Installation and setup

Installing the Workday Tracker app has a standard procedure:

Packages

Install

By submitting this form, you confirm that you agree with sharing
your personal data with the App developer specified on the App's
page, the Public Offer Agreement, and the relevant T&C published
on the App's page.

To install the application, paste the link to your website and click Install.

After installing the application, it is advisable to run the full generation and compilation.
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Getting started with the Workday Tracker app

For the users:

e At the beginning of the working day after logging in to CRM, click the "Start day"
button
i Creglio » + Q

All apps

Q

Hello, Supervisor!

#W Service homepage

Total opportunity count $ Opportunity amount, current month # Open leads
e 109 o ‘ 8
) Studio homepage A ———— o

$ Plan vs Fact by sales manager, current quarter

B System settings Plan 4 Fact - Opportunity
12

1

8| System users

e If your workday consists of several segments, you will see the following notification
after clicking the Start Day button:

or!

$ Opportunity amount. current month # Open leads

You already have a closed record for this day.
Want to create a new one or re-open the old?

e When you click on the “Re-open” button, you will continue your previous working
time record.

e By clicking on the “Create new” button, you will start a new working day.
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e When you click the Start Day button, if your working day does not consist of several
segments, you will receive the following notification:

Creafic *» + Q

All apps
0 &
Hello, Supervisor!

¥ | Service homepage

Total opportunity count $ Opportunity amount. current month # Open leads

& Services
109 88
¥ Studio homepage — =

$ Plan vs Fact by sales manager. current qui art]

B System settings T T Plan & Fact - Opportunity
a8 System users

E Tasks

il

e Similarly, when your working day is over, when you click the “End Day"” button, you
will receive the following notification:

Creatio Start day

Hello, Supervisor!

# Service homepage
Total opportunity count $ Opportunity amount. current month # Open leads

109

¥ Studio homepage —

8| Services

$ Planvs Fact by sales manager, current qiart}

B System settings

a8 System users

K Tasks

# Ul Management

For executives:

e To go to the Workday Tracker section, click on the corresponding section in CRM:
J = | U
$ Plan vs Fact by sales manager, current :l;;ner

Invoices

5 Documents
12

1
% Products

06
Knowledge base 04
@ Forecasts

Opportunities

Chat

‘ Workday tracker
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e In this section, you will see all the records of your employees' working hours:

Creatio saidy 33 A @ O @

Folders @ w Tag filte Q
. Duration... D Created on +
™| Orders
08.07.2024 1112 Superviser 09.07.2024 112 093 02.07.2024 1113 09.07.2024 1112
B | Contracts ] 09.07.2024 1170 Supervisor 09.07.2024 10 006 08.07.2024 1110 09.07.2024 TH10
] 03.07.2024 N:57 Supervisor 03.07.2024 N:57 13163 03.07.2024 16:56 03.07.2024 1157
f  Invoices
] 02.07.20241010 Superviser 03.07.2024 100 7875 03.07.2024 11:56 03.07.202410:0
Bl Documents ] 03072024939 Supes on 03.07.2024 10:10
01072024 11:56 Supervisor 01072024 11:36 008 01072024 1136
] 01.07.202410:44 Supervisor 01072024 10:44 oms 01072024 1057 0107.2024 10:44
280620241526 Supervisor 280620241526 162360 29.06.202418:30 280620241526
AR Knowledge base .
28062024 1512 Supervisor 28062024 1512 176 28.06.202415:%4 28.06.2024 1512
~
il Forecasts 28062024 1512 Superviser 28062024 1512 008 280620241512 268.06.2024 1512

e To open a single record, click on the 3 dots in the left corner next to the date you
selected.
e Select the action you want to take:
1. Open
2. Copy
3. Delete

Workday tracker & import ~
Q

W Folders @ v Tagiile Q
n ] © Duration Due date Created on
Orders
] 09.07.2024 T2 09.07.2024 1112 093 09.07.2024 1113 09.07.2024 1112
B Contracts @ Oper Supervisor 09.072024 0 0.06 08.07.2024 1110 09.07.2024 110
G Copy Supervisor 03.07.2024 1157 13163 03.07.2024 1656 03.07.2024 1157
f  Invoices
o Delete 03.07.202410:10 7875 03.07.2024 11:56 03.07.202410:10
! Documents ] 03.07.2024 3:39 03.07.2024 9:39 on 03.07.2024 1010 03.07.2024 9:39
[) 01072024136 01.07.2024 1136 009 01.07.2024 1136 01.07.2024 1136
[) 010720241044 Supervisor 01.07.2024 10:44 [5E] 01.07.2024 10:57 01.07.2024 1044
| 28.0620241526 Supervisor 28.062024 1526 162360 29.06.202418:30 28.062024 1526
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e When you open the selected record, you will see the page where it is:
1. Contact

