice selected | 1t¢0n ag seen on the Invoice Timesheet Page leads to
a page as featured on [7.102], where :

e quantities/durations can be adjusted, if needed (any change in those will be affect
the corresponding timesheets) ;

e if article’s ordering options (3.3.1.3) allow to, label, unit price or both can be
modified.

Invoice selected

Invoice timesheets [Ad Campaign 2014]

Value date: 15/01/2014 Username: jstn.mrsh?v3
Posting date : 15/01/2014 Tide: Ir
Hame: Marshall Justin
Address:  Frism Avenue
58100 Billings
USA

Status: Ok

Label: &d Campaign 2014

Article Quantity Price Total price VAT
Polling (phonecalls) 6h30 =~ 100.00 650.00 |5.00 %
Polling (phonecalls) 7h15 =« 100.00 725.00 5.00 %
Sheet 6ft by 4ft, glossy 15 30.00 450.00 5.00 %

Total VAT incl. 1,825.00
Total VAT excl. 1,738.10
Total VAT 86.90

Update amounts Fre-invoice é]

Figure 7.102: From here, quantities/durations and labels may be updated.
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Update Pre-invoice

Any change has to be leads to the Pre-invoice

Page, (Fig{7.103)) where :

e all timesheets featuring the same article or service are summed in a single line,
with the quantities/durations summed up : here, the two lines with the
service article 'Polling (phonecalls)’, one timed at 6:30 hours and the other at 7:15
hours are merged into a single "Polling (phonecalls)’ line timed at 13:45 hours ;

'd. Clicking on

e also, if article’s ordering options (3.3.1.3|) allow to, label, unit price and summed-up
can quantities/durations be modified ;

e new lines can be 249 eq ;

e pre-invoice can be saved as a draft (necessary before creating the invoice itself).

The pre-invoice can be accessed later on : the Invoice Timesheet Page will feature, for
each pre-invoiced timesheet, a click-link (e.g. Pre-invoice #205 that allows to access
directly the pre-invoice page.

Pre-invoice .r‘" Save as draft

Pre-invoice #205 [Ad Campaign 2014]

Valuedate: 15/01/2014 Username: [stn.mrshv3
Posting date : 15/01/2014 Title: Mr
Name: Marshall Justil
Address:  Prism Avenue
58100 Billings
LISA

Status: Ok

Label: &Ad Campaign 2014

Article Quantity Price Total price VAT 'ﬁ]’
Polling (phonecalls) 13 hours 45 minutes | 100,00 1,375.00 5.00 %
Sheet 6ft by 4ft, glossy 15 30.00 450.00 5.00 %

Total VAT incl. 1,825.00
Total VAT excl. 1,738.09
Total VAT 86.91

Add

Save Delete draft

Generate invoice

Figure 7.103: The pre-invoice, just after it saved as a draft.
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7.10.9.2 Finally creating the invoice

Once all changes have been done to the pre-invoice (and they can be done and saved all

along the project’s life), the invoice can finally be created by clicking ~enerate invoice

As a result, the Invoice Timesheet Page is shown back, with now for each invoiced
timesheet a reference to the created invoice. It should be noted that, for 'service’ articles,
the quantity (which can only be an integer) is given as minutes, the (unit) 'Price’ being
the hourly rate :

Ad Campaign 2014 User/Article Date Quantity Invoice

Poll was made on the
18-35 age range.

Jack Jones [Polling (phonecalls)] 06/0L/2014 6:30:00 201401150100000191 @ Details

Poll, phase 2 (36-70). Jack Jones [Polling (phonecalls)] 07/01L/2014 7:15:00 201401150100000191 Details

For pre-prints. Sheet 6ft by 4ft, glossy 10/01/2014 15 201401150100000191 @ Details

7.10.9.3 Details on invoiced timesheets

When several timesheets are selected for invoicing, a few of them may correspond to the
same article, for instance a ’service’ article performed at several dates. In order to make
the final invoice as succinct as possible, those identical articles are condensed in a
single line : their quantities or duration as well as their total prices are be
summed up, provided there was no change in label or unit price.

It is still then possible to get the full details of a series of invoiced timesheets, through
the Details

button as found right to the invoice reference.
On subsequent page, full details about the invoiced timesheets are shown, but most

interestingly, it is possible to Print

timesheet PDF printout ((7.10.8.5)).

those details, giving a result rather similar to the

This way, if a series of timesheets had the same articles repeated a few times (for
instance the same service performed at different dates or by different users), this print-
out, giving the full details of what has been done, completes nicely the invoice
printout, which is condensed.
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201401150100000191 Details

Invoice details

Reference : 2014011501000001491

Client: Marshall Justin

Date : 15/01/2014
Date Ad Campaign 2014 Duration/Qty Price (VAT incl.)
06/01/2014 Pollwas made onthe 18-35 age range. Jack Jones [Polling (phonecalls)] 6:30:00 650.00
OF/0L/2014 Poll, phase 2 (36-70). Jack Jones [Polling (phonecalls)] 7:15:00 T725.00
1070172014 For pre-prints. Sheet 6ft by 4ft, glossy 15 450.00

TOTAL [VAT incl.) 1,825.00

Display user Display details  Frint PDF

Figure 7.104: Full details of a series of invoiced timesheet, which can be
printed out.
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7.11 Human Resource Manager (HRM)

Blue Chameleon’s Agenda, as previously seen , offered a client-dedicated organization
of your company’s working force. Now, employees also have their own timetable-related
plans, rights and duties that should be taken care of ; that is why Blue Chameleon’s is
equipped with a Human Resource Manager that allows to :

e manage employees along their working schedule (regular weeks, on weekends...) and
work contract (permanent, temporary...) ;

e as an employee, plan holidays, modify them... in a quantitative way ;
e manage employees’ requested holidays in a chain-of-command manner ;

e see at a glance, through the Planning, what each user or user groups are up to, sick
leave, work or holidays.

The HRM functionalities are accessed via the eponymous submenu element in the

command group.

7.11.1 HRM setup guide

This guideline has to be followed before using HRM and, after that, each time a new user
is in.

1. set up HRM user rights (7.11.2) ;

2. define workweek profiles (7.11.4.1]) ;

3. configure employees ((7.11.4.3) : to each user, assess a workweek profile as well
as entry/outgo dates so that her/his Planning is filled by default.

7.11.2 Rights related to the Human Resource Manager
They are ruled at the Modify User Page (9.17)) for instance as illustrated on Fig{7.105|

For this user :

[Menu script user rights :|
e HRM : rules the access to the HRM add-on

The other rights as displayed under [HR Management| rule the management (reading,
creating, modifying and deleting) of HRM’s components. They might be for 'Owner’ (the
right is limited to user herself/himself), "Group’ (the right is extended to all users in user’s
default user group) "All’ (user can apply it to any other user) :
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Menu script user rights:

HEM

HR Management
Holiday rights
Holiday supernvisor
Sick leave rights
Activities

Administration

"r:mdifyf;]

m; Users [ Users [ Tom Modi& :

[Owner]

Delete/Create/Modify w

Create/Modify v

Wisw W

Modify w

[Al]

Wiew W
Mone v
Wiew W
Wiew w

Morne

Delete/Create/Modify w

[Group]

Create/Modify w
Evaluate
Create/Modify w
Modify w

Figure 7.105: The user rights that rule Human Resource Manager ; these
values are ideal for a non-manager user that is a head of group (he
can indeed plan holidays, sick leaves and activities for users belonging to his

group).

e Holiday rights ('Owner’, 'Group’, *All’) :

(and others’) holiday. Values are :

are related to user’s ability to her/his own

— None : no access to holiday planning ;