Status

Start and due date

Duration, min

History

vk

®
¢ Workday tracker Close 2 @
Q @ Addtag
™ GENERAL INFORMATION 2
W] orders R ' ~
Contact* Supervisor 3 ‘/ Status*  Ended 4
B | Contracts 4____.—-—-—-__* /
Startdate* 09.07.2024 T2 Duedate 09.07.2024 T3 Duratio 083
& Invoices B tison o Q B
Parent record Start date Due date Duration, min Created by Status 4 +
‘ Documents
08.07.2024 1112 08.07.2024 1193 093 Supervisor Ended blf3glee-59
£ Products 2 08.07.2024 1112 02.07.2024 1193 093 Supervisor Ended 870af435-21

MR Knowledge base

A

e You can export the time history to Excel:

Cregfio » + Q

« Workday tracker
®

« Workday tracker
® Addtag

GENERAL INFORMATION

-
Orders GENERAL INFORMATION

]
W\ Orders

Contracts
e* 08.072024T12 B Contracts

Invoices History & Q

N \ o o % Invoices History & 1 Q

B Export to Excel 9 Due date

03.07.2024 112 \ 02.07.20
-

&= Products 2 09.07.2024 112 09.0720

072024 Ml

' Documents

Products 08.07.2024 M2 09.07.2024 M

Knowledge base

Forecasts M Knowledge base
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e Ifyou need to add fields to your time tracking history, do the following:
1. Click the “+" on the left side of the time tracking history table
2. And select the required field from the menu that opens

Status*  Ended

ipervisor Ended

1pervisor Ended

Close P

N

f
Select field

Workday tracker hi

story

WORKDAY TRACKER HISTORY FIELDS

e For example, select the ID field and click Select.

The ID field appears in the tracking history.

O6epiTb None
IcTopin TReKiHrYy poBoUOro AHA

£% [ata3mn

£ Nara creoperis
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7 28.06.202415.06

sor

sor

Ended

Ended

* Ended

RELATED OBJECTS

MouaT feHb - a4 0

3aKkpuTi

4c14fla4-ea43-45b5-867d-fe427f0..

Sbefbc3e-1b7f-44ff-a7c8-903e0f80...

Cancel

o

~
<~
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e To export/delete all records of the selected employee, follow these steps:
1. Select all records
2. Select the action you want to perform - Export/Delete

Creafic » Q saidy It A @ ©
Workday tracker s + import ~
im Folders @ w Tag Q
Created on Start date ¥ Duration Due date +
™ Orders
1@ 09.072024 12 Supervisor 09.07.2024 1112 093 09.07.2024 1193 09.07.2024 1112
B Contracts 09.07.2024 1110 09.07.2024 1110 006 09.07.2024 1130 09.07.2024 1130
03.07.2024 157 Supervisor 03.07.2024 157 63 03.07.2024 1656 03.07.2024 1157
& Invoices
03.07.2024 10:10 Supervisor 03.07.2024 10:10 7875 03.07.2024 11:56 03.07.2024 1010
E‘ Documents 03.07.2024 9:39 Supervisor 03.07.2024 9:39 on 03.07.2024 100 03.07.2024 9:39
01.07.2024 1136 Supervisor 01.07.2024 1136 009 01.07.2024 11:36 01.07.2024 11:36
Products
01.07.2024 10:44 Supervisor 01.07.2024 10:44 SE] 01.07.2024 10557 0107.2024 10:44
(@ 280620241526 20.06.2024 1526 162360 28.062024 1830 280620241526
Knowledge base g
20.06.2024 1512 20.06.2024 1512 176 28062024 1534 28.062024 1512
~
Porecasts 28.06.2024 1512 Supervisor 28.06.2024 1512 006 28.06.2024 1512 28.06.2024 1512
26.06.2024 15:06 Supervisor 26.06.2024 15:06 0.09 28.06202415:06 28.06202415:06
Opportunities
24.06.2024 Ti41 Supervisor 24.06.2024 Ti41 2594 24.06.2024 12:53 24.06.2024 Th41
Chat 24.06.2024 T30 Supervisor 24.06.2024 T30 0,04 24.06.2024 T30 2 24.06.2024 T30
21062024 1329 21063 2106.202413:29
Export to Excel Delete
. ‘Workday tracker s L
M F0R 3041775 Stnenisor N0aA 2106 0241275

Configure access rights

e To set up access to the section for selected employees/departments, go to the
system designer:

Creatio *»

Hello, Supervisor!