— View : the holiday planning can only be viewed ;

— Create/Modify : user can add (7.11.5.2)) and modify (7.11.5.4) holidays for

herself/himself (in addition, her/his group or all users) and also cancel requests

(7.11.5.4.2)) for unconfirmed holidays ;

— Credit/Debit : user can credit and debit holidays (7.11.5.9) ;

— Review :

firmed.

e Holiday supervisor ("Group’, "All’) :

user can review holidays requests (7.11.5.7). With this particular
right, user can also modify and cancel holidays that have already been con-

holiday request ((7.11.5.8)) ;

e Sick leave rights ("Owner’, ’Group’, ’All’) :

(7.11.9). Values are :

— None : user cannot see her/his own or others’ sick leaves ;

gives user the right to give an opinion on a

are related to user’s ability to sick leaves

— View : user’s own sick leaves or others’ can be seen on the planning ;

— Create/Modify : user can add and modify sick leaves for herself/himself ("Owner’)
and others ("Group’, "All’).



e Activities ("Owner’, 'Group’, ’All’) : user can modify activities, on the planning

(7.11.10)) for herself/himself or other users ; this also grants the right to overtime
management (|7.11.6)) and on-planning week/day type change ((7.11.7)).

e Planning administration ("All’) :

— None : the ’Administration’ button, at the bottom of the Main Planning Page,
does not even show ;

— Workweek profiles : user can define and delete (|7.11.4.1)) ;
— Yearly management : user can default-fill planning for any year ([7.11.4.5]).

7.11.3 Planning view

As featured on Figl7.106| the planning is accessed via TFM_ The following display options
are featured :

e search menus to aim on a particular user group and/or user, as well as ('User
status’) according to their Blue Chameleon access (9.4.3)) status : enabled, disabled
or any of those ;

e browsing calendars , allowing to then Display | the planning from and to any
date ;

e a checkbox enabling to show holidays that have not been validated yet.

Upon display, thanks to click-links, the planning can also be browsed in a weekly or
monthly way. User names are also clickable, showing user’s information ([7.11.3.1]).

On the planning grid, a cell which is fully colored means that this event lasts for
the user’s whole day (therefore, with a duration equal to user’s Daily Work Duration, as
weekly set on the Staff Workdays Page, , otherwise the number of hours that the
event lasts is shown in a proportional way to the cell’s width.

Hovering mouse cursor over a cell shows a -+ icon, which mouseover shows in a small
window the detailed planning contents of the day :

|Mon 7/3 [ Tue 8/3 [Wed 9/3 |
| [ e |

- 08:00-12:00: Work
13:00-17:00: Holiday

Color codes for cells (or cell parts), as well as the effect of clicking on them, are as
follows :
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HREM .

Planning

Usergroup . Sales Department v | User: =<All> v | Userstatus: Working v | Display

From 7/3/2011 |112] to 13/32011 (112

¥ Show pending holidays

Planning group Sales Departunent, 7 March 2011 -13 March 2011 :

<= February = User Mon 7/3 | Tue 8/3 | Wed 9/3 | Thu 10/3 |Fri 11/3 | Sat12/3 | Sun 13/3 | = April ==
HANSON Thomas ... T
MALOME Richard ... Biztrip | Biztrip
POBBS Harry ...

My holidays = Activities Staff holidays Administration

Print model ; =Choose= W FPrint

Figure 7.106: The Main Planning Page, showing the planning of all users
(with an enabled access) in ”Sales Department” user group.

| Color | Meaning | Click (*)
white | work Manage Day pop-up (]7.11.3.2[)
red no work Add/Modify Workday Page (I7.11.6D

green | confirmed holidays | View Holidays Page ([7.11.5.3)),
(Modify Holidays Page ([7.11.5.4)) if "Review’ rights)

orange | pending holidays Modify Holidays Page (]7 11.5.4)
yellow | sick leave Modify Planning Page (7.11.9.1)

(*) provided that related user rights are sufficient.

As it can be seen on the illustration, a white planning cell may contain a small text,
corresponding to an activity (7.11.10]) set for that user that day.

Below the planning grid, as many as four buttons may be available, according to user’s

rights ([7.11.2) :
o Myholidays | 10,4ing to the eponymous page as detailed at [7.11.5.1];
o ACIMUES | 1oading to the View Activities Page (7.11.10)) ;

Staff holidays

, allowing to access the Manage Users’ Holidays Page ((7.11.5.6
this button only appears if ”Holiday rights” are at least set to 'Debit/Credit’ ;

o |_Administration , allowing to access the Planning Administration Page (7.11.4) ;
this button only appears if ” Administration rights” are at least set to "Workweek
profiles’.
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At the very bottom of Main Planning Page, a button is available to Print | 45 a for-

matted PDF document the current view of the planning (limited to one week), according

to a print model (|13.2)).

@It s to note that, in order to not clutter the display, only users
who had been assessed a workweek profile (7.11.4.4) appear here.

7.11.3.1 The User Information pop-up

[Main Planning Page] HANSON Thomas

User information @|E|

Lastname : Hanson

First name : Thomas

User group : Sales Departiment
Telephone . 555 0001

Mohile 1564564

Email : tom.hanson@maillserv.com

Holiday history Waorle history Sick leave history

Ok

Y

Figure 7.107: The User Information pop-up.

On the Main Planning Page, clicking on a user’s name shows the pop-up as featured
in Fig|7.107, where the following is available :

e the user’s general information (names, user groups, phone numbers,...) as it was
filled on the Modify User Page (9.17)) ;

e a button allowing to view user’s -Heliday histery ' (7 17 5 5) .

e a button allowing to view user’s Werk history (7 11 g) .
e same possibility as above for user’s sick leave ((7.11.9)) history.

The clickable ”...” right next to a user name leads to a page where a detailed planning
(similar as the one featured at Fig|7.125|) for this user can be seen.

7.11.3.2 The Manage Day pop-up

On the Planning view, whenever a cell (or part thereof) is white, clicking on it brings (if
at least one of the two elements proposed in the menu is allowed by rights) the Manage

Day pop-up as featured on Fig{7.11.3.2, According to the user’s rights (7.11.2]), and

depending how current user is related to the clicked cell’s user, these elements may or
may not appear :

321



e the clicked day’s activities can be changed ; for this to appear, user has
to be configured activity-wise and the user right for ’Activity’” has to be
high enough for ’Owner’, 'Group’ or "All’; depending on the clicked user ; it is to
note that as many activity choices appear as user’s day is configured work-wise (for
instance, work from 8-12, nothing from 12 to 1PM and work again from 1PM to
5PM : yields two activity choices) ;

e the daily planning/weekly planning corresponding related to this day can be changed
(7.11.4.2)/7.11.7)) ; this also relies on the ’Activities’ user right ;

e an event can be added :
— new holidays ([7.11.5.2), relying on the eponymous user right ;
— overtime or undertime (7.11.6)), relying on the "Activities’ user right ;
— sick leave (7.11.9)), relying on the eponymous user right.

User o Thu 17/11
HAMSOM Thomas
Modify [=I[E3
Activities :

8:00-12:00 =MNone= w
13:00-17:00 =MNone= w

Change Mare...

Daily planning :

=Choose= v  Change Mare..,

Weekly planning :

Regular v | Change More..,

Holidays/sick leave :

Holidays ~ | Add
Haolidays
Overtime
Sick leave

Cancel

Figure 7.108: The Manage Day pop-up for user Tom.

The More.. hyuttons as seen in this pop-up allow to configure more precisely or
broadly :
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e for Activity, it brings the pop-up as seen in Fig[7.139 where the activities for the
week (or the month) can be set ;

e for Daily planning, it brings up similar detailed schedule menus as in Fig|7.134
allowing to define a more complicated schedule ;

o for Weekly planning, it leads the same page as in Fig|7.115| where weekly profiles
can be set for the whole year.

For holidays or sick leaves, on the subsequent page, a range of dates for the new event
will be proposed, starting and ending by default on the clicked date. For overtime, a
configuration page the day is brought up.

7.11.4 Planning Administration

Configuring the planning user-wise is done from the Planning Administration Page as
illustrated on Fig)7.109| accessible only if 7 Administration” user rights ([7.11.2)) are suffi-
cient, i.e. at least set to "Workweek profiles’.

HRM _f Administration

Planning administration

Staff Workweek profiles Workday profiles Yearly management Activities Motifications

Reports

Figure 7.109: The Planning Administration Page.

On this page :

Staff | Jeads to the Manage Staff Page (7.11.4.3), where employees are configured
(entry/exit dates, workweek profiles) ;

Workweek profiles 16, 4g to the page as described next where workweek profiles are

created ;

Yearly management

leads to the page where the yearly filling of planning ((7.11.4.5

is taken care of ;

o ACtMLIES | 10ads to the page where activities are configured (7.11.4.6) :
o MNotifications ' 10,45 t0 the page where notifications are set up (7.11.4.7) ;
o PEPOMS | 1oads to a page where time-wise reports upon employees’ sick leaves,

holidays... can be printed out ([7.11.4.8]).

When first using HRM, defining workweek profiles and configuring em-
ployees as described next must be done in order.
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7.11.4.1 Defining workweek profiles

Inside a company, employees might not share the same weekly schedule and total worked
hours ; that is why Blue Chameleon enables to define workweek profiles, describing for
each day of the week which hours are worked and which are not.

[Planning Administration Page] Werkweek profiles /' Add new profile

Add new workweek profile 2
ﬁrlay | Sunday

| Monday | Tuesday |Wednesday| Thursday | Friday |Sat
0-1

=
(%]
iR
[=1]
[T

P3-24

Label: Sat Morning _Add_é]

Figure 7.110: Creating a workweek profile with a Wednesday afternoon
off and a worked Saturday morning. First, the four hours of Wednesday
afternoon are clicked to be declared as un-worked ; then, Saturday is clicked
to be declared as worked and finally the four hours of Saturday afternoon
(now in white) are clicked to be declared as un-worked.

Defining such profiles is achevied from the Planning Administration Page, via the

_Workweek profiles / Add new profile | A general weekly schedule, as featured on Figl7.110
is then displayed.

There :
e clicking on a particular cell declares this hour either worked or un-worked ;

e clicking on a day’s name makes it either fully un-worked or worked similarly as the
other days ;

e clicking on a hourly range (for instance 8-9) declares it either worked or un-worked
for all worked days of the week.

The default workweek profile is defined from Monday to Friday, from 8 to 12 and from
14 to 18.
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[Planning Administration Page] - Werkweek profiles | [ sat Morning :

View workweek profile
Label: Sat Morning

| Monday | Tuesday [Wednesday| Thursday | Friday |Saturday | Sunday

Figure 7.111: Viewing the workweek profile as previously created.

Any profile can then be seen (as illustrated as a result on Fig|7.111]) via - Workweek profiles

as well as modified (in a similar way as defined) and removed.

)

7.11.4.2 Defining workday profiles

Workday profiles can be designed to be used whenever a specific day’s planning has to
be modified ; they then appear in a specific menu (as seen for instance at Fig{7.134| or
at the Manage Day Popup, |7.11.3.2)) and allow thus to load in a single click a day’s profile.

They are defined from the Planning Administration Page, through —Add new day profile
; on subsequent popup, as featured at Figl7.112] hourly ranges are defined by clicking on

the @ icons for start and end and are 299 "od. The day profile is then created.

Afterwards, workday profiles can be modified and deleted (provided that they are not
already used in the planning).
7.11.4.3 The Manage Staff Page

As illustrated in F igl7.113, this page features, for users (as usual searchable by user
groups, access status (9.4.3) and user type (9.17)) :

e her/his current workweek profile (7.11.4.1)), as assessed as described at|7.11.4.4.1|;

e her/his allowed holiday overdraft i.e. the number of vacation days that can be taken
eventhough user has none remaining (provided of course they will be compensated
for in the future) ;
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[Planning Administration Page] Werkday prefiles ' /| Add new day profile

New workday profile |E||E|

Label: 10-18

Choose time

Hours: 13h [ [ | )

Ok Cancel

| Create | | Cancel |
N

New workday profile |E||Y|

Label: 10-18

10:00 - () 1300 €D
1200 - () 1800 €D
. - - —— Add

| Create élan:el |
e

Workday profiles

Add new day profile

Name
10-18 Modify Femaowve

Figure 7.112: Creating a workday profile, defining a day worked from 10AM
to 1IPM and 2PM to 6PM.

e their entry and exit dates in the company ; users can be filtered entry and exit
date-wise thanks to four calendars at the page ;

e buttons allowing to _Y&W ' and Medify ' ¢his particular user.
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[Planning Administration Page] Staff

Staff

Usergroup : Sales Department w  User: =All= w | Userstatus . Enabled » Usertype: merchant company w
Entry: from =none= fo =none= - exit: from =none= fo =none= Sef}rch

User Current workweek profile Default workweek profile Holiday overdraft  Eniry Exit

HAMNSORM Thomas Regular =Mone= 2 02/01/2004 - Wiew Modify
MALOME Richard Regular =Mone:= 2 04/12/2005 ° View Modify
ROBES Harry Sat Morning =Mone= 2 02/10/2006 3L/122012  Wiew Modify

Administration Planning

Figure 7.113: The Manage Staff Page, offering extensive data on Blue
Chameleon users relating to the Planning.

The latter button leads to a page where workweek profile, holiday overdraft and
entry/exit dates are to be configured. It is explained next.

@It is to note that, contrary to the Main Planning Page (Fig{7.106)),
users with no assessed workweek profile are shown here, as the Manage
Staff Page’s main aim is to configure users in that regard.

7.11.4.4 Configuring an employee

Fig|7.114] shows the data that can be individually configured for each employee. Apart

from a menu allowing to set an allowed holiday overdraft in days, a button allows to con-

figure the Details

down.

of assessed workweek profiles on a dedicated page, detailed further

Those configuring operations have to be done before using HRM.

Two calendars allow to define entry and exit dates of user in the company :
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[Manage Staff Page] HAMSOM Thomas (..) Modify :
Modify employee profile

User : Thomas HANSOHN[Sales Department]

Currentworkweek profile : Fegular = Details

Defaultworlweek profile Regular W
Hol. overdraft (days) 2w

Entry date - 2/1/2004
Exit date : =none=

Category Salesmen w

Modify

Staff

Figure 7.114: The Manage Employee Page : human-resource data of a user
inside Blue Chameleon.

2/1/2004
2/1/2004 BB an w2004 v

Su Mo Tu We Th F Sa
1 2| 3

4 5 G 7 8 9 . 10
1 12 13 14 15 16 17

18 19 20 21 22 23 24
25 26 27 28 29 30 131

Teday Close

Current date Empty date

If employee is a permanent one, then setting exit date to 'None’ (or any date for that

Empty date ) . .
matter) is done by clicking on the P EEES Lutton in this calendar. This no-date
option is also in force on the search calendars of the Manage Staff Page. If a date was

selected by mistake in the calendar, it can be re-initialized to its former value by clicking

Current date
the B ~ button.
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If nothing is configured for the user yet, it is to note that, when validating changes via

Modify , the default planning for this user is filled according to the default workweek
profile (which must be defined in any case) and entry/exit dates. If for instance no entry
date is defined, planning is filled beginning at the start of the current year ; if no exit
date is defined, planning is filled until the end of the current year.