™ Orders
Total opportunity count $ Opportunity amount, current month

109

$ Plan vs Fact by sales manager, current quarter

B Contracts

f Invoices

E‘ Documents

£ products

AR Knowledge base

w1 Forecasts
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e Select Workplace setup:

Credfio

Q

-
™ Orders

Contracts

Invoices

Products

Knowledge base

Forecasts

Opportunities

e Add a General workplace:

Creatio

H\ Orders

B  Contracts

f Invoices

! Documents
® Products

Knowledge base

e Enter a name:

it Credtio
Sales

Q

‘g‘ Orders

B Contracts

% Invoices
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e Add a Workday tracker section:
Click the + next to the Section field

2. Check the box next to the Workday Tracker section
3. Click Select

Creatio ’

Orders

Contracts

Invoices

e Add a group of users who will have access to the Workday Tracker section:
1. Click the + next to the User group field.
2. Select the checkbox next to the user group you are granting access to. For
example, Accounting Department. Head Office
3. Click Select
i Creatio
Sales . orvciay Tracker — 3

o}

5
™| Orders
2 | Contracts

# Invoices

‘ Documents

£ Products ) Ac

Al Knowledge base

@ Forecasts

Workday Tracker for Creatio



e Select the home page:
1. Click on the arrow to the right of the Home page name
2. Select Workday Tracker list page

it Credfio Start day it A @ O .
Sales e Workday Tracke
Q m CANCEL A2
™ Orders

T T+

B Contracts

WORKPLACE SETUP

f& Invoices

N

E‘ Documents

Workday t
£ Products =log
A2
hooks |
Head Offi
Ml Knowledge base hooks form page
for Openld provid
] Forecasts " e
Web forms and pages
T Opportunities Tasks form page
e Save the changes
Creatio satdy I A @ ©
Sales > Waorkday Tracker
—
Q m CANCEL
™ Orders
. o 5 B0
B | Contracts
ro Invoices WORKPLACE SETUP
p2S
E‘ Documents
tracks
& Pproducts
AT

Accounting Department. Head Office

A Knowledge base

After making changes in the settings, it is hecessary to re-authorize the system for those
users for whom the changes were made.

e To configure access to the Start/End Day button, go to the system designer:

i Creatio
Sales

Q
Hello, Supervisor!

=\ Orders
Total opportunity count $ Opportunity amount, current month

109 .0

i 'roices R ————
$ Plan vs Fact by sales manager, current quarter

B | Contracts

E‘ Documents

&£ Pproducts

Ml Knowledge base

] Forecasts
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e Go to the Operations permissions section

Creatfio

Q

.
™ Orders

B | Contracts
Invoices

! Documents

& Products
Knowledge base

ol Forecasts

e Select the Can see tracking button option from the list:

Credtio *» Q flow

Bci nporpamu

Q

B >
GenTestSection

‘%“ Organization
=% structure

. Workday tracker

M EGasa 3HaHb

B GiGniotexa npouecia

@ Be6-cepsicu
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JAO/IATV OMEPALJIIO

SinsTpulrpyni v

AocTyn a0 onepadyii

/

Start day -
TMouaTu pexb = A

CanStartCommandGeneration

Canlns:

CanUseODataService

CanEdi eComment
CanManagePortalMainPage
CanManageDem
CanManageSectionPanelColorSettings

CanMana;

BUrAAA ~




e Select the user or group of users to whom you want to grant access to the
Start/End Day button:
1. Click the + next to the Operations permission.
2. Select the checkbox next to the name of the user or group of users you want
to grant access to. For example, William Walker.
3. Click Select

it Creafio

ales v Can see tracking button -

Q

ﬁ\ Orders

B | Contracts

% Invoices era e D A2
' Documents \ 1

& products

M Knowledge base

o4 Forecasts

e C(lick Close

After making changes in the settings, it is hecessary to re-authorize the system for those
users for whom the changes were made.

Task time-trackin
The button “Start work” is visible for created activities and only for participants of this activity in

case they have permission for the operation “Can see tracking button for activities”
(GenCanSeeActivityTrackingButton)

When a user starts working on an activity, the status of the activity changes to "In progress".
When it completes, the statuses do not change

Information on who performed is displayed on the Summary tab.

There are two details:

- the first: every time someone starts or ends a work

Once completed, the time (completion - start) in hours is additionally calculated and recorded in
both records
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- second: total working time for each user
Creatio it A 0 8 6

e
All apps :
« Task1 +Startwork  Close @
Q tasks ® Addtag ® Connections Wiy Feed @ Attachments

E Tasks Details MAIN INFO  SUMMARY
B Tasktracking history + & i Q
Medium
Y +
Todo
1 Superviso In progress 8/12/2024 5:09 PM 003
2 Supervisor In progress 8/12/2024 5:56 PM 0.06
n calendan Supervisor Finished 8/12/2024 511 PM 0.03
Supervisor In progress 8/12/2024 512 PM 0.02
Executors
B Trackingtotals + & i Q
Supervisor
+
Ist-line support 1 Supervisor [XF3
r
Superviso

Reminders

Our contacts:

+38 (044) 200-04-22
+38 (050) 476-45-23
ceo@crmgenesis.com
https://crmgenesis.com
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