Details

For more complex plannings, the of user’s set workweek profiles can be con-

figured, as explained next.

Lastly, the 'Category :” field shows the activity categories (7.11.4.6.1)) that have been
defined and allows to assess one to this employee.

7.11.4.4.1 Configuring workweek profiles As Fig shows, on the upper part
of the page, a workweek profile is chosen in a menu, along with a date from which is

starts : validating this with the ~APPY_ button will fill /reformat the planning for this
user with that workweek profile from this date on (always automatically set to be a Mon-
day).

Weekly schedule details

User: Thomas HANSOHN[Sales Department]

Currentworkweek profile | Regular

Apply . | =Choose= w  stafing: =none= Apply

Year: 2012 w | Display

Week Workweek profile
02/01/2012 - 08/01/2012 Regular w

09/01/2012 - 15/01/2012 Regular W

24/12/2012 - 30/12/2012 | Regular w
3L/12/2012 - 06/0L/2013 Regular W

Modify

Figure 7.115: Two ways by which to configure the weekly schedules of an
employee.

For users that may have a more complicated schedules, i.e. weekly schedules subjected
to change along time, the lower part of the interface allows, for each week of the current
year, to choose one specific workweek profile ; any change done that way is validated
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through the Medify | hutton at the bottom of the page.

7.11.4.5 Yearly management

When the end of the year comes - or even anytime in the year, it is necessary to fill

in plannings by default for the next year : this is done as shown on Figl7.116| via the

Yearly management | ¢ found on the Planning Administration Page.

This page (endowed with the usual user-related search menus) indicates for each user
until which date the planning is filled, and also warns if a user has no workweek type

assessed to her/him, in which case user has to be configured as shown at [7.11.4.4]

AThe process of filling plannings for the next year, cov-
ering all employees, may take some time for the server to
complete.

@ It is to remember that, before filling the plannings by default, the
workweek profiles for the next year can be modified thanks to the inter-
face as seen in Figl[7.115 ; otherwise, filling is done according to the
workweek profile in force at the last week of the current year.

7.11.4.6 Configuring activities
Before starting using activities ([7.11.10)) in the planning, it is of course necessary to define

them first, a task which is done through the ~ACtMUES | hyiton as seen on the Planning

Administration Page (Fig{7.109)).

To make their assessment to users easier, activities are gathered in categories.

7.11.4.6.1 Activity categories Fig|7.117|shows how an activity category is defined,
consisting only in a name.

Afterwards, an activity category is assessed to an employee on her/his Manage Em-

ployee Page (Figlr.114]).

Categories can be modified name-wise or removed (if they do not contain any activity)
with the eponymous buttons.

7.11.4.6.2 Defining activities With activity categories defined as shown above, ac-
tivities themselves are defined as featured at Fig{7.118
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[Planning Administration Page] Yearly management

Yearly management

Usergroup : | =all= w  LUser: =All= w

User status : Enabled | Usertype: merchant company v Search

User Planning filled uniil
HAMSOM Thomas 3122012
JOMES Jack 3122012

KOvaCs Jane 3122012
LAVEREALU Dwayne 06/0G/2012
MALONE Richard 3L/12/2012
ROBES Harry 3122012
RUSSELL Mary 311272012
SAWYER James  3L/12/2012
WINSTOM Karen  3L/12/2012
IMUDARobert No workweek type ! Planning not filled !

Fill planning for 2013 Fill é]

User Planning filled untl
HAMSOMN Thomas  3L/A2/2013
JOMES Jack 3171272013
KOVaCSs Jane 311272013

LAVEREAL Dwayne 06G/06/2012
MALOME Richard 30022013
ROBES Harry Jli2/zo12
RUSSELL Mary 31i12/2013
SAWYER James  31/12/2013
WINSTOM Karen  31/12/2013
IMUDARobert No workweek type ! Planning not filled !

Figure 7.116: Filling the plannings by default for year 2013 ; it is to note
that the fill does not affect temporary employees (whose exit date is within
the current year) and unconfigured employees (respectively Dwayne Lavereau
and Robert Zmuda in this example).

The short label is featured whenever display is under size constraints, e.g. when there
are two activities in the same day or when activity is not the only thing in the planning
cell.

After their definition, activities’ names can be modified or their categories changed ;
they can be removed provided that they have not been yet used in the planning.
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[Planning Administration Page] Actiities [
Categories f New category

New category |E“§|

Mame: Salesmen

| Create c'_é;:lancel | o

Categories

Y

Mew category

Salesmen Modify Remove

Figure 7.117: Defining a new activity category ’Salesmen’.

[Planning Administration Page] Activities | [ New activity

New activity [=IE3

Label:  Biztrip

Short label : BzZTrp

Category:  Salesmen w

| Create ‘,_'E;Jan:el |

e

Activities
Mew activity
Activity Shortlabel Category
Atshop Shp Salesmen  Modify Remove

Biz wip BzTrp Salesmen  Maodify Remove

Categories

Figure 7.118: Defining an activity 'Biz trip’, related to category Salesmen.

7.11.4.7 Holiday notifications

Whenever a user creates a new holiday request ([7.11.5.2)), another user (for instance the
leader of her/his group) can receive an email notification of it, and, if rights are sufficient,

can give an opinion on this request ([7.11.5.8]) before it is reviewed.
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Those notifications are sent automatically to whomever has been set as the recipi-
ent(s).

As described on Fig)7.119| through the Notifications | 5 found on the Planning Ad-
ministration Page (7.11.4)), a list of users is found, with for each which user(s) will be
notified of the request and confirmation, as also an email can be sent when holiday is
confirmed or refused.

On this configuration page, one or several users can be set as receiving the holiday
request notifications and/or confirmations.

[Planning Administration Page] Netifications
Motifications

User group ;. <All= w  User: =All= v
Search

User Notifications to Confirmations to

MALONE Richard - : Modify <S80

Holiday notifications for MALONE Richard

Motifications to:  HANSON Thomas €3

=Choose> v | | Add

Confirmations to . =Mone=

=Choose= | | Add ‘-
<Choose> |

HAMSOM Thomas

User Motifications to  Confirmatdons to

MALCME Richard HAMSOM Thomas HAMSOMN Thomas | Madify

Figure 7.119: User Thomas is set as the receiver of Richard’s holiday request
notifications and confirmations.

7.11.4.8 HRM reports

As illustrated below, this functionality allows managers to display, for a custom range
of dates, the number of days/hours for each kind of occupation (normal work, overtime,
holidays, sick leaves) ; a specific user group can be chosen.
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Thanks to the eponymous button, a PDF version of the search results can be printed

out along a print mode]
[Planning Administration Page] Reports
Reports
Usergroup : Sales Department w | User: | =All= w

Userstatus : Enabled ~ | Usertype: merchant company v

From 1/6/2012 to 30/6/2012 Display: |Normal hours v| | Show
=Choose>

Normal hours [Days | Hours)

Overtime
Period : 0L/06G/2012 - 30/06/2012 Holidays
Sick leaves
User June Tatal
HAMSOM Thomas 21 0 21 0
MALCOME Richard 21 i} 21 0
ROBES Harry 25 5 25 5
Print model . =Choose= w | | Print

Administration Planning

Figure 7.120: Days and hours as worked by the Sales Department for June
2012.

7.11.4.9 User teams

Teams aim at grouping users which perform tasks together ; they may used to define
what is done on a planning cell, similarly as for activities (7.11.10)).

As shown on Fig[7.121] a team is defined with the following data :

a name and short name ;

optionally, an activity category (7.11.4.6.1]) to restrict team to only users belonging
to that category ;

whether this team is visible in Activities/Teams menus ;

whether this team is accessible (i.e. can be assessed) to users that do not belong to
it ;
a menu with users (that may only show a subset of users if the ’Category:” menu

further up has been set to other than 'None’), each of them added by & and removed

by (] They may be ’selected by default’ and one user is defined as leader ; those
concepts are relevant in the Projects/Timesheets add-on when adding a Timesheet

for a team ((7.10.8.2.1]).
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[Planning Administration Page] Teams [ Add team

New team |E| |X|

Mame : 'Repnrt Writers

Shortname : Writers
Category : =None= w
Visible : v
Accessibility : Open
Teammates

User Selected by default Leader
=Mone=

'HANSON Thomas v | V| o @%

| Create | | Cancel |

User Selected by default Leader
HAMSOM Thomas

@

MALOME Richard

Q

ROBES Harry

<

€000

|=Choose= w |

| Create é::lan:el |

Figure 7.121: Defining a team 'Report Writers’.

(&
e

After, teams’ data (members, leaders, visibility...) can be viewed at a glance ; they
can also be modified or deleted (provided they are not used in the planning yet) :

[Planning Administration Page] 1=3Ms_

Teams
Add team
HName Shortname Function Users Visible Accessibility
Feport Writers Writers =kMone= Dick, Harry, Tom = ves Open % Q
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7.11.5 Holiday use

How to exhaustively manage employees’ vacations is elucidated in the following.

7.11.5.1 The My Holidays Page

As accessed via the eponymous button as found on the Main Planning Page, this page

as illustrated on Fig)7.122| offers the current user a general view upon her /his holidays,
featuring :

e a search tool by holiday status (all, pending, confirmed, refused and canceled) ;

e a search tool by year, including the current, previous and next ones.

[Main Planning Page] My holidays
My holidays
Jack JONES[Administator]

Status . Confirmed ~  Year: 2011 ~ @ Search

Start End Duration Status
22/06/2011 | 28/06/2011 4 days Confirmed |View [ Modify
170172011 | 20/01/2011 | 2 days - 4 hours [Confirmed |view [Modify
10/01/2011 1040172011 1 day Confirmed [View [Maodi
27112/12010|06/01/2011 (8 days - 4 hours |Confirmed |View | Modi

Mew holidays Flanning

Figure 7.122: User Jack Jones views his confirmed 2011 holidays.

Search results are shown in a table giving holiday’s start and end dates, duration,

and status ; also, two click-links allow to view ([7.11.5.3) and modify ([7.11.5.4]) in detail
this holiday, while, at the bottom of the page, a button allows to plan Mew holidays

(711.5.2).

7.11.5.2 Planning holidays

Holidays, for a given user, can be planned according to the value of "Holiday rights”

[711.2) :

e by herself/himself if they, for 'Owner’, are at least set to 'Create/Modify’ ;

e by others if they, for "All’, are at least set to 'Create/Modify’.

Planning new holidays will create a holiday request that will be reviewed by the per-

son in charge of it ([7.11.5.7)).
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Holidays can be planned in two possible ways, either of them leading to a screen as

featured in Fig[7.123] and [7.124] where start and end dates can be chosen with two pop-up
calendars :

e via the Main Planning Page, by clicking on an empty cell (and then choosing

"Holidays” on the Manage Day pop-up, [7.11.3.2)) : both calendars will then be set
to the date corresponding to the clicked cell ;

e or via the _MNew holidays

button as found on the My Holidays Page ([7.11.5.1]).

It is to note that both start and end dates can be modified. If user has enough days
remaining to take her/his planned holiday, the request is validated and user is either

redirected to the Main Planning Page or My Holidays Page, where this new request is
seen as pending.

_ _ User Mon 3710
[Main Planning Page]-  |Hanson Thomas ,.

[Manage Day Fopup] - Holidays w Add <2
New holidays
Thomas HANSON[Sales Deparmment]

Femaining days (incl. pending holidays) : 18 days
(with an allowed overdraft of 2 days)

Period :

Start date - Monday 03 October 2011

End date - Monday 03 October 2011
Add

Figure 7.123: Defining new holidays, directly from the Holiday planning.

Period :

Start date - Monday 03 October 2011

End date_|112| Friday 07 October 2011
add .

[Main Planning Page]

User Mon Tue Wed Thu Fri Sat Sun |
310 4/10 510 60 | 70 | 810 | 910
HAMSOM Thomas ...

Figure 7.124: Once start and end dates have been chosen, new holidays can
be finally validated.
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The holiday request as created assumes that full days are taken ; if user wishes to
plan half-days (or more complicated hourly patterns), the (still unreviewed)

request can be then modified (7.11.5.4)).

It is to note that, thanks to the overdraft amount as set during assessing workweek
profile to users (7.11.4.4)), a user can plan holidays/do modifications that go over her/his
day balance.

7.11.5.3 Viewing holidays

[Jack's My Holidays Page] 17/01/2011 | 2000172011 | ... | View :
View holidays

User: Jack JONES[Adminiswrator] - From 17/1/2011 to 23/1/2011 Display
Holiday dates : 17012011 - 1901722011 confirmed by admin on 14172011 15:50

== December = = February ==

Cancel request

My holidays Planning

Figure 7.125: User Jack views his confirmed holidays.

A user can have a detailed view her/his holidays via the View link as available on the
My Holidays Page (Fig. This link is always available whatever holiday’s status is.
Clicking on it leads to what is shown for instance on Fig[7.125]: the whole span of the
holidays is shown vertically, while now horizontally, the schedule of days/hours is detailed.

This detailed view is also accessible from the Main Planning Page by simply clicking
on the related holiday.

The span of displayed hours depends on user’s planning properties ((7.11.4.4)).
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[Tom's My Holidays Page] 13/09/2011 | 14/09/2011 | .. | Modify -

Modify holidays Modify a day E|FZ|
User : Thomas HANSON[Sales Department] - From 12/9/2011

Wednesday 14/9
Holiday dates : 13/09/2011 - 14/09/2011 T —
Mo holida
== August = Mon 12/9 Tue 13/9 Wed 14/9
g-9 Marning

ST

10-11

11-12

13-14

14-15

15-16

16-17

Cancel request

. QK Cancel
Planning i —

Figure 7.126: Showing the choices to which modify the Wednesday of this
holiday request.
7.11.5.4 Modifying holidays

For most users, i.e. whose 'Holiday’ right as 'Create/Modify’, modifying holidays is only
possible with those which have not been confirmed/refused yet. ”Manager” users, with
'Review’ rights on the other can modify holidays which have been confirmed.

Accessing the page where a holiday is modified can be done :

e cither from the Main Planning Page (provided that the displaying of pending hol-
idays has been enabled through the checkbox) by clicking any day of the aimed
request. This can be achieved by user herself/himself (provided that s/he is able to
create holidays for herself/himself) and other users (provided their ”Holiday rights”
for *All” are at least set to 'Create/Modify’) ;

e or via the Modify link as available on the My Holidays Page (only for related user).

Either way, user is led to the page as featured in Fig|7.126] where, in a detailed
presentation very similar to the View Holidays one, each day can be clicked on. A pop-
up then appears with various choices, to apply changes to this selected day :

e canceling this day from the request ("No holiday”) ;

e making it a Whole day ;
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Modify a day [=1[E3
Wednesday 14/9

Other v

| OK Jl!an:el |

Modify a day =E3

Wednesday 148 : Change holiday
C)soo - (G200 D

Quoo - O @
D+ -+ _Add

Choose time ¥ '—

Hours: [11h] ¢ || )
Minutes: 00m (i ) L3
Ok Cancel
e

| OK:JEEjan:eI |

Figure 7.127: Defining a schedule for this Wednesday, where off-time is
counted in a matter of hours and minutes.

It

e taking only the Morning or Afternoon ;

e choosing a detailed hourly schedule (”Other”), as shown on Fig

A begin or end time is fixed the following way :

e the corresponding clock is clicked ;

e a new window appears, where hour and minute sliders allow to choose a specific
time ; depending to what has been selected in the menu right to the minute slider,
minutes can be chosen either as :00 or :30 ("+307), by gaps of 5 minutes ("+5") or
by gaps of 1 minute ("+17) ;
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e clicking on ”"Ok” then validates the time.

A predefined workday profile (7.11.4.1) can also be chosen in the =Cheese=~ o,

Whichever choice is made, and provided related user has enough hours left to make
certain change, the modifying appears immediately.

7.11.5.4.1 Adding new days to a holiday request If user has at least one day
or enough hours left, s/he (or a high-clearance user with sufficient rights) can add a new
day to the current holiday request as displayed on the Modify Holiday Page by simply
clicking a blank day : a pop-up window, with similar choices as shown above (except of
course for "No holiday”) will be shown.

While it is possible to add a day that is not contiguous to the already-existing holiday
period, it is not possible to add a day so that another request stands between this day
and the current request.

7.11.5.4.2 Canceling a holiday request Similarly as for modifying, a holiday re-
quest can be canceled by related user if it has not been confirmed yet. ”Manager” users,
with 'Review’ rights, can cancel requests which have been confirmed.

The cancellation is then achieved via the —€8ncelrequest ', as seen on Figl7.126,

7.11.5.5 User’s holiday history

A page displaying a user’s holiday history for the current year (as well as for the previous

year) is available through the —Heliday history o found in the User’s Information pop-up
(7.11.3.1). This page can also be accessed directly via user’s name click-link as found on

the Manage Users” Holidays Page (7.11.5.6) and the Credit/Debit Page (7.11.5.9).

An example of holiday history is featured at Figl|7.128 This page shows for this par-
ticular user and the current year the various holidays that have been confirmed, as a
click-link to the View Holiday Page ([7.11.5.3) ; also shown are holiday credits and debits
(other than vacations) that have been done for this user (7.11.5.9).

At the bottom of the User’s Information pop-up (or at the bottom of the page when

holiday history is accessed through the aforementioned other means) lies a Frint " hutton
allowing to generate a formatted PDF file of the display, along a print model ([13.2)).

7.11.5.6 The Manage Users’ Holidays Page

For users that have been granted sufficient (’Credit/Debit’) ”Holiday rights”, the Manage

Staff holidays

Users’ Holidays Page is accessed through the button rendered available

at the Main Holiday Page.
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[Main Planning Page] Jane Kovées / Heliday history

User information |E||E|

Holiday history

Jane KOVaCS[Accounting]
Pending holidays : 5 days

Year: 2011 w Shnw-

Request Confirmation Label Days Hours
03/01/2011 Transfer 2010-2011 10 B
05/01/2011 Credit 2011 25 0

110372011 14/03/2011 21/03/2011 - 01/04/2011  -10 0

0

6

15/06/2011 17/06/2011 20/06/2011 - 24/06/2011 -5
Total: 20
Remaining holidays : 20 days 6 hours

Print model: =Choose= w

Print Back

N

Figure 7.128: The Holiday History Page.

[Main Planning Page] Staff holidays
Staff holidays

Usergroup . Accounting w  LUser: =All= W

User status : Enabled | Usertype: merchant company v Search-.

Fequeststatus : Pending ~ Year: 2011 v~ -Printmodel: <=Choose= W

2 pending requests, group Accounting, 2011 :

User Requestdate Period Status

KOWACS Jane 24/11/2011  0%/12/2011 - 08/12/2011 Pending Review this request

BUSSELL Mary 15/11/2011  0¥/12/2011 - 09/12/2011 Pending Review this regquest
Credit management Flanning

Figure 7.129: The Manage Users’ Holidays Page.

There, as featured on Fig[7.129] search tools consisting in user groups, users, user
access status, holiday status and year allow to display holiday requests. For confirmed

requests, a Print | hutton is available to generate a print-friendly PDF account on the
request, along a print model ([13.2)).
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For pending requests, if user has even superior rights ("Review’), a - FEVIEW this request
button is available to accept or deny this holiday request (7.11.5.7)).

The _Credit management

modified (7.11.5.9)).

button leads to a page where users’ holiday credit can be

7.11.5.6.1 The ”Pending request” event control When a user logs in, provided
that s/he has got 'Review’ rights, the pending requests to process (7.11.5.7) may be
conveniently displayed in an event control (1.3)) as featured in Fig{7.130, There :

e cach request can be clicked and reviewed individually ;

e the more more link leads to the Manage Users’ Holidays Page where all pending
requests (whichever the user, user group and year) are displayed.

HRM =
2 pending reguests to review more

Jane KOVACS (5-9/12/2011)
Mary RUSSELL (7-9/12/2011)

Figure 7.130: The HRM event control, displaying pending holiday requests
to process.

7.11.5.7 Accepting/refusing a user’s holidays

[Manage Users' Holidays Page] Jane Kovdcs (..) Review tﬁ request
Review holiday request

User: Jane KOVaCS[Accounting] - From 5/12/2011 to 11/12/2011 Display
Holiday dates : 05/12/2011 - 09/12/2011

Planning KOVAaCSs Jane, 5 December 2011 - 11 December 2011 :

== Movember =
= i———5 User

KOVACS Jane ..
EUSSELL Mary ...

Mon Tue | Wed Thu Fri ‘ Sat ‘ Sun |= January ==
1112

512 6/12 712 812 | 912 | 1012

Accept Refuse

Figure 7.131: The displaying of full user group’s schedule helps to decide
whether to accept or not user’s requested holidays.
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With conditions stated above, the Review this request | i ,vaijable and leads to the
page as featured at Figl7.131] where :

e related user’s holidays are displayed in all their duration, along with the holiday
schedule of all the users of her /his user group : this thus allows to have a documented
view of what everyone in the related user group is at at the time of those requested
holidays. Therefore, this allows for instance to prevent that everyone in the same
user group might be on holidays at the same time ;

e this schedule can be browsed in a weekly or monthly way, along with two browsing
calendars (similarly as on the Main Planning Page) ;

e clicking on any pending day, whether it belongs to the reviewed user or any user
of her/his group, allows to see it in detail and even to modify it, similarly as in

[CI1.5.4

When decision is made, holiday request is either confirmed or denied via the —#C€&Pt

and PefUse | Luttons.

Whatever the decision is, an email is sent to the user who requested the holidays,

and also, if applicable, to the users who were set as the recipients of confirmation mails
(7.11.4.7)).

7.11.5.8 Pre-evaluating a user’s holidays

Some users (who are for instance the leader of their group), though they do not have
the administrative rights to accept or refuse holiday requests, may nonetheless be able
to give their opinion - positive or negative - on a holiday request ; this is ruled by the

"Holiday supervisor’ right ([7.11.2]).

For instance, Tom, who has this right set to ’Evaluate’ for his group and user Richard
had been set as a (passive) sender of holiday notifications (7.11.4.7) : these are the two
conditions for the 'Evaluate :” choice to appear on Richard’s Modify Holiday Page as seen

by Tom (Fig{7.132)).

This possibility helps administrators (who might not always be up-to-date about the
schedule of a user group) to make the decision of accepting or refusing holidays.

7.11.5.9 Managing users’ holiday credit and debit

As a depleting resource, holidays are replenished from time to time in the form, for

instance, of a yearly credit. To do so, a convenient page is accessible via Staff holidays

;/ Credit management ' (, 1,tton which only appears when user’s " Holiday management”

(7.11.2) is at least set to 'Credit/Debit’), as featured on Fig)7.133] There :

e a specific user group and/or user can be chosen (and user access status, [9.4.3)), as
well as year on which the operation will be credited/debited on ;
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[Harry's Modify Holidays FPage, as seen by Tom]
Modify holidays

User - Richard MALONE[Sales Department] - From 11/6/2012 o wes
Holiday dates : 11/06/2012

== hay = Mon 11/6 Tue 12/6 Wed 13/6 Thu 14/6
8-9
9-10
10-11
11-12
13-14
14-15
15-16
16-17

Evaluation . | Positive MNegative

Flanning
[Harry's Review Holidays Page, as seen by Admin]

Review holiday request

User: Richard MALONE[Sales Department] - From 11/6/2012 0 wes

Holiday dates © 11M06/2012 - |Eualuatinn . Positive[Thomas HH.MSDM]]

Figure 7.132: Tom, a holiday supervisor for his own group, views Richard’s
unconfirmed holidays and can give his opinion on them.

e on the then displaying list of users, each of them can be chosen (or not) via a
checkbox (it is also possible to select all users through the eponymous button) ;

e an amount of days and/or hours is given, to be either credited or debited ;

e a label can be entered, which will then be displayed on the Holiday History Page
(711.5.5).

Also, a Ta&NSfEr | hytton conveniently allows to automatically transfer vacation bal-

ance of selected users to the year following the one featured in the menu ; for instance, if
?Transfer selected users balance to 2013” appears (year 2012 is selected in the menu) :

e clicking on that button will thus set to 0 balances for 2012 and,

e on Holiday History Page for 2013, the transferred balances will appear with the
label ” Transfer 2010-2011”.
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[Main Planning Page] Staff holidays ‘,-' Credit management

Users' holiday credit management

Usergroup : Sales Department w User: =All= w

Userstatus: Enabled ~  Usertype: merchant company ~  Search

Year: 2012 w
User Current workweek profile Days Hours
o HAMSOM Thomas Eegular 11 4
' MALOME Richard Regular 4 4
EQBES Harry Sat Morning 16 5
Select all
Add to selected users 3 days - hours
® Credit Dehit
Lahbel: Bonus AfA Salesmean

Onyear: 2012

in ]

Transfer selected users' balance to year: 2013

Transfer
Figure 7.133: An example where some extra holidays are credited to a few
selected users.
7.11.6 Overtime management

During the course of a company’s life, employees may have to work further hours than
they are supposed to or work during days where their weekly schedule ([7.11.4.1)) means
they are not supposed to.

This is why Blue Chameleon’s HRM handles the management of overtime, through a
simple interface, which can be brought up in two ways :

e by clicking on a white part of the planning, bringing up the Manage Day pop-up
(7.11.3.2) and choosing ’Overtime’ ;

e by clicking on a red part of the planning for adding work in that normally un-worked
day.
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Fig[7.134] shows for instance how a Saturday morning is declared as worked, by a user
who is not supposed to work that day. On the then-displayed Change Work Schedule
Page :

e hour and minute menus for start time and end time are displayed, from which a
worked span can be filled in ;

e several worked spans can be Add_ ‘ed, provided than they do not overlap ;

e a worked span can be deleted through the @ icon ;

e a predefined worday profile (7.11.4.2) can be selected in the <€hese= v oy ¢
load a specific schedule.

User Sat12/11 |

RUSSELL Mary

Saturday 12/11 : Change work schedule

Choose time

Hours: 8h f

Minutes: 30m f - ) +5 W

Ok Cancel
-

Saturday 12/11 : Change work schedule

08:30 — (7) 100  Add <50

=Choose> v | Change

v;:lidateé;]

User Satl12/11

EUSSELL Mary ... +2h30

Figure 7.134: Declaring this Saturday morning as worked.

Afterwards, the overtime is featured on the Main Planning Page : the clicked cell has
been rendered white and the overtime amount in hours and minutes is featured.

The adding of overtime for an already-worked day is done through a similar interface,
except than worked times are pre-loaded. They can be modified and other worked spans
can be added :
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Tue 8/11

[Manage Day Popup] Qvertime v | Add

Tuesday 8/11 : Change work schedule

Do - ()i1z0 @
1300 - (Y1700
@ —— - @ i Add

<Choose=> v | | Change

Validate

—
=

= C(Changing the schedule of an already-worked day also allows to define un-
dertimes, e.g. in case employee got in late. They will be featured as negative time,
for instance 7-3h30”.

Overtimes can be seen as a summary on the month’s work history ([7.11.8)).

7.11.6.1 Modifying overtimes

Once a planning cell is endowed with overtime (or overtime), this overtime can be mod-
ified by using the ”Overtime” option again at the bottom of the Manage Day Popup

(Fig[7.135).

Tue 8/11
+2h45 [Manage Day F’opup] Overtime  w Add

Tuesday 8/11 : Change work schedule

(soo - (0)1z0 @
(1300 - 01945 @
O—-— -0)—= Add

=Choose= v  Change

Validate

Figure 7.135: Accessing the details of a workday.

7.11.7 Changing a workweek or a workday to another profile

The configuring of workweek profiles for an employee ([7.11.4.4.1)) showed extensive and
detailed possibilities for those for the whole year.
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Now, in order to change in a more casual way, by user herself/himself (or, depending
on the user rights, others users) the profile of a week (stemming for instance from an
exceptional change) for profile of a particular week, Blue Chameleon’s HRM allows it to

be done directly from the planning, by bringing up the Manage Day pop-up ((7.11.3.2)).

There, a menu below "Weekly planning’ shows the current workweek profile that had
been configured for the week ; this menu features all already-defined workweek profiles
(7.11.4.1)) and it is then possible to change week to any of those.

The same can be done for a single day : a particular planning can be set for the
clicked day, independently from the week’s profile. Under ’'Daily planning’, the
already-defined workday profiles are shown and the clicked day can then be
set to any of those. In order to reinitialize the workday profile to the one given by the
workweek profile, 'Choose” must be selected.

7.11.8 Work history

In order to keep track of overtimes at a glance, or more generally to check the number of
worked hours, holidays and sick leaves in a month, Blue Chameleon provides a detailed
monthly account of the work history. It is accessed through the eponymous button as

found on the User’s Information pop-up (7.11.3.1]).

Fig{7.136| shows an example where the overtimes as defined as examples in [7.11.6
can easily be seen. The normally-worked days, as defined by employee’s weekly schedule
(7.11.4.1)), is shown just after the "Activity’ column. Any day which is at least partially
worked (this includes days which are partially holidays or sick leaves) is featured there.

At the bottom of this popup, a PDF version of the month’s work history can be
Print

ed out along a print model (|13.2)).

7.11.8.1 Converting overtime

As seen on Figl7.136| next to each overtime, there is a <%t hutton that allows, as
shown on Figl[7.137] to convert overtime in a equal amount of vacation time. This button
only appears if user has ’Credit/Debit’ rights.

Clicking on this button shows a popup where a time range is chosen, the amount of
which will be added as vacation hours. In this example, the overtime corresponded to a

worked Saturday morning, from 8 to 12 ; we choose to fully convert it by inputing those
times in the hour menus.

As aresult, on the Holiday History, this credited will appear as 'Compensation [Date]’.
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Work history |E||E|

Work history
Mary RUSSELL[External Relations]

Date : MNovember ~ 2011 ~ Show

Date  Activity Normal Overtime  Holidays Sick I.

01 Tue : a8
08 Tue - 8 2h45 | Credit
08 Wed - 8
10 Thu - 8
11 Fri - 8
12 Sat - 2h30  Credit
21 Mon - 8
22 Tue : 8
23 Wed 8
24 Thu 8
25 Fri 8
28 Mon 8 -1h30
289 Tue 8
30 Wed 8
Total : 160 3h45 0 16

Tatal : 179 hours 45 minutes

Print model : =Choose= w

Print Back

e

Figure 7.136: The work history for this user on November 2011.

7.11.9 Sick leaves

Sick leaves are planned and handled in a very similar way as for holidays, but this time
without restriction of a limited number of days, and according to the value of the ”Sick

leave right” ([7.11.2]).

Declaring a sick leave is then done :

e by clicking on an empty cell on the Main Planning Page, thus bringing up the

Manage Day pop-up (|7.11.3.2)) and choosing ”Sick leave” there ; it then redirects
to an identical page (with two calendars) as seen for new holiday planning ;

e by clicking on a cell that already contains a sick leave ; redirected on a Modify Plan-

ning Page, identical to the Modify Holidays one (Fig{7.126)), it becomes possible,
by clicking on an empty day, declare this day as a sick leave.
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2h30

Overtime transfer

Transfer :

| Walidate Qancel |

L

Credit

08:30 — (7) 11:00 Add <20

[=EY

[Holiday History]

User information
Holiday history

Pending holidays © 3 days

Year: 2011 v | Show

Print model: =Choose=

Mary RUSSELL [External Relations]

Request Confirmaton Label

231142011 Compensation 12/11/2011 0 [2h30

Remaining holidays : 4 days 6 hours 20 minutes

Days Hours

Total : 4 6h30

W

| Print | | Back |

e

Figure 7.137: Crediting overtime as vacation time.

7.11.9.1 Modifying sick leaves

Modifying already-defined sick leaves is done through the Modify Planning Page, where
clicking on the sick day brings a pop-up where sick leave can be modified to Morning
only or Afternoon only, to the Whole Day, or to another more complicated schedule (just
as in Fig. The sick leave for that can be also canceled through the 'None’ choice.

7.11.9.2 Sick leave history

Identically as for holiday history, a reminder of a user’s sick leave history for the current

year (and also the previous one) can be displayed through the

as found on the User Information pop-up

7.11.3.1

Sick leave history button

oA Pt 00l to generate a PDF

account of the user’s sick leaves (dates) is also available.
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7.11.10 Activities

If wanted, activities as used in the planning aim to make more precise what an employee
is at ; they are individually assessed to a particular user at a particular day.

For the ’activities’ feature to be properly used :

e Activity categories ([7.11.4.6.1)) and activities ((7.11.4.6.2)) must be defined ;

e a category must be assessed to each user (7.11.4.4), if one wants her/him to use
them.

7.11.10.1 Setting activities for a day

Most easily, activities can be assessed from the Manage Day Popup ((7.11.3.2)) for any day
; the conditions as cited above must be filled. In addition to this, user must have enough

rights to assess "Activities’ (7.11.2).

As featured on Fig[7.138 the Manage Day Popup is opened for user Tom on a certain
day ; he was configured on his Configure Employee Page as belonging to the
category 'Salesmen’, for which two activities At shop’ and 'Biz trip’ were defined. They
can be thus assessed to him, one for the morning, one for the afternoon.

[Manage Day Fopup, HANSON Thomas, 23/03/2012] .
Modify [=1/E3
Activities

8:00-12:00 Afshop w
13:00-17:00 Biztrip w

Change che...

Cancel

User Mon 26/3
HAMSOMN Thomas ... Shp |BZTmp

Figure 7.138: Changing Tom’s activities for a day.

Happening in the same day, they finally appear in the planning in their short label
form, as to reduce the span of the display.
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7.11.10.2 Setting activities for a week or month

As the previously described daily setting of activities can be too time-taking for long,

homogenous periods of activities, the -M2€: hytton as seen right to the —change

(Fig{7.138)) allows for weekly and monthly settings of activities.

one

As shown at Figl7.11.10.2, clicking on the More... ' hutton then displays a popup
where two choices are available through a toggle : either show the current week, or the
current month :

e in the former case, activities of that week are set day by day (that is worked), with
a single choice for each day, applying to the whole day ;

e in the latter case, activities of that month are set week by week (for each week that
at least has a worked day), with a single choice for each week, applying to the whole
week.

This systems allows for fast configuring of employees’ activities, if those do not vary

much during a day or during a week. If activities set that quick way need to be fine-tuned
for a certain day, it can still of course be modified in a daily way as described in|7.11.10.1}
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[Manage Day Popup, HANSON Thomas, 18/06/2012] [Activities] Mere..

Modify activities

Activities for HANSON Thomas

* Week 18-24 June 2012

. June 2012

Mon 18/6 Tue 19/6

Wed 20/6 Thu 21/6

At shop v | At shop w At shop w  Biz trip

W

[=1E3

Fri 22/6 Sat23/6 Sun 24/6
Biztrip w

| Modify | | Cancel |

Modify activities

- Weel18-24 June 2012

Setweeks to

28/05/2012 - 03/06/2012
04/06/2012 - 10/06/2012
11/06/2012 -17/06/2012
18/06/2012 - 24/06/2012
25/06/2012 - 01/07/2012

| Modify | | Cancel |

Activities for HANSON Thomas

* June 2012

;| =Choose> v
: =Choose=> v
: =Choose=> v
: =Choose=> v

i =Choose= w

Figure 7.139: Setting activities for a whole week or a whole month.

354



	General Tools
	News
	The rights to access news and to publish news to user groups
	Creating news
	Publishing news
	Reading news

	Agenda
	Agenda setup guide
	Agenda administration
	Agenda use

	Alarms
	Setting an alarm
	Modifying an alarm, turning it off
	The Alarm Event Control
	Alarms for other objects

	File manager
	Basic File Manager use
	File and folder rights

	Lists of Tasks
	Rights for Lists of Tasks
	Task list models and task types
	The use of task lists
	Printing out task lists
	Management of Task lists through time

	Object properties
	Rights for Properties
	Creating properties and managing them
	Setting properties
	List of objects to set properties for

	Paperwork management
	The Mail Management Page
	Access levels
	Creating a mail document
	Attach current mail document to an other
	Viewing attachments/attached document
	Flagging mail documents as treated and archived
	Mail document types

	Wall
	Customer Relationship Manager (CRM)
	Rights related to Customer Relationship Manager
	CRM's Main Page
	Contact managing
	Actions
	'Information' actions
	Looking for actions
	Postal campaigns
	Electronic campaigns
	Postal/electronic letters
	Predefined forms
	Action statistics

	Projects/Timesheets
	Rights related to Projects/Timesheets
	Projects/Timesheets main page
	Projects
	Project's tasks
	Project event control
	Project planning
	Projects/Timesheets administration
	Managing Timesheets
	Invoicing timesheets

	Human Resource Manager (HRM)
	HRM setup guide
	Rights related to the Human Resource Manager
	Planning view
	Planning Administration
	Holiday use
	Overtime management
	Changing a workweek or a workday to another profile
	Work history
	Sick leaves
	Activities